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Creating a New Employee 
Step 1: Login to ERP Solution 
Step 2: Click on the Establishment and Personal SectionEmployee Service 

RecordNewChange the effective Date if required) Enter the mandatory fields like 
(First Name, Last Name*, Gender) 

 
Personal (Date of Birth, Home town, Marital Status, Nationality, Country)Save 
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Email (Email)Save 

 
PAN (PAN, Aadhar Number) Save 

 
 
Benefit Details (GPF/NPS) Save 
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Choose Action as – Create Employment  

 
Now a unique user id will be created for the employee .Click on Save  

Entering Employee Address 
Click on AddressEnter the address details OkSave 
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Type of Address can be  
Current/Correspondence Address ,Home Town Address, Permanent Address  
 
Click on Personal InfoPassport, Phone Number, Educational Qualification, Employee 

PictureSave 

 
Note: The fields marked yellow are mandatory and you cannot save data without filling them.  
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Entering Additional Personal Details 
 

 
Click on the box above the Personal Info button  
 
Enter Details as required  
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Entering Passport Information and Religion/Caste Details 
 
1) Search for the employee  
2) Click on Personal Info 

  
3) Choose Passport/Religion/Caste Details and press OK  
4) Choose Passport Details and click on Details Box  
5) Type the Name and Number as required and press OK  
6) Chose Religion/Category Information and type in the details as required.  Press OK and 
SAVE 
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Entering Medical Assessment Details 
 
1) Search for the employee on Enter& Maintain screen  
2) Click on Personal Info  
3) Choose Medical Assessment Details and press OK  
4) Enter Date of Assessment  
5) Choose type of Assessment from the drop down menu, as applicable  
6) Choose Consultation Result from drop down  
7) Enter any other details in the Description section and press Save  
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Entering Employee Phone Number 

 
1. Click on Personal Info Button  
2. Select Phone Number and press OK  
3. Enter Type as Home, Home Fax, Mobile, Other etc.  
4. Enter Phone Number.  
5. Enter Date From.  
 

 
 

Enter Educational Qualifications 
 

1) Click On the Personal Info  
2) Click on Boards & University and select all universities/boards for which you want to 
input details  
3) Click on Save  
4) Press F4  
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5) Click On the Personal Info  
6) Click on "Educational Qualifications"  

 

 
Entering Employee Picture 

 
Click on the Picture button  
On the Enter& Maintain screen  
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Click on Browse and select the appropriate picture file and click apply  
 

 
 
 
Entering Disability 
 
1. You need to search for the employee. Click on Personal Info  Disability.  
2. In Category you need to provide type of disability like Blind, Autism, Locomotor 

Disability etc., Choose Status as Active  
3. Choose the appropriate Reason by selecting from List  
4. Mention the Degree of Disability.  
5. Click on Further Information  
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Choose Yes  
Post this only employee can benefit under Section 80U  
 
 

Service Details of an Employee 
Step 1: Click on Service DetailsEmployee Category (Select the role of employee) 

Enter the fields such as (Organization, Office details, Designation, PB + Grade Pay, 
Payroll, Location and Status) 

 
Salary Information (Monthly Salary)Save 
 

Entering Supervisor Details Of An Employee 
 

Supervisor (Name & Emp ID)Save 
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Entering Probation Details Of An Employee 

Probation & Notice period  (Enter the End Date) Save 

 
 

Entering Statutory Details Of An Employee 
Statutory Information (GRE {Ins Name}) OkSave 
Click on Statutory Info tab and press Control + L  
1. GRE – It will be the institute name  
2. PF Organization – ICAR GPF  
3. Professional Tax Organization – ICAR PT Organization <<State Name>>  
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Adding the Salary Elements 
 

Service DetailsSalary Information (Enter the Basic Salary)SaveClose 
Service Details Salary Components (Enter the components for earning{ DA,HRA,TA}, 

deduction {CGEGIS,GPF, Income Tax, Professional Tax, LIC}and recovery{Misc, Computer 
Advance, Vehicle Advance})Save  

[Earned Leave, Half pay leave, Casual Leave, Child care Leave, Taxable HRA, Deduction Info, 
Income Info, Professional Tax, CGEGIS, Central Govt TA, DA, GPF, HRA, LIC Deduction, 
Personal Pay, Base Salary, Income tax Deduction, Computer Advance recovery, Misc 
recovery and Vehicle Advance recovery ] 
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Service Specification of an Employee 
 

• This is one of the most important sections of the HRMS. Where we can enter/edit 
service details of an employee from this screen. 

• Transaction related to transfer, deputation, promotion, pay band or grade pay 
change. 

• It maps the service book into the system. 
 

Step 1: Click on Employee SearchService DetailsStatus (Deputation outside ICAR, End, 
Joining Time, Regular, Retired from service)SaveOk 

 
 

 
 
 
Step 2: Click on Employee SearchService DetailsService change reason (New Joinee, 

Pay Band change, Promotion, Promotion & Transfer, Transfer on own 
request)SaveOk 
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. 
Employee Transfer 

 
Before transferring an employee first we have to stop (delete) the bank details from the 

establishment responsibility for a particular employee. 
• Later we have to change the organization details from the transfer responsibility for 

a particular employee. 
 

Step 1: Click on the ICAR TransferEmployee Service RecordSearch employee by 
name or user idService DetailsPayroll RelatedPay Method (Change the 
effective date [Last date in the Institute])click on the delete icon Save 

 

 
 
Step 2: Click on the Employee Service RecordSearch employee by name or user id 

Service Details (Change the effective date) Change the fields such as 
(Organization, Office details, Designation, PB + Grade Pay, Payroll, Location and 
Status {JoiningTime})Save  
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Step 3: Click on the Employee Service RecordSearch employee by name or user id   
Service Details Service Change Reason (Transfer on own request/transfer on 
public interest)Save 
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Retirement 
Step 1: Click on the Establishment and Personal SectionEmployee Service 

RecordSearch employee by name or user idPersonal InfoRetirement 
DetailsOk 
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Step 2: Enter the details like (office order issued date, Superannuation Date and Actual 
Resignation Date)RetirementSave  

 

 
 

Leave Adjustment 
Service Details Salary Components (Enter the components for Leave Accraul upload  
 

 
 
Click on Entry ValuesEnter the Effective Dates, Plan Dates(+/- Number of dates) Save 
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Logging into Oracle Applications 

 
Open the link for the Oracle Instance  :  http://icarerp.iasri.res.in  
 
 

• Enter the Username and Password as provided (individual user name/password to 
be used). Password need to be changed on first time login.  

• On logging into the application, a new page consisting of the responsibilities assigned 
to the user and the active notifications for the user will open up.  

 
 

 
 

Basics of Self Service 
 

Open the link for the ERP Login    :   http://icarerp.iasri.res.in  
 
Login in with user name & password 
Click on CIFT Employee Self Service 
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This list shows list of approvals which have been received and the ones that our pending on 

you for approval

 

 

View ICAR Service Details 

• Click My ICAR Service Details in CIFT Employee Self-Service 
• You can view your Service details and all changes that have occurred.  
• Click on Show to see further details  
• This is very useful during retirement where you can see your entire duration of 

service.  

 

Self Service 
Functions will 
appear here 
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Checking your Leave Balance  
 

• Click on My Leaves in CIFT Employee Self-Service  
• Click on Current Leave Balance Button  

 

 

A summary of leaves taken during the entire career of an employee can be seen as below  

 

Applying Leaves  

 
Click on My Leaves 
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• Click on  

•  

Casual Leave 
 

 
• Choose the type of Leave Casual Leave  
• Choose the relevant Leave Reason according to Leave Type  
• Look at the Calendar on the right side. It has been put there as an aid for you 

to plan your leaves. You can choose the month/year as you want  
• Choose the Start Date and the End date of your leave  
• Mention whether you will go out of station by selecting Yes or No  
• Details of Visit to include places of visit stopovers etc.  
• Name of Accompanying Family members – In case of LTC mention family 

members accompanying you  
• Mention Block Year for LTC  

•  Mention any Prefix & Suffix Dates – Multiple dates can be added if applicable.  
• Please enter your Contact Details/ Phone Number on which you can be 

contacted during your leave.  
•  
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• Press  
• Click on Next.  
• Applied Changes would be seen and also Approver Name.  
• Click on Submit if everything looks fine.  
• Changes would be applied after clicking on submit.  

 

 
 
Earned Leave 

 

• Enter Earned leave type from drop down list.  

• Enter Leave reason from the drop down list  

• Enter Start date as ‘dd-mm-yyyy’  

• Enter End date as ‘dd-mm-yyyy’.  

• Click on Calculate Duration.  

• Enter Comments if any  

• Add any attachment if any. 
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Extra Ordinary Leave 

 

 
• Enter Extraordinary leave type from drop down list.  
• Enter Leave reason from the drop down list  
• Enter Start date as ‘dd-mm-yyyy’  
• Enter End date as ‘dd-mm-yyyy’.  
• Click on Calculate Duration.  
• Enter Comments if any  
• Add any attachment if any 

 
Half Pay Leave(Commuted Leave) 
 

 
• Enter Half Pay Leave type from drop down list.  
• Enter Leave reason (Eg .Commuted for Sickness)from the drop down list  
• Enter Start date as ‘dd-mm-yyyy’  
• Enter End date as ‘dd-mm-yyyy’.  
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• Click on Calculate Duration.  
• Enter Comments if any  
• Add any attachment (Medical Certificates) if any 

 
Maternity Leave  

 

 
 

• Enter Maternity leave type from drop down list.  
• Enter Leave reason as Pregnancy/ Abortion.  
• Enter Start date as ‘dd-mm-yyyy’ ,Enter End date as ‘dd-mm-yyyy’.  
• Enter Comments, Click on Calculate Duration.  
• Add any attachment if any ,Click NEXT 

 
• Review your applied leaves .  
• Approver Name would be there to whom your applied leaves will go for approval.  
• Click on Submit and changes would be applied.  
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Paternity Leave  
 

 
 

• Enter Maternity leave type from drop down list.  
• Enter Leave reason as Pregnancy/ Abortion.  
• Enter Start date as ‘dd-mm-yyyy’ ,Enter End date as ‘dd-mm-yyyy’.  
• Enter Comments, Click on Calculate Duration.  
• Add any attachment if any ,Click NEXT 
• Review your applied leaves.  
• Approver Name would be there to whom your applied leaves will go for approval.  
• Click on Submit and changes would be applied.  

 
Joining Report  
 

• Click on ICAR Employee Self Service.  
• Click on Joining Report.  
• Click on Add when another page opens up.  
• Enter Date of Joining/ Return from Leave.  
• Enter Forenoon/Afternoon.  
• Choose Leave type – Only Approved & Confirmed will come here  
• In case you are returning from Training etc. then choose Others  
• Start Date & End Date will only appear if you choose others. For leaves no need to 

enter start and end date  
• Enter Comments if any.  
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Click on the button next to Leave type. Another window will open. Click Go  

 
After this click on Apply , Next and then Submit  
Click on Apply and changes would be saved.  
 

Trainings, Deputations and other activities 
 
Delivered Programs  
 
Click on  
Click on Add under Employee Programs.  
 

 
  

Note: Depending on whether you delivered the program or attended it . Please click on 
the relevant Add button  

• Click on Add  
• Another window will open and click on Program Type.  
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• Enter Program type as Radio talks from drop down list.  
• Enter level of participation as attended, conducted, organized etc as applicable.  
• Enter Program Name.  
• Enter Venue.  
• Enter City  
• Enter Start Date as 'dd-mm-yyyy'  
• Enter End date as 'dd-mm-yyyy'.  
• Enter Duration.  
• Enter Program Conducted By.  
• Enter Approver.  

 
 
Enter details and click Apply  
Note: the columns marked with a star* are mandatory and you have to fill them else the 
system wont allow you to submit 
 
Attended Programs  
 

• Click on Add  
• Another window will open and click on Program Type.  
• Enter Program type as Radio talks from drop down list.  
• Enter Program Name.  
• Enter Venue.  
• Enter City  
• Enter Start Date as DD-MMM-YYYY  
• Enter End date as DD-MMM-YYYY  
• Enter Duration.  
• Enter Program Conducted By.  
• Enter Approver.  



30 
 

 
 
Enter details and click Apply.  
Note: The columns marked with a star* are mandatory and you have to fill them else the 
system wont allow you to submit  
 

 
How to get e-copy of Payslip 

 
Step 1 : Select CIFT Employee Self Service → Paysilp 
 

 
 
Step 2 : You can view the payslip by selecting the appropriate month and select GO 

  Select Employee Payslip Print Button to get the electronic copy of the Payslip  
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Step 3 : Enter the Period Name as shown (MMM-YYYY) and Select Next 
 

 
 
Select Next 
 

 
 
Select Submit 
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Select OK 

 
After the Phase is shown as Completed 
Select the Icon below the Output head as shown below 

 
 
Step 4 : You can download or print the pay slip from this Output 

 
 
Click Back Button of your browser to get back to ERP site and Select HOME  
Logout ERP . 
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Requisition creation 
 
Login to the ERP Solution 
 
Select CIFT Purchasing Requisitioner  Requisition/Indent Creation  
 

 
 
Entering Purchase Requisition Data 
 
Click on Open Button. 
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Auto generated fields value will be shown in the screen such as (Institute, Type, Preparer, 
status). 

 Enter the field (Description ). 
Click on DFF (Descriptive Flex grid Field) to enter the {Source of fund, Scheme Code, Division 

Name} Ok  

 
 
In Line tab  Enter the Item code. 
• On selecting the item code, The item category, description and UOM(Unit of Measure) will 

filled automatically. 
Enter the Quantity and Price of the item. 
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Enter the Delivery date of the item. 
At the line level, click on the DFF to enter the Buy Back Amount and EFC (Expenditure Finance 

Committee) Item  Ok  Save. 
 

 
 
“11 digit Unique(Indent Number) Requistioner will be generated”  
 

 
  1-3 digit will be Institute Code, 4-5 will be year, 6 will be PR, 7-11 will be serial number. 
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Entering taxes into Requisition 
 

Step1:  Click on the Taxes Button. (New tax details screen will pop up).  
 

 
Step 2: This form used to add the local taxes defined in the system. 
• Select the Tax name 
 

 

 
• Tax Precedence 0 (tax only to base amount) and 0 & 1 (tax to base amount and first tax line). 
• Enter the different taxes  Apply  Save  Close 
 
Placing Attachments 
 
 Click on the Open button. 
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Goto to View  Attachment  Document Catalog  (New form will open). 
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Click Find (select the document)  Attach 1  Save  Close 
 
 
Check if all details of the requisition are fine ,hit the “Approve” button  
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Click OK Button  
 
Requisition Approval Process  
 
The approver will Log in to Oracle and click the Notification Summary button.  
All open notifications will be listed  
The approver will click the notification related to the requisition that needs to be approved  
 

 
 
The approver will click the approve button to approve the requisition.  

• To forward the requisition to another person without approving, press the "forward" 
button, select the employee and apply.  

• To return the requisition, press the "Reject" button.  
• If the approve button was pressed, the requisition will get approved if it falls within 

the approval limit of that approver or will jump to the next person in the hierarchy.  
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If the Requisition is Approved by the final authority Status will be changed to 

“Approved” state.  
 

 
 

 
RFQ (Request for Quotation) 

 
Approved Purchase Requisition will be available in the Approved Requisition pool. 

PR in Requisition Pool would be used to create RFQ or PO as per the requirement. 

• Select AutoCreate in Purchasing section  
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• Press ”Clear” button and enter the Requisition number. 
• Press Find 
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In  the Auto create Document form, Select the Requisition and the line that needs to 
be converted into an RFQ 

 
• Set the Document type to “RFQ” 

 
• Press on the “Automatic button” 
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A new form opens  

 
• This will create a Bid RFQ which will be used to create Standard Purchase Orders.  
• Press the “Create” button 

 

 
 
RFQ gets created. 

 
• Clicking on the description field will give the below message. 
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• Press OK and enter the Description. 
 

 
 

Change the Status of RFQ to “Active”. 
 

• Enter the Due date and Quote Effectivity dates. 
• Save the RFQ. 
• To add Suppliers to whom to send the RFQ, click on the ‘Suppliers’ button at the 

bottom 
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The RFQ Suppliers Form opens up. 
 

• Select the Suppliers and the supplier site to whom to send the RFQs 
 

 
 

Once the suppliers are added to the RFQ, close the form.  
 

• The RFQ form opens up again. Save the RFQ.  
 

• Now the RFQ is  complete. 
 

• The RFQs is sent to Suppliers by mail, fax etc. 
 

• Suppliers send in their quotes. These quotes need to be entered into the system by 
making Quotations. 
 

Quotations 

The buyer enters the quotation details received from suppliers into the system from from 

the RFQ details 

• Select RFQ’s in Purchasing section  
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Query for the RFQ by pressing F11, typing the R 

• FQ number and then pressing Ctrl F11 
 

• Open the RFQ  
 

• ‘Copy Document’ facility can be used to create Quotations from the RFQs. 
 

• Go toTools -> Copy Document as shown below 
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In the copy Document Window,make the selections as shown in the figure below. 
 

• Ideally, select the “Entire RFQ” to be copied onto the quotation. One can also copy 
RFQ header / RFQ line to the new quotation. 

 
• A Bid quotation needs to be created to make a standard purchase order 

 
• Select the supplier from the list attached Earlier into the RFQ 

 
• The Entire RFQ gets copied and a Bid Quotation gets created. 
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Similarly, copy all the quotations received from all the suppliers attached the RFQ 

• The quotation gets created.  
 

• Change the status of the quotation to “active” 
 
 
 

 
Quote Analysis and Approval 
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Information from different suppliers is captured in the system and Analyze Quotations 
window displays quotations for an item from different suppliers 
 

• Select Financial Quote Analysis in Purchase Section 
 

 
 

• Query for the quote based on the item and / or RFQ number 
 

 
 

The Analyze Quotation form opens where the quotes from all the suppliers for the RFQ / 
Item queried can be viewed and compared 
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• Compare the quotes and note down the best quote. Also note down the Quote Line 
• Close the Analyze quotations form 
• Navigate to Quotations (Localized) 
• Query and open the quote that was just noted as the best quote. 
• Click on Approve button. 

 

 
 

• Provide the reason for the approval of the quotation the document type to be 
created from the quotation  

• Click on "Ok" 
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• The quotation line gets approved. 
 

Purchase Order 
 

Approved PR would be available in Requisition Pool and PO / RFQ would be autocreated 
depending on requirement. 
 

• Select AutoCreate in Purchasing section  
 

 
• Click on Open 

In the Form that opens ,press the Clear button 
 

• Query for the requisition for which a PO needs to be created 
 

• Enter the requisition number and Press the “Find” button.  
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The Autocreate Document form opens. 
 

• Select the Requisition and the line that needs to be converted into a PO 
 

• Set the Document type to "Standard PO" and the Action type as "Create" 
 

• Press on the “Automatic button” 
 

•  

 
A new form opens  

• Enter the Supplier and the Supplier Site 
• Press the “Create” button. 
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A Standard PO gets created and a Purchase Order number is also generated 

• Enter the Description. 
 

 
 
Enter the LC number in the PO header field. LC Nos. will appear based on supplier chosen. 
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Entering Taxes in PO 
• Select on Purchase Orders Creation in Purchase Section and click on open. 

 

 
A new form opens up. 
 

• Press F11 and enter the PO no., then press Ctrl+F11. 
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Tax details India localized screen opens up. 
 

• Select The Tax Name 
 

• Enter the Tax Precedence and the lines to which the tax needs to be applied to. 
 

• Putting a “0” means applying the tax only to the base amount. Putting “0” and “1” 
means apply the tax percentage to both the base amount and the first Tax Line while 
putting “1’ means apply the tax percentage to the first Tax line. 
 

• Some taxes / freight are applied as a flat amount and not as a tax. For these taxes 
enter the exact amount of the tax 
 

• Select the different taxes that need to be applied. 
 

• After Entering the taxes, click on “Apply” button  
 

• Save the record to attach the taxes to the PO. 
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Approving the Purchase Order 
 
 

• After creating the purchase order buyer will submit it for approval. 
 
• Approvers will have the options to approve, reject or forward the documents. 
 
• For Purchase Order & Rate Agreement document approvals, position hierarchy 

would be used. 
 
• Position hierarchy would be based on different positions attached to the employees 

in the organization 
 
• Different approval limits will be given to different positions in the organization. 
 
• The PO will get approved at the appropriate level in PO approval hierarchy 
 
• After approval, the PO can be sent to the supplier. 

 
• The India Localization Purchase Order form opens up again  

 
• Open the PO again by clicking on the "open" button 

 
• The status is “Incomplete” 

 
• Click on the "Approve" button 
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The "Approve Document" window opens. 
 

• Check the “Forward” box and approver name will appear automatically in Forward 
To. 

 
• Press OK. 

 

 
 
If fund check passes successfully, the Purchase order would be submitted in the hierarchy 
for approval. 
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Once Submitted for approval, the PO will pass through funds check. Its success will depend 
on the budget limit. The status of the Purchase order now will be "In Process,Reserved" 
 
 

 
 

 
 After the Purchase Order gets approved, the Status of the Purchase order will be "Approved, 
Reserved" 
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Modification of PO 
 

• Once a Purchase order has been created and approved, it might need some 
modifications  

• Quantity and Price can be modified after unreserving funds 
• Other terms such as payment terms and shipment terms can also be modified 
• Open an approved PO  
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• Click on Tools -◊ Unreserve.  

 

 
A new form opens up. 
 

• Click on OK. 
 

 
 

• PO status changes to “Requires Reapproval”. 
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• Click on OK. 
 

 
• Change the Quantity/Price as per your requirements. 

 
• Save (Ctrl+S). 

 
• Revision number changes from “0” to “1”. 

 
• A message will appear as shown in the below screenshot. Click on “OK”. 

 
• Send the PO for approval by clicking on “Approve” button. 
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Cancelling a PO 

Canceling a rejected PO will transfer the indent with the quantity of the PO back to the Auto 
Create screen. 
 

• Cancellation of a PO cannot be reverted. 
 

• Note the PO number that needs to be close  
 

• Select  "Purchase Order Summary" in Purchase Section. 
 

 
 

• Enter the PO No. that needs to cancel 
 

• Press “Find” 
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• Go to Tools - ◊ Control. 
 

 
 
• Choose Actions “Cancel PO”. 

 
• Press OK. 
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• A message will appear which will ask for confirmation. 
 

• Press OK. 
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The PO gets cancelled and further the status is now "Closed" 
 

 
 

Rate Contracts 
 

Select Purchase Orders creation in Purchase Section then click on Open  
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• Select the  Document type as “Blanket Purchase Agreement”. 
 

 
 
 
 

• Enter the Supplier name & Site from the LOV 
 

• Enter Ship to Location & Bill to Location. 
 

• Enter Description. 
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• Enter Source of Funds, Scheme Code and Division in the header DFF as shown below. 

 

 
 

• In Lines Tab as shown, Enter the Item code 
• On selecting the Item code, The Item Category, Description and Unit of Measure will 

get filled in automatically. For Asset and Expense Items, user has to specify the exact 
description of the material. 

• Enter the Price of the Item  
• Optionally, enter the Suggested Supplier name & Site 
• At the line level, click the DFF as shown below and enter the EFC Item. 
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• Contract No. gets generated. 
• Click on “Approve” button. 

 

 
• Check the “Forward” box. 
• Approver name will appear automatically. 
• Press OK.Rate Contract will be submitted for approval 
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• Rate Contract gets approved 
. 

 
Blanket Release 

 
Create a standard Purchase Requisition as explained earlier 
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• Navigate to AutoCreate window 
• Click on “Open” 
• The "Find requisition Lines" form that opens. In it, query for the requisition, for 

which an PO needs to be created 
• Enter the requisition number and Press the “Find” button.  
• The Autocreate Document form opens. 
• In the Autocreate Document form, select the Requisition and the line that needs to 

be converted into release. 
• Set the Document type to “Blanket Release” 
• Press on the “Automatic button” 
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Select the Rate Contract document number. The Release number gets auto generated. 

 
Release gets Created 
 

 
• Once the Release gets approved, it’s status changes to “Approved , Reserved” as 

shown below 
 

• The Release is now complete 
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Supplier Creation 

Navigate to Supply Base  Suppliers 
 

 
 

• In the below screenshot, click on “Create Supplier’ button. 
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• Enter Organization name, Tax Country and approved by Institute. 
• Approved by Institute – Yes -◊ This means that it’s a registered supplier. 
• Press Apply. 

 

 
 

• Click ‘Address Book” to add address details. 
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• Fill the information as shown in the below screenshot. 
 

 
• Check thebox as shown in the screenshot to create Supplier Site. 

 
• Press Apply. 
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Supplier gets created 
 

 
 

Running Purchasing Reports 
 

From the toolbar menu at the top, select View then Request 
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• Click on "Submit a new Request" 
 

• Select "Single Request" and click "OK" 
 

 
 

• Enter the report name and the parameters as per following 
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Fund Available Check on Indent 
 

We have made the provision to check the Fund Available on the Indent form. Indenter 
would have two options to check the fund availability before submitting the Indent for 
approval. 1) Fund Available Check-->Nowthe Indenter can check the Funds Availability for 
every line/Item. By clicking on Tools-->Fund Available Check. System would show the funds 
availability for the given budget head. For more details please refer attached screen Shots.  

 

 
 
Fund Inquiry Report-->Indenter can also run "ICAR Fund Inquiry Report" to check the fund 
availability before submission of Indent for Approval. 
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Logging into Oracle Applications  
 
Open the link for the Oracle Instance  
http://icarerp.iasri.res.in  
 
 

• Enter the Username and Password as provided (individual user name/password to be 
used). Password need to be changed on first time login.  

• On logging into the application, a new page consisting of the responsibilities assigned to 
the user and the active notifications for the user will open up.  
 

 
 

How to Create Project  
1. Responsibility: CIFT Projects 

Navigation->Project Details  

 
 

2. Click on Project Details. A new window opens  
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3. Click on New Document to create new project.  
4. Choose relevant option. 

• If you are creating Status Report then select “Create New status report 
from status report template”.  

• If you want to create RPP1 document from status report then click on 
“copy from existing document” option so that the relevant information is 
copied from status report.  

• If it is an externally funded project then select “Create RPP1 for externally 
funded project”. 
 

Step 1: Choose relevant option and click on Next. 
 

 
 

Step 2: Select Document type from the list and enter start date then click on 
Finish 

Click on New Document 
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Step 3: Fill all the relevant details in project header tab. 
 

 
 
Now enter Project team info/Doc approval and Save. 
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Now again click on Project header tab and message will appear click “OK”. 
Project number will generate as indicated in below screenshot.  
 

 
 

If you want to create RPP1 document from status report then click on “copy from 
existing document” option so that the relevant information is copied from status report.  
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In the next screen, select the document type from where you wish to copy then click 
on Next.  

 

 
 

 
Select document type you wish to create. In start date field, enter the start of document 
then click on finish.  
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All the relevant information is copied.  
In the Project Header Tab, enter the reporting period end date as the end date.  

 

 
 

Enter Project Budget 
To Enter Project either go to XXX Projects Responsibility (If PI of the project want to 

allocate the Project Budget) Click on Enter Budget 

3 Click here 

1 Enter RPP2 
 

2 Enter RPP2 
reporting period 

Reporting period end date 
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To Enter Project either go to Enter Project Projects Responsibility (Other than  PI of the 
project want to allocate the Project Budget).Click on Enter Project Budget  
 

 
 
Provide your Project No. (Generated at the time of RPP-1 Creation), Select Budget Type as 
Expenditure Budget (System would check the Expenditure Budget for Project related 
Expenses).Another window will pop-up.Enter Appropriate Fund Type,Scheme Code and 
Division Name.Then Click on Ok Button 
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Click on Details Button 
 

 
 
System would show three Major Category. Select Major category (Under which you want to 
allocate the budget) and then click on Budget Lines 
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System would show a note.Click on Ok button 
 
Now click on Minor Expenditure head and select appropriate Minor Category, Amount Type 
(only would have One Value as “Raw Cost”).Enter Budget amount in any of the month in for 
the given financial year. 
 
Example:for the current Financial year 2014-15 budget can be allocated in of the month 
from April’14 to March’15.There is no month wise check, system check over all budget in 
the given financial year.After enter Budget save the Transaction (Ctrl+S).System will show 
Two additional Line.Now Close this form and repeat this activity for other major categories. 
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After entering the budgets (Save them)  
 

 
 
close the window and come to below mentioned main form. 
 

 
 
Click on Submit ButtonStatus would Change Submitted 
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After Click on Submit button Submit Button will change to Baseline button, click on this 
button again.Now the status would be “Inprocess” 
 

 
 
After few Minutes Status would change from “Inprocess” to Working” 
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Submission and Baseline is very-very Important Step.So please don’t Skip/Miss it. 

 
Report of ICAR Project Budget 

 
Go to ViewRequestsSubmit a New Request(Single Request) OK 
 

 
 
Find the request name : ICAR Project Budget vs. Expenditure Report(User Level) 
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Enter the Parameters 
Enter the RPP1 Number 
 
Click OKSubmitNOFind 
Click Refresh Data until the Phase is Completed 
Click View Output  
 
A new tab will be opened in Firefox 
Save/open the Excel File to view the Report 
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Payroll 
 

How to enter salary Components for an employee 
 

Navigation 
Click on CIFT Establishment & Personnel SectionOpen Employee Service Record 

 
 
A new window will open  
 

 
 

Search the Employee by Name  (E.g. %xxxx)or by Employee number  (E.g. 123456)  
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A new window will open with the searched keyword. Click the employee name and click  
 

 
 

Click On Service Details 
 

 
 

Click on Salary Components 
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Click on  to change the Effective date 

Click on  to add new Salary Component 
 

 
 
Click on the DFF(Marked in Black Square) to add new component. 
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Add the respective Salary Component  
 
Click  Entry Values to enter values to the added component and click on Save Button.  
 
 
Frequently Used salary Components 
 

 
Pay & Allowance 

 
ERP  Salary Component 

 
Recurring 

   
BP ON Band Pay Recurring 
B.Pay Band Pay Recurring 
NPA Non Practising Allowance  
AI Advance Increment Recurring 
Sp Pay Special Pay Recurring 
GP/RGP Grade Pay Recurring 
DA Dearness Allowance Recurring 
PP/FPA Personal Pay Recurring 
HRA HRA  (City Type - Y) Recurring 
TA +DA Central Govt Transport Allowance(City Type - A) Recurring 
WA Washing Allowance Recurring 
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Deduction   

GPFS GPF Information 
(Employee Total PF Contribution in Pay Slip)  

GPFA GPF New Advance Recovery Recurring 
NPS NPS information Recurring 
HBA HBA Advance Recovery Recurring 
LIC LIC Deduction Recurring 
PLI Postal Life Insurance Recurring 
LF License Fee Recurring 
PCA Computer Advance Recovery Recurring 
SCA/CYA Vehicle Advance Interest Recovery Recurring 
GSLIS CGEGIS Recurring 
PT PTAX Adj Recurring 
IT Income Tax Deduction Recurring 
WC Water Charges Recurring 
FEST Festival Advance Recovery Recurring 
SOCIETY Central Society Deduction Non  Recurring 
CLUB CLUB Recurring 
EC Electricity Charges Recurring 
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Full List of Salary Components in ERP
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HOW to run Payroll 
 
Request name:  Payroll Run (India) 
Step 1: Login to the ERP Solution. 
Step 2: DDO payroll accessRun Payroll for a Single Employee 

ViewrequestsSubmit a New RequestOk. 
Step 2: Submit Request (Pop-up) Name (Payroll Run (India))Ok. 
Step 3: Payroll (CIFT) TAB. 
Step 4: Payperiod (month & year which we want to choose). 
Step 5: Runtype (cumulative run) Ok. 
Step 6: SubmitNoFind (don’t click the View output). 
Note: Status (Incomplete) Assignment ProcessStatus (Error)Resolve the error by 
clicking  message button 

 

 
 
Pay Slip Report 
 
Request name: (ICAR HR Pay Slip Report) (Run Payroll Run(India) before this report ) 
Step 1: ViewrequestsSubmit a new RequestOk. 

Step 2: Submit Request (Pop-up) Name (ICAR HR Pay Slip Report)Ok. 

Step 3: Institute Name (Enter CIFT) TAB. 

Step 4: Period Name (Select the month). 

Step 5: Employee Category (Select the employee category). 

Step 6: Location Name (Find & select CIFT(MI),Kochi). 

Step 6: SubmitNoFindView Output. 

Note: Any data is mismatched with original data, and then roll back the report. 

 

 
 

javascript:launchForm('http://training.iasri.res.in:8001/OA_HTML/RF.jsp?function_id=3566&resp_id=54831&resp_appl_id=800&security_group_id=0&lang_code=US&oas=rqHmiJt9XwRuxeWU4siu_A..')


101 
 

Pay Bill Report 
 
Request name : ICAR Payroll Employee Wise New Pay Register Report (Run Payroll 

Run(India) before this report ) 

Step 1: ViewrequestsSubmit a new RequestOk. 

Step 2: Submit Request (Pop-up) Name (ICAR Payroll Employee Wise New Pay 

Register Report)Ok. 

Step 3: Institute Name (CIFT) TAB. 

Step 4: Period Name (Select the month). 

Step 5: Employee Category (Select the employee category). 

Step 6: Location (Find & select CIFT(MI),Kochi). 

Step 6: SubmitNoFindView Output. 

Note: Any data is mismatched with original data, and then roll back the report. 

 

 
 

Report of Schedules 
 

Request name:  ICAR Pay Register Component wise Report (Run Payroll Run(India) before 

this report ) 
Step 1: Login to the ERP Solution. 

Step 2: DDO payroll accessRun Payroll for a Single EmployeeViewrequestsSubmit 

a New RequestOk. 

Step 2: Submit Request (Pop-up) Name (ICAR Pay register Component wise 

Report)OKA new window will open. 

Step 3: Enter the details (Component Name, Pay Period, Institute Name, Employee Category, 

Location) 

Step 4: Component Name (Select the component name) 

Step 5: Pay Period (find & select the month MMM-YYYY) 

Step 6: Institute Name (CIFT) 

javascript:launchForm('http://training.iasri.res.in:8001/OA_HTML/RF.jsp?function_id=3566&resp_id=54831&resp_appl_id=800&security_group_id=0&lang_code=US&oas=rqHmiJt9XwRuxeWU4siu_A..')
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Step 7: Employee Category (Select the employee category). 

Step 8:  Location (Find & select CIFT(MI),Kochi) 

Step 9: SubmitNoFindView Output. 

 

Note: Any data is mismatched with original data, and then roll back the report. 
 

 
If we want to reflect the pay slip at the user end, then we have to run the following reports 

 
 

 
 
  

View – Request-Submit a request- Request Set-ICAR Pay roll Process Reports -  
And enter PARAMETERS  - SUBMIT 
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Rollback Process 
 
Report Name: Rollback Run 
 
Step 1: Login to the ERP Solution. 
Step 2: Viewrequests Submit a new Request Ok.  
Step 2: Submit Request (Pop-up) name (Rollback Run)A new window will open . 
Step 3: Enter the details (Year). 
Step 4: Payroll Run (month-year which we want to rollback) Ok. 
Step 5: SubmitNoFind (don’t click the View output). 
 
 

 
 

1. How to roll back pay roll after generating all reports  
 

1. First Roll back –  1. Pay roll reports archive (India) (Magnetic Report) 
2. Electronic Fund Transfer (magnetic transfer) 
3. Prepayment 
4. Costing 
5. Transfer to GL 

2. Roll back run : pay roll run (India) 
 
How to verify  payroll run 
 
Go to the DDO payroll access                 Verify payroll process result                enter PAYROLL 
NAME, FROM , TO, ACTION TYPE  and click on FIND 
Click on messages to see the error 
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How to verify incomplete employee wise payroll run 
Go to the DDO payroll access                 Verify employee wise payroll process result                
enter  EMPLOYEE  NAME OR ASSIGN NUMBER and click on FIND 
 
Click on messages to see the error 
 
Steps To Be Followed By The Finance Section For Payroll Process: 
 
1: After the successful run of all the programs in Establishment section, Click on “XXX 

General Ledger” Responsibility. 

2: Click on Import Journal. 

3: Select source as Payroll, ledger as ICAR and specific value shall populate as soon as we 

click on the list of values. 

4: Then Click on import button. 

 

  

 
 
 
 
 
 
 
 
 
 
 
 

 
5: After import journal, click on View >>> Request>>Find, and then click on view output.  

6: Copy the Batch Name  

from the Report Output as shown below: 

Click on the List of 
values.  Group ID will 
populate automatically. 

Click on the List of 
values.  Group ID will 
populate automatically. 
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7: Go back to the Navigator and in xxx General Ledger responsibility, click on Enter 
 

 
 

8: Enter Journal Form will open up. Paste the copied Batch no. in batch column. 

9: Click on find button. 
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10: Now click on review journal 

11: Review the entry properly by checking the account, fund type and amounts. Once 

verified,click on Post. 
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12. A bill with the net salary payable amount needs to be created by taking fund type as 
default and account as Salary AP Accrual Account and the payment will be made accordingly. 
 
 

Creating a Group of Employees for Payroll Run 
 

Navigation  
 
CIFT DDO payroll Access  Create Group of Employees for Payroll Run 

 
 
New window will open in java. 
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Type in a Name for the Assignment set   

 
 
Click on the Button near the text box of Payroll 
 

 
 
“CIFT Monthly Payrol ” will automatically appear on the Text Box 
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‘Save’ the process 

 
Click on the “Amendment” button, new window will open up and you can add employees to 
the group which should be “Include/Exclude “.  
 

 
 

Save   the process and close the window. 

Click  button and close the window. 
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How to edit a group of employees  
 
Click on assignment set > press F11 
 

 
 
Enter the name of assignment set as “%CIFT_DEC%” > Press control+F11. 
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If you will create the new assignment set with the same name then this error will occur that 
you are creating assignment set which is already present in the system. 
 
 
Deleting Assignment Set 
 
For deleting any assignment set you have to first delete the amendments created in that 
assignment. 
After that you can delete the assignment set. 
Before deleting amendments you cannot delete the assignment set. 
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For deleting amendments and assignment click in the delete icon in the menu and save the 
transaction. 
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Logging into Oracle Applications  
 
Open the link for the Oracle Instance  
http://icarerp.iasri.res.in  
 
 

• Enter the Username and Password as provided (individual user name/password to be 
used). Password need to be changed on first time login.  

• On logging into the application, a new page consisting of the responsibilities assigned to 
the user and the active notifications for the user will open up.  

•  

 
 

Vendor Creation 
Click on Vendor Creation  Entry 

 
Click on Create Supplier   
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o Enter Organization name, Tax Country and approved by Institute.  
o Approved by Institute – Yes  
o This means that it’s a registered supplier.  
o Press Apply.  

 

 
 
 
Click Address Book  to add address details.  
 
 

 
 
 

Click Here to 
Create Supplier 

Click on 
Address Book 

Supplier Number 
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Click on Create Button 
 

 
 
Fill the information as shown in the below screenshot.  
 

 
 
Check the box as shown in the screenshot to create Supplier Site.  
 

 
 
Click Apply.  
  

Click on the  box 
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Supplier gets created.  
 

 
 
 

 

 

Click here to update 
address 
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ERP TRAINING MANUAL 
Bill Processing 

 
 
 
 
 
 
 
 
 
Prepared by 

Shyla N C 
Joshy C. G 
Sreejith T J  



 

 

 

 

Contents 

 

SL No Title Page No 

1 Bill Creation Process 118 

2 Business Process – Bill Creation Process Based On Purchase Order 118 

3 Business Process – Bill Creation Process Without PO  125 

4 Business Process – Bill Creation Process For Projects  132 

5 Business Process – Advances To Employees  135 

6 Adjustment Of Advances Given To Employees  139 

7 Business Process- Petty Cash System  145 

8 How To Run Bill Report  148 
 
 



118 
 

Logging into Oracle Applications 
 
Navigation 
 
Open the link for the Oracle Instance  
 
http://icarerp.iasri.res.in  
 
Enter the Username and password as provided (individual user name/password to be used). Password 

needs to be changed on first time login.  

On logging into the application, a new page consisting of the responsibilities assigned to the user and 

the active notifications for the user will open up  

 

 

 
 

Bill Creation Process 
 
 

Business Process – Bill Creation Process Based on Purchase Order  
 

 

A Purchase order is created by the purchasing department to place an order for purchase of an Asset, 

service, or incurring any expense.  

Then upon receiving the goods or service, a receipt is prepared.  

On the basis of receipt, then a bill shall be created.  

This process shall be used for creation of bills for fixed assets, Projects, Expenses, Inventory.  
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Navigation  
 
CIFT Payable DDO AssistantBill Processing  
 

 
 
The DDO assistant shall receive a bill file from the purchasing section which he shall use for 

entering the bills  

Following is the bill form  

 

Click on Bill Processing to Create a 
Bill 
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Respective Institute’s name will be defaulted automatically.  
Bill type-Click on the LOV’s button to select it from List of Values (LOV). It is showing various types 

of Bills that can be created in system. .  

Standard- It is used for creating a normal invoice, for creating a settlement invoice etc.  

Credit Memo- It is used to give some credit to a vendor on receiving a credit memo.  

Prepayment- It is used to create a bill for making an advance payment to vendor/employee.  

Nature of Bill field – For reading this is detail, please see the section of “Nature of Bill Field”  

Select the appropriate Nature of Bill.  

 

 
 
Select the relevant PO and click on OK button.  

Vendor name and Supplier number will come automatically  

Vendor name, supplier Number and supplier site will come automatically.  

Click on the LOV button on the Vendor Invoice date field.  

The following screen will open up.  

Select Nature of Bill Select vendor name Enter vendor invoice 
date Enter Invoice number 

Click on Bill type to 
select standard 



121 
 

Select the invoice date from the calendar.  

 

 
Enter the Vendor Invoice number present on the invoice  
Enter the Invoice file received date and the bill amount with reference to the invoice present in the 
bill file.  

 
Once all the required fields are entered, click on Match button.  
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“Find Receipts for Matching “form opens up.  
Purchase Order number is coming from bill header.  
Click on Find.  

 
“Match to Receipts” form opens up.  
Check Match Box.  
Click on Match Button as shown in figure  
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Once you click on Match Button then purchase order details will copied to bill form.  
The DDO Assistant shall save the bill and the bill is created.  
 

 
 
If the user wants to view the populated details, he can go to Lines and see the receipts number, 
quantity received, etc.  
 

Click on this icon to save.  
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Click on Actions…1 button.  
 

 
 
 
Run ICAR Bill Report, take a Print and forward it to the DDO.  

Go to section “How to Run Report” to learn about it.  

Close the form and forward the bill file to the DDO for checking.  

 

 



125 
 

 
 

Business Process – Bill Creation Process without PO  
 

 
 
Navigation: CIFT Payable DDO Assistant-Bill Processing  
 
The DDO assistant shall receive a bill file from the purchasing section which he shall use for 
entering the bills  
Following is the bill form.  
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Respective Institute’s name will be defaulted automatically.  
Bill type-Click on the LOV’s button to select it from List of Values (LOV). It is showing various types 
of Bills that can be created in system. .  
Standard- It is used for creating a normal invoice, for creating a settlement invoice etc.  
Credit Memo- It is used to give some credit to a vendor on receiving a credit memo.  
Prepayment- It is used to create a bill for making an advance payment to vendor/employee.  
Nature of Bill field – For reading this is detail, please see the section of “Nature of Bill Field”  
Select the appropriate Nture of Bill.  
 
 

 
 
Vendor name- Enter the name of the vendor. You can search the name from the LOV’s attached. 
Click on Ok to select.  

Select Nature of Bill Select vendor name Enter vendor invoice 
date 

Enter Invoice number 
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Supplier number  
It is the unique number assigned to every supplier by the system automatically.  
On selecting the Vendor name, the supplier number will come automatically.  
Supplier site-If the vendor has only one site, it will come automatically. If there are multiple sites of 
a vendor than select the relevant supplier site  
 

 
 
Vendor invoice date-Enter the date present on the vendor invoice. You can use the calendar  
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Vendor invoice number-The system will give you the following message. Click on Cancel and enter 
the invoice number as mentioned on the vendor invoice.  
 

 
 
Bill amount- Enter the amount of invoice to be entered.  
Also enter the date on which the invoice is received by the DDO/ DDO assistant in the field ‘Invoice 
Received Date by DDO  
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Payment Terms: Will be default.  
Payment Method: It will always be default from the supplier level. However, at the time of creation 
of bill, the user can change the payment method to the desired. For making the payment method 
as Electronic, the user shall make sure that the Bank details are available.  
 
 

 
 
Now, Click on Lines.  
Line Type will be Item (automatic).  
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Enter Amount and click on Distributions  
 

 
 
Fund type-  
It means the source of funds from which the funds will be disbursed.  
Select the appropriate fund type from the LOV’s attached. Whether the expenditure is from Grants, 
deposit scheme, etc  
Click OK. 
 

 
 
If the Source of fund is Grants, select default scheme code. If the source of fund is other than Grants, 
select the relevant scheme code from the list.  
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Account- Select the correct natural account from the list given.  
It signifies the account in which the invoice should be accounted.  
User can search for the required account by using % and finding it in the Find field.  
This LOV contains all the accounts.  
 
Division- It contains the names of the Regional Stations, KVK’s, State agriculture universities etc. If 
the bill that is being created is related to any of them, then select the appropriate division and click 
on OK.  
 
Other two fields will be default always and user need not enter them.  
Click on Ok and a budget message would come which will tell the availability of funds in that 
particular fund type, Scheme code, Budget head, division.  
 

 
 
Click on Ok and save the bill.  
Close the distribution screen and note down automated generated unique bill number.  
Now run ICAR Bill report and take a print of this report and forward the file to DDO for checking 
purposes.  
Process for Running ICAR Bill report is discussed in other section.  
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Business Process – Bill Creation Process for Projects  

 
Note: It is mandatory that budget for this project should be entered in the system. Only then will you 
be able to carry out the below mentioned process:  
In case of creation of bills related to a particular project, please follow the additional steps as shown 
below at the LINES Level.  
Select the Project number at the Lines Level for which the bill is to be made. As in below screenshot, 
project number, PIMS/RPPI No and duration is visible  
Select the Project number at the Lines Level for which the bill is to be made. As in below screenshot, 
project number, PIMS/RPPI No and duration is visible  

 

 
In Lines, select the correct Project number. Details of Project number and other expenditure details 
shall come from the scientists only.  
 

 
 
 
Once you select the Project Number and click on Ok, the following message shall appear showing 
the name of the project  
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The next field is Major category. Click on the list of value attached and select the category under 
which the bill is to be made  

 
 
Expenditure Item date will default from the bill date.  
Select the Minor Category for which the budget has been entered.  
 
However, while creating project related bills for a project, only those Major Category and Minor 
Category values would be available in List of values under which client has allocated the budget in 
his/her project .  
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Once you select the Minor category, the system will give you a message showing the budget and the 
fund available in that minor category for that project.  

 
 
Click on Distribution.  
 
The account shall automatically default from the minor category you select. You can change the 
account in case you want .  
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NOTE: In case the Invoice Type is Prepayment, the account details shall not default from the 
expenditure type and user will have to enter it manually.  
NOTE: The budget amount will also get displayed when user will click on Action button (to validate 
the bill).  
 
Business Process – Advances to Employees  

 
CIFT Payables Audit & AccountBill Processing  
 
Following Bill form will open.  
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Institute name will always be defaulted as the respective institute  
For giving an employee advance the DDO assistant shall use Bill type as ‘Prepayment’.  
 

 
 
Select the Employee name to whom the advance is to be given. The Employee vendor number will 
come automatically.  
For making an advance to an employee, the site shall always be taken as ‘HOME’.  
The DDO assistant has to select ‘HOME’ for making employee advance of this nature.  
Bill received date shall be the date on which DDO assistant receives the request file to process 
employee advance.  
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Enter the Invoice Number in the following format-Date-Employee Vendor Number as explained 
below.  
 

 
 
Now, Click on Lines.  
Line Type will be Item (automatic).  
Enter Amount and click on Distributions.  
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Distributions form open up.  
Enter the Amount in distributions.  
In Distributions window, user will be entering the code combinations where the accounting of the 
bill shall take place.  
It is one of the crucial steps of bill creation, because the distribution will be deciding the impact of 
the bill.  
Institute name will come automatically once you click on the LOV button.  
Select the relevant Fund type, Scheme code, Account and Division.  
Save the bill and close the distributions screen.  
A bill number will automatically get generated.  
After this, the bill file will be forwarded to DDO  
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Adjustment of Advances given to Employees  

 
Employee shall take advance for incurring some expenditure only.  
Once the expenditure is done, employee shall produce the details of the expenditure incurred along 
with the supporting invoices.  
Now, since payment was already being made to the employee, now the adjustment of the expense 
bills shall be done.  
The expense bills shall be applied against the paid, prepayment bill.  
If there is some difference between the amount that was taken as advance and the amount of 
expenditure incurred, that amount shall become the unspent amount.  
That Unspent amount shall be recovered from the employee along with the Penal interest.  
 
 
Create a bill for the expenses incurred by the employee against the advance taken.  
Create a ‘Standard’ type bill.  
Upon selecting the Employee name, a Pop up message will appear as shown below. It will give a 
reminder that prepayments are available for application for this vendor. Click on ok and proceed.  
 

 
 
The process for creation of bill shall be the same as bill creation process without PO.  
Enter all the information in the distributions and save the bill.  
Close the Distribution screen.  
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Click on Actions….1 button.  
 

 
 
Select the check box for application of the prepayment bill.  
Click Ok.  
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Following screen shall open.  
It will show all the prepayments available for application, along with the amount available as well as 
the details of the existing prepayment applications in the second half of the window.  
Here prepayment number is the Invoice number of the prepayment bills.  
These prepayment invoices can be used to apply them on an unpaid bill.  
Check the box ‘Apply’ to apply the prepayment on the selected bill.  
Click on the ‘Apply/Unapply’ button to apply.  
 

 
 
Upon saving the available amount will get reduced by the amount of application and only balance 
shall be available for any further application.  
This will take the details of the prepayment in the lower section of the window, with the name 
‘Existing Prepayment application’.  
 

 
 
Similarly, if some mistake is done, then click on the ‘Apply/Unapply’ button and it will undo the 
application done before.  
After, applying or unapplying the payment, close the screen of Apply/Unapply prepayments.  
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The status of the bill shall change as ‘amount paid’.  
 

 
 
In lines, a negative line will be reflected with the type as ‘Prepayment’ reflecting the fact that 
prepayment has been applied on this bill.  
 

 
 
Click on ‘View prepayment application’ tab to view all the details of the prepayment application on 
this bill.  
He shall now validate the bill and initiate the approval, in the regular manner.  
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Adjustment of bill where the expenditure is less than the advance  

 
• The amount of excess advance taken by the employee, for incurring expenditure, shall be 

recovered from the employee.  
• Since employee took an excess advance than the requirement, a penal interest shall also be 

collected from the employee along with the unspent amount.  
• A standard bill shall be created for recovering unspent amount and then application shall be done. 
• This recovery shall be done from the AP module and the Penal interest amount shall be routed from 

AR module.  
 
Creation of Recovery Bill  
 
Create a standard bill.. Let us take an example that advance is 10000 and the expense is 8000.  
First the cashier will create a standard bill of Rs 2000 .  
In the lines, the cashier will. Enter an amount of 2000  
 

 
 
Enter the distribution level information. Click on OK and save the bill.  
Close the Distributions screen.  
 
Now the cashier will forward the bill file to DDO Assistant for further processing.  
 
DDO Assistant shall open the same bill and change the bill amount to 10000.  
At lines level as well, he will change the amount to 10000.  
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At Distribution level, DDO Assistant shall add another line of 8000 and will take account as the 
relevant expenditure account.  
After this save the bill.  
 

 
 
 
Click on Action. and apply the bill against the advance of 10000.  
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Now the DDO Assistant shall forward the bill to DDO for further processing  
 
 

Business Process- Petty Cash system 
 

• Petty Cash system is the system in which an advance shall be given to the petty cashier for 
meeting day-to-day petty expenses.  

• Petty cashier does all the expenses out of that advance amount and takes the recoupment 
for the expenses incurred.  

 
Bill Creation for Petty cash Advance  
 
A prepayment bill shall be created for giving a petty cash advance.  
Select “Drawing Disbursing Officer (DDO)” and Supplier Number “3719” will come automatically.  
For making an advance to petty cashier, site shall always be taken as ‘Division Name’.  
The DDO assistant has to select ‘Division’ from list of values for making an advance to petty cashier.  
Bill received date shall be the date on which DDO assistant receives the request file to process 
advance for imprest.  
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Enter the Invoice Number in the following format: PC-Date-Employee Name as explained below.  
Enter the bill amount in the header as well as in the lines and click on distributions.  
 

 
 
Distributions form open up with defaulted values in the Amount and Account field.  
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Save the bill and close the distributions screen.  
A bill number will automatically get generated.  
Run the “Bill Report” for the bill number as explained before. (View Requests Submit a new 
Request Single RequestOK ICAR Bill Report Bill Number Submit NoFindView 
Output)  
Take Print out of bill report and attach with manual documents.  
Now forward the bill file to the DDO for further actions.  
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How To Run Bill Report 
 
Navigation 
 
CIFT Payables Audit & Accounts Bill Processing 
 

 
 
View Requests Submit a new Request  
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Single RequestOK ICAR Bill Report Bill Number OKSubmitNOFind 
 

 
 
Click Refresh Data until the Phase is Completed  
 

 
 
Click View Output to view the output of the bill created 
  



 
 

 
 
 

 
 
 
 
 
 

ERP TRAINING MANUAL 
Creation of Cheque Series 

Audit Section 
 
 
 
 
 
 
 
 
 
 
 
 
Prepared by 

Anilkumar P P 
Joshy C. G 
Sreejtih T J 
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Creation of Cheque Series in ERP 
Login to ERP 

 
 
Click Define Cheque Series Responsibility 
Click Bank Account  
 

 
 
A new Window will open  
Search by Account Name and Click Go 
 

 
 
Select the account and Click Manage Payment Documents button  
 
A new window will open with the existing Series 
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. 
Click Create Button  
 

 
 

Enter Name of the Cheque Series 

Select Paper Stock Type as Blank Stock  

Select Format as Standard Check Format 

Select Payment Document Category as CIFT_INV 

Type First Available Document Number and Last Available Document Number 

Click Apply 
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A Confirmation Message will be shown 
 

 
 
You can Update the cheque series by clicking the Update Icon   
 
 

  



 

 
 
 
 
 
 

ERP TRAINING MANUAL 
Payments 

Audit Section 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Prepared by 

 
Anilkumar P P 
Joshy C. G 
Shyla N C 
  



 
 

153 
 

Payments 
Login to ERP 
Validation of already created Bills 

 
Oracle Application opens up a new window. 

Click the Search  Icon to search for a bill. 
 

 
Enter the Bill Number in the new window and click Find  
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The Bill will open will all the details and the Amount 

 
Click Actions… 1 Button 
Click Validate Check mark and OK Button. 
Note : If the bill has TDS amount Click the check mark on Validate Related Invoices along 
with Validate . 



 
 

155 
 

 
 
You can see the status is now changed to Validated. 

Go to the CIFT Payments Responsibility 

Click the Show Navigator  icon and then the Switch Responsibility  Icon 
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Select CIFT Payment Section and click OK. 

 
Select  Payments  and click Open. 
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Search and Select the Vendor/Employee Name and the Payment Date. 
 

 
 
Select the Bank Account, Payment Method and Payment Document 
Click on Actions … 1 Button  
 

 
 
Search the Invoice Number. 
Note : Only the validated Invoice Number will be listed under the selected Vendor Number. 
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Add the TDS Invoice Number if there is any. 
 

 
 
After Adding all the Vendor Numbers and the associated Invoice Numbers Click on Save  
Payments is complete now. 

Reports 
 

Click on View RequestsSubmit a new RequestOK 

Select the Request Name as ICAR Electronic Fund Transfer 

Enter the Payment Date and Bank A/C No. and other parameters as required 
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Click OKOptions 
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Select Format as Excel. 

Click OKOKSubmitNoFind. 

Refresh Data until phase is Completed. 

Click Output. 

An Excel file will be saved in the system. 

 

 
 
If the Bill is addressed to the DDO the Request Name will be ICAR PAYMENT ADVICE 
Below is an example of the output of the request. 
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ERP TRAINING MANUAL 
Budget Upload 

Audit Section 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Prepared by 

Thomas C Mathew 
Joshy C G 
Sreejith T J 
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Excel Options 
 
Open Microsoft ExcelClick On Excel Options.  
 

 
 
Click on Trust Center Settings..  
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Click on ActiveX Settings and select the following options.  
 

 
 
 
Click on Macro Settings and select the following options. 
 

 
 
 
Click on Message Bar and do the following settings. 
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Internet Options Setting for using WEB ADI in Internet Explorer  
 
1. Open Internet Explorer.  
2. Press Alt key from Keyboard if Menu Bar is not appearing.  
3. Go To Tools > Internet Options  
Change the Options as follows 
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Click on Ok and Try Running Web ADI 
Restart The system..   
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Budget Upload 
 
Login to ERP 
CIFT General Ledger         BUDGET UPLAOD 
 

 
 

 
Click Next 
 
 

 
Click Next 
 

 
Click Create Document 
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Select Open with & Click OK 
 
New Excel File will open. Wait for few moments then click on Close. 
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Double click on the text box PERIOD NAME, new window will open up for login. 
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After Logging in select CIFT General Ledger 
A new Window will open  
 

 
 
Search the Period Name (MMM-YY), select the appropriate period & Click Select  
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Double click on the text box BUDGET NAME, a new window will open, select the budget 
&click Select.  
 

 
 
Double click the text box below Upl(Upload), a flag sign() will appear automatically. 
 

 
 
Double click on the text box Fund Type, a new window will open, search the appropriate 
Fund Type ,select the Fund Type &click Select. 
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Double click on the text box Scheme Code, a new window will open ,search the appropriate 
Scheme code ,select the Scheme Code &click Select. 
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Double click on the text box Budget Account, a new window will open, search the 
appropriate Budget head, select the budget account &click Select. 
 

 
 
Enter the Amount in the box DEBIT for the particular budget head. 
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Likewise enter the total budget as shown in the Screenshot below. 
 

 
 
Click ADD-InsOracleUpload 
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A new window will open Select Flagged Rows and Click Upload 
 

 
 

After upload a Green Smiley will appear in the row which are uploaded successfully.
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Import Journals. 
Once the Data is uploaded, you need to run Program - Import Journals. 

 
 
Import Journals  New window will open  Enter the Source (Spreadsheet), Ledger 
(ICAR), 
Specific value will be created automatically Import. 
 

 
 
A new window will open messaging “Sure that you want to start Journal Import” Yes. 
Unique ID number will be created Ok.  
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ViewRequests  Find Select the request IDView Output. 
 

 
 
For viewing the output of the report you have submitted 
Click on Refresh Data until the Phase is changed to Completed 
Click on View Output.  
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A new tab will open in firefox, Copy the batch number. 
 

 
 

Close the Tab, go back to Oracle Application and click the navigator Icon 
Enter Journal Open  A new window will open  
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Enter the Batch number  Find. 
 

 
 

Select the Id  Review Journal  Post. 
 

 
 

System will generate a message  Ok The entry will get posted. 
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Reports of Budget Upload 
 
 
Go to ViewRequestsSubmit a New Request(Single Request) OK 
 

 
 
Find the request name ICAR Budget - Funds Inquiry Report - For Institute 
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Enter the Parameters 
Institute Lower/Higher Page Break Range : 506/506 
Budget : Funding 
Period Name : MMM-YY 
Fund Type : 200 Grants/Non Plan 
Scheme Code : 00000 Default 
 

 
 
Click OKSubmitNOFind 
Click Refresh Data until the Phase is Completed 
Click View Output  
 
A new tab will be opened in Firefox 
Save/open the Excel File to view the Report 



 

184 
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FINANCE 
 
o How to Upload Fund in  General Ledger 
o  
o Funding Upload (Using WebADI) 
 
Before  upload process, Excel Setting and Internet Options need to be changed. 
Both PDF files are attached.  
 
Login 
 
CIFT General Ledger         BUDGET UPLAOD 
 

 
  

 
 
Click Next 
 

 
 
Click Next 
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Click Create Document 
 

 
Select Open with & Click OK 
 
New Excel File will open. Wait for a few moments, then click on Close. 
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Double click on the text box PERIOD NAME, new window will open up for login.
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After Logging in select CIFT General Ledger 
A new Window will open  
 

 
 
Search the Period Name (MMM-YY), select the appropriate period & Click Select 
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Double click on the text box FUNDINGs,a new window will open ,select the budget &click 
Select.  
 
 

 
 
Double click the text box below Upl(Upload), a flag sign() will appear automatically. 
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Double click on the text box Fund Type,a new window will open ,search the appropriate 
Fund Type ,select the Fund Type &click Select. 
 

 
 
Double click on the text box Scheme Code,a new window will open ,search the appropriate 
Scheme code ,select the Scheme Code &click Select. 
 

 
 
Double click on the text box Budget Account, a new window will open, search the 
appropriate Budget head, select the budget account &click Select. 
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Enter the Amount in the box DEBIT for the particular budget head. 
 

 
 
Likewise, enter the total budget as shown in the Screenshot below. 
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Click ADD-InsOracleUpload 
 

 
 
A new window will open Click Upload 
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Once the data is uploaded, system will generate the upload message 
 

 

 

Close the Excel Sheet. 
 

• Once the Data is Uploaded, you need to run Program - Import Journals. 
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• Import Journals  New window will open  Enter the Source 
(Spreadsheet), Ledger (ICAR), 

o Specific value will be created automatically Import. 
 

 
 

• A new window will open messaging “Sure that you want to start Journal 
Import” Yes. 

• Unique ID number will be created Ok. 
 

• ViewRequests  Find Select the request IDView Output. 
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• For viewing the output of the report you have submitted, click on View Output.  
 

 
 

• Copy the batch number. 
• You need to find this journal with this batch name. 
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• Enter Journal  Enter  A new window will open  Enter the Batch 
number  Find. 
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• Select the Id  Review Journal  Post. 
 

 
 

• System will generate a message  Ok The entry will get posted. 


