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User Manual of Bill Tracking Software -

In a bid to enhance transparency in the processing and settlement of bills /Invoices,
Central Warehousing Corporation have introduced a bill tracking system for its
contractors or vendors to comply CVC’s Circular No. 02/04/18, dated on 05-05-2018 on
Timely payments to the contractors/ Suppliers/ Service providers and preventive
measures.

This step is in line with the emphasis on increased use of information technology
to go digital to promote transparency and efficiency in the system at Corporation.

The registration enables the vendor and agencies to see their bill status with dates
through various stages of processing of bills, the stage at which it is lying, the
amount for which it is passed and other details. The history feature is also
available so that a vendor can see the history of the bills submitted (in process,
introduced very soon).

Step - I In the user registration, Open below link and choose Bill Tracking System.

http:/ /www.cwceportal.com/

User will enter the Application URL in the Browser (Internet browser, Chrome and Mozilla
fire box) user will use the default browser Chrome

The user manual download on the same link, user can download the manual, it will
helpful to operating the Bill Tracking System.

After entering the Above URL, Then below screen will open

@ Home|C X | @ Vendorf X | | Google© X | NewTab X | G emorcod X | & mysgl-H X | & Downloat X | NewTab X | @ Homepao x | [ Base64E X | + = fa

& C @ cwceportal.com Q & o 2

i swern Frm
..... VARG CORPORNTIN | Yo Welcome to CWC's e-Portal 5
e e oo | ¥ g T -4 R e

CENTRAL WAREHOUSING
CORPORATION

Bill Tracking System

@ “:] : il ) 1:56PM

Figure 1 Cwc e-portal Screen
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Enter Login Credential provided to you by CWC CO, New Delhi (Already circulated with
the Office note given to the HODs on 18-03-2020). Click on Login Button.

“ (G} A Not secure | 103.27.86.205:9030

@ pentid o

CENTRAL WAREHOUSING CORPORATION
IS0

certified

USER AUTHENTICATION CLICK HERE FOR USER REGISTRATION

Vendor Registration

446098 ($) ]

Powered By MIS Division (CWC)

Figure 2 BTS Login Screen

In the Login window, following functionalities are given to

1. Register New User — Here new user can register from click on given link

2. User Name - User will enter the user name, which was enter during the registration
3. Password - Password will enter the password text box.

4. Reset Captcha — On click the refresh button then captcha will reset.

5. Enter Captcha — User will enter the Captcha

6. Forgot Password - Forgot Password Functionality is given on the login page, on
click user can have got your password, using this link.

7. Download the User Manual of Bill Tracking System — User can download the User
manual of Bill Tracking System. It will help during the registration and
transactions.

Page 3 of 12

BILL TRACKING SYSTEM



CWC-BTS

o, Bkl HusRY s
® CHIRS IR, B91 SIT) WAREHOUSING FOR EVERYONE

CENTRAL WAREHOUSING CORPORATION | .. oy for aquesrens
(A GOVERNMENT OF INDIA UNDERTAKING) -

Step — 2 New User Registration:

User will click on link “Register New User” given in the login screen then below screen
will open

P A R
( HIXT ¥R &1 IUHH )
. WAREHOUSING FOR EVERYONE
CENTRAL WAREHOUSING CORPORATION
w (A GOVERNMENT OF INDIA UNDERTAKING) mm* mm
150 1850 18001:2007 certified
- -
User Registration
Please enter user account information (*) Mark fields are mandatory
User Id First Name Last Name
Please Enter User Name Please Enter First Name Please Enter Last Name
Employee CPF Code Mobile No Email Id
PLEASE ENTER. CPF CODE Please Enter Mobile No Please Enter Email Id
Designation Regional Office Division
--Select-- hd --Select-- hd --Select-- b

Capture Enter *

927162 W |

Powered By MIS Division {CWC)

Figure 3 User Registration Page

To register in bill tracking system user will fill the following fields - User will provide the
following details as mentioned:

-User ID —Preferable User id for the User.

-First Name - User will enter the First Name.

-Last Name - User will enter the Last Name

-Employee CPF Code - User will enter the Employee CPF Code

-Mobile Number - User will enter employee’s Mobile Number.

-Email ID - User will enter employee’s email id

-Designation -User will Select the employee’s designation.

-Regional Office - User will select regional offices from dropdown list where is employee
belongs to

-Division - User will select regional offices from dropdown list where is employee belongs to

-Captcha - User will enter his captcha
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Figure 4 User Details Provided

-Create Button — user will click on create button to registered user. After click on create
button the message will appear on pop-up screen for user registered successfully.

—————— DAK & DISPATCH ROLE (Initial Stage): When the Vendor forwarded the Invoice to
RO DAK & DISPATCH SECTION through BTS/ Manual Invoice received at RO DAK &
DISPATCH SECTION:

Initial Stage after receiving the Manual Invoice/Invoices of Contractor/ suppliers/
service providers to the RO DAK & Dispatch Section through BTS. No any
Bills/Invoices should not be received directly by the Divisions, if received; same should
be sent to Dak & Receipt Section for recording in BTS on same date.

a) DAK & DISPATCH Section: After logging by the DAK section login ID:

P Ffa ywesror P

o (MRA TR SIITHA) |
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USER AUTHENTICATION CLICK HERE FOR USER REGISTRATION
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Figure 5 Dak & Dispatch Login Page
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Figure 6 Dashboard of Dak & Dispatch Section
Login
Dak & Dispatch section consists of 03 NOS of Module:
i) Dashboard- User can check the number of the Total Received Invoices, Total

Pending Invoices, Total Paid Invoices Paid invoices within 30 Days, Received
invoices in 15 Days, Invoices delay in payment beyond 30 Days in the Dashboard.

ii) Invoice Management: Click on Invoice Management , user will observe the following
modules.
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Figure 7 Invoice Management of DAK & Dispatch Section

Invoice Management Module consist of 4 different sub-modules as mentioned below:

- Invoice Master-

o~ Welcome: BINITA BALA RABHA

0 (WRATERBTICIT) [ mront Bill Tracking System
CENTRAL WAREHOQUSING CORPORATION * m 09 Dec 2020

(A GOVERNMENT OF INDIA UNDERTAKING) A
150 9001:2015, IS0 14001:2015, BS OHSAS 18001:2007 certified

@ Dashboard Invoice Master

@ Invoice Management> Add Invoice
-]
Export To Excel

7080.00 Return To Edit

Vendor

21 Apr Technical

2020

2020

Division

M5 MODULAR TOOLS & EQUIPMENTS MTME/20-21/0008 / 2020-2021 ‘ 20 Apr

4 EMIS Division (CWC)

Figure 8 Invoice Master

¢ Add Invoice: Click on Add Invoice Button to add new invoice details. The invoice
button will be enabled in the DAK & Dispatch section. Only this section can enter
new invoices in the system.
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Figure 9 Add Invoice

CWC-BTS

Welcome: BINITA BALA RABHA
08 Dec 2020

N
Invoice Date

Enter all the necessary details of the received Invoice here in the page. Fill all the
necessary details like Invoice Number, Name of the vendor, Invoice Date, Invoice
Amount, Invoice Received on date, received for Division/Section, Status drop down —

In process.
* Mandatory field indicating through asterisk mark.

Click on Submit Button to save invoice details

Click on Close Button to close the Invoice Entry Screen.
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Figure 10 Invoice Details Provided

BILL TRACKING SYSTEM

Welcome: BINITA BALA RABHA
09 Dec 2020

Note:- Special character is not allowed in invoice name

Invoice Date

2020-1209

Status
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Invoice Master
Forward Invoice

Export To Excel

Invoice Id Vendor Name Invoice No Invoice Invoice Invoice Received By Payment
Date Amount Received Status
Date

O] 7344 PRANAY GOSWANI PG112/ 2020-2021 09 Dec 123400 | 09 Dec Establishment | In Edit
2020 2020 Process

O 1314 /S MODULAR TOOLS & EQUIPMENTS MTME/20-21/0008 / 2020-2021 20 Apr 702000 21 Apr Technical Return To Edit
2020 2020 Division Vendor
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Figure 11 Invoice Added

After entering the details of the received invoice, the unique invoice ID automatically
generated in BTS.

To forward the required Invoice, click on the check box of the particular invoice and click on
the Forward Invoice button. User can recheck the entered Invoice details by clicking the
Edit option.

Invoice Forwarding Dialog

Establishment El
O

RAJANI KR BORO [ SAM (G) )
SAGARIKA DATTA { Hindi
Trans. |

Figure 11 Invoice Forward Dialog

a) Invoice forward dialog box appears, User have to choose the RO /CO Section as
well the Officials of the chosen section to whom the invoice need to be forwarded.
If DAK/Receipt Section confused regarding the same, please may send the
details to the HOD of the particular Division/ Section.
Enter remarks for the same (Mandatory) and click on Send Button (To forward
it).
Click on Cancel Button to close the Invoice forwarded dialogue
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Figure 12 Select the user to forward the invoice & Mention remarks in dialogue box

The concern user will receive email notification as well as message notification in his/her
registered email ids and phone number as shown below:

From: cwcbts@gmail.com

To: "SAGARIKA DATTA" <sdatta cwc@cewacor.nic.in=

Sent: Wednesday, December 9, 2020 11:13:52 AM

Subject: BTS : Invoice ID 7344 Forwarded

Dear SAGARIKA ,

Invoice 1D : 7344 raised by PRANAY GOSWAMI forwarded by BINITA
BALA through Bill Tracking System (BTS)

Regards
CWC TEAM

Figure 13 E-mail Notification

- Incoming Invoice- When any section returns the Invoice to RO Dak & Dispatch
Section,
Those revert invoices will be shown in this sub-module.

Usage of change status Menu :
e Return to vendor In case any vendor has raised an invoice mistakenly or the invoice

needs to revise. For ex- Wrong GST No.

- Invoice Forward- The Invoices which are forwarded to the concern sections from the
RO Dak & Dispatch Section, the details list will be shown in this sub-module-
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@ Deshboard Invoice Forwarded

Export To Excel

@ Invoice Management>

]

M | invoice i Name Of Vendor Forwarded To Forwarded On Status Received Date Amount Remarks

O | r2aa 2021 FRANAY GOSWAMI SAGARIKA DATTA 09 Dec 2020 Recsived 08 Dec 2020 1234.00 TESTING

[ DAMITA ENTERPRISE LOKESH KUMAR GHEJARA 03 Dec 2020 Recsived 03 Dec 2020 15330.00 for further procsssing

| eem= PE/Z0Z0-21/244 / 2020-2021 FRANAY GOSWAMI SAGARIKA DATTA 01 Dec 2020 Recsived 01 Dec 2020 153350.00 Far further processing

O | eera FE/2020-21/346 / 2020-2021 FRANAY GOSWAMI SAGARIKA DATTA 01 Dec 2020 Recsived 01 Dec 2020 593318.00 For further processing

O | s 20-21/A8/0058 | 2020-2021 AVERY INDIA LIMITED LOKESH KUMAR CHEJARA 26 Nov 2020 Recsived 28 Now 2020 11816.00 Flease process

O] e FG/2020-21/300 | 2020-2021 FRANAY GOSWAMI SAGARIKA DATTA 21 New 2020 Recsived 28 Now 2020 £8923.00 for further processing

[0 | sz PG/Z0Z0-21/259 / 2020-2021 FRANAY GOSWAMI SAGARIKA DATTA 21 Nov 2020 Recsived 28 Nov 2020 153852.00 far further processing

O | 27 PG/2020-21/208 / 2020-2021 FRANAY GOSWAMI SAGARIKA DATTA 19 Nov 2020 Recsived 19 Nov 2020 181207.00 Far further processing

O sene 6308 / 2020-2021 Mezone Tous and Travel SAGARIKA DATTA 1 Nov 2020 Reosived 28 Nov 2020 16600.00 far further processing , invoice attached
O] ass 5304 / 2020-2021 MNezone Tous and Travel SAGARIKA DATTA 1 Nov 2020 Recsived 28 Now 2020 5484700 for further processing , invoice attached

12 3 4 5 & 7 &8 3 10

Figure 14 Invoice Forwarded from Dak & Dispatch

Invoice Tracking-

o If you want to track Invoice Details by Invoice No, then click on the Radio
Button “Invoice Tracking by Invoice No”. After that fill the Invoice No then
click on Track Invoice Button.

o If you want to track Invoice Details by Invoice ID (Generated after entering
the Invoice by the D&R section in BTS), Please select the Radio Button
“Invoice Tracking by Invoice Id”. After that fill the Invoice ID then click on
Track Invoice Button.

#© Dashboard

nvoice Tracking

voice Management >

@ inuoioe Tracking 8y Invaice 1D O invaios Tracking By Invoioe No

Export To Excel

7244 FGI2 In Frocess 0% Dec 2020 BINITA BALA RABHA 0% Dec 2020 SAGARIIA DATTA 03 Dec 2020 TESTING

r2d by GMIS Divisian (CWC)

Figure 15 Invoice Tracking by Invoice ID
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Figure 16 Invoice Tracking by Invoice ID

Click on Logout for checking out from the BTS.

----Employee’s Account (Middle stage): When any User logged into his/her BTS Account
— After getting Incoming Invoice notification through Email or Phone, the user will have
logged into his/her BTS Account.

¢ Invoice Management-> Invoice Incoming

If any Division/Section Forwarded any Bill/ Invoice to Dak & Receipt Section of RO. It
will receive on this module. If any section received Bill/Invoice of other Division by
mistake at that time Officials can forward that particular Bill/Invoice back to the Dak &
Receipt Section.

—~ i ST . .
(b (A STSRBTIUEH) | oo on averone Bill Tracking System
CENTRAL WAREHOUSING CORPORATION —_—
)

A\ COMRNMENT of oA pnperTaK) | 1 O 6 R MUBTEO
E50 5001:2015, 150 14001,3015, B5 ONSAS 186012607 cartified

Welcome: SAGARIKA DATTA
09 Dec 2020

£ Dashboard

Incoming Invoice

@ Invoice Mana, >

£

From Forwarded Received Vendor Name Amount | Payment Change Status View Invoices / Supporting Edit
on Date Status documents Invoice
09 Dec 20X 5 Dec 2021 G o 12340 =
O raes BINITA BALA 09 Dec 2020 09 Dec 2020 PRANAY GOSWAMI 234.00 In Proge: [SekstStates - | View docomenis
RABHA
8875 GI2020-21/ 01 Dec 202 "1 Dec 20X GOSWAM 1833800 =ss
1] ser PGI2020-21/344 BINITA BALA 01 Dec 2020 01 Dec 2020 PRANAY GOSWAMI £3350.00 | In Proce: Seknt Statu
2020-2021 RABHA
[ Gi2020-21/348 / 1 Dec 202X 1 Dec 202 G 1] 5933184 ess
[ | s PGI2020-21/346 BINITA BALA 01 Dec 2020 D1 Dec2020 | PRANAY GOSWAMI 93318.00 | In Proce: EEETENR N .. ocuments
2020-2021 RABHA
] 2= 5817 / 2020-2021 MANAS MONDAL 26 Nov 2020 28 Nov 2020 | NEZONE TOURS & TRAVEL 4397.00 Paid
121 5616 / 2020-2021 . v 26 Nov 20 26 Nov 20 & TRAV 5 aid
m 4 316 / 2020-20; MANAS MONDAL Now 2020 Nov 2020 | NEZONE TOURS & TRAVEL 4488300 | Pai
: 12 / 2020-2021 . v 26 Nov 20 26 Nov 20 shik Debnat 2 aid
1] 2004 SL NO 02 / 2020-20: MANAS MONDAL Now 2020 Mow 2020 | oushik Debnath TOMD0 | Pak
1602 120202021 . MOND: 26 Nov 20X 26 Now 20 i ) 272830 aid
| e 020-20; MANAS MONDAL MNov 2020 Mov 2020 | WS KOUSHIK DEBNATH 7100 | Paid
AGARTALA

Figure 17 Incoming Screen

There are 02 Options to change the status for the particular Invoice as mentioned:

---Return to vendor- When any correction needed/ mistake found in the received invoice, the
user can return the invoice to the vendor by using this option.

If the user chooses this option, the invoice directly forwarded to the concern vendor. Again,
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the particular invoice need to be added through RO Dak & Dispatch Section.
Else, forward the invoice to the next Concern Section/ Official/ RO Finance Division for
further processing as below:

To forward the required Invoice, click on the check box of the particular invoice and click on
the Forward Invoice button after giving proper remarks and click on Send Button.

Invoice Forwarding Dialog

Finance Division

MANAS MONDAL { SAM
(AiCs))

SATRUGHAN RAJEHAR [ AM
(Aics))

Figure 18 Invoice Forward Dialog of Concern Section

e Invoice Management-> Invoice Outgoing: You can check all the Invoice
Details forwarded to other Division/Section with a unique ID generated for each
Invoice entered in BTS.

Search: Please fill the Invoice Number then click on search button.

S Fhg wosror P
" : Welcoma: SAGARIKA DATTA
o (MY TER BTG ) | parmousne ron evesvont Bill Tracking System
(CENTRAL WAREHOUSING CORPORATION | oy s 35 oy aygramy 02 Dec 2020
[ IMENT OF INCIA UNDERTAXING)
150 14001:3015, cortified
W | invoice id | Invoice No Name Of Vendor Forwarded To Forwarded On | Status Received Date | Amount Remarks
O | sz 6307 / 2020:2021 Nezons Tous and Travel | MANAS MONDAL 26 Nov 2020 Reosived | 28 Nov 2020 2280.00 Flease prooess
O | s=s 6304 / 2020-2021 Nezons Tous and Travel | MANAS MONDAL 26 Nov 2020 Reosived | 28 Nov 2020 54847.00 | Flease process
O | sse 6308 / 2020-2021 Nezons Tous and Travel | MANAS MONDAL 26 Nov 2020 Reosived | 28 Nov 2020 1680000 | Fease proosss
O | es0 PG/2020-21/289 / 2020-2021 PRANAY GOSWAMI MANAS MONDAL 26 Nov 2020 Reosived | 28 Nov 2020 18365200 | Fease proosss
O | essr PG/2020-21/300 / 2020-2021 PRANAY GOSWAMI MANAS MONDAL 26 Nov 2020 Reosived | 28 Nov 2020 £523.00 Flease prooess
O | ezer PG/2020-21/308 / 2020-2021 PRANAY GOSWAMI SATRUGHAN RAJEHAR | 18 Nov 2020 Recsived | 18 Nov 2020 181207.00 | Bill of Mis Pranay Goswsmi for the month of Sept2020 for CW, Agartals{H)
O | ezer PG/2020-21/308 / 2020-2021 PRANAY GOSWAMI MANAS MONDAL 18 Nov 2020 Recsived | 28 Nov 2020 181207.00 | Bill of Mis Pranay Goswsmi for the month of Sept2020 for CW, Agartals{H)
O | ser2 PG/2020-21/307 / 2020-2021 PRANAY GOSWAMI MANAS MONDAL 11 Nov 2020 Recsived | 28 Nov 2020 542153.00
O | s 6257 / 2020:2021 Nezone Tous =nd Travel | MANAS MONDAL 05 Nov 2020 Recsived | 28 Nov 2020 T0860.00
O | szre PG/2020-217274 / 2020-2021 PRANAY GOSWAMI MANAS MONDAL 16 Oct 2020 Recsived | 28 Nov 2020 508995.00 | for further approval
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Figure 19 Invoice forwarded Screen

If the user click on Export to Excel, from where you can extract Invoice Raised
Report in Excel Format.

i e Frm .
/‘:\ ( HIYA WTEPTY 1 IUBH) ‘ Bill Tracking System Welcoms EAGA;I;K;EDZ';;:
- o
i covameir o o oy | O 9 % R AT

F50 30012015, 1501 140012015, 0% DNSAS 1000152007 certified

Invaice No. Hame OF Vendor Forwarded To Forwarded On | Status Received Date | Amount | Remarks
0| = 8307 / 2020:2021 Nezsns Tous and Travel | MANAS MONDAL 28 Nov 2020 Recsived | 28 Nov 2020 228000 Pleass process
| sst5 6304 / 20202021 Nezons Tous and Travel | MANAS MONDAL 28 Now 2020 Received | 28 Now 2020 S4E4T00 | Flesse process
O = 8308 / 20202021 Nezsns Tous and Travel | MANAS MONDAL 28 Nov 2020 Receved | 22 New 2020 1220000 | Piasse process
Opening Invoice_Forwarding.xls X
O | es0 PG202021/25% / 20202021 | PRANAY GOSWANM MANAS MONDAL 25 Nov 2020 Received | 28 Nov 2020 1
You have chosen to apen:
| e PG2020-21/300 / 20202021 | PRANAY GOSWAMI MAANAS MONDAL 28 Nov 2020 Received | 28 Now 2020 B
B Invoice_Forwarding.xls
O | ez FGRDIR1I06/ 20202021 | PRANAY GOSWAM SATRUGHEN RAJEHAR | 19 New 2020 Recsived | 18 Nov 2020 1 which ist Microsoft Excel 97-2003 Workshest
from: hitp://103.27.86.205:8080
0| ez FGR020-21/308/ 20202021 | PRANAY GOSWAMI IAANAS MONDAL 18 Now 2020 Recsived | 28 Nov 2020
. e

O | serz PG/2020-21/307 / 2020-2021 PRANAY GOSWAMI MANAS MONDAL 11 Now 2020 Recsived | 28 Nov 2020 z{ What should Firefox do with this file?

(O Open with | Microsoft Excel {default) B
0| s 8257 / 20202021 Nezons Tous and Travel | MANAS MONDAL 05 Now 2020 Received | 28 Now 2020 E

(®) Save File
O | 4z PGI2020-21/274/ 20202021 | PRANAY GOSWAMI MAANAS MONDAL 18 Cer 2020 Recsived | 28 Nov 2020 E [ Do this automatically for files like this from now on.

OK Cancel

Figure 20 Reports download in Excel format

Click on Logout for checking out from the BTS.

----RO Accounts Section/ Finance Section Role (Final Stage -I)- RO/CO Finance head
needs to logged into his/her BTS Account.

RO /CO Finance head login having 4 Main Modules: Dashboard, Invoice Management,
Report, Logout

Invoice Management-> It consists of 03 Sub-module as mentioned below:
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Invoice Management-

Invoice Forwarded
Invoice Tracking

Payment Imsoice

Report

Figure 21 Invoice Management of RO/CO Finance Division

Invoice Management-> Payment Invoice

Click on Payment Invoice sub-module to make the payment for the particular Invoice.

Welcome: MANAS MONDAL

Bill Tracking_Syst:
WAREHOUSING 0B tVERTON Bill Iracking_system 00 Dec2020

P HogRY fFm
o ( HTTA WTEHTR BT IUEHH)
CENTRAL WAREHOUSING (le:FUK?ﬂON TATE m

1A GOVERNMENT OF INDIA UNDERTAKING)
£SO 900112015, 150 1-4001:20633, BS ONSAS 18001:2007 cortified

& Dashboard | . Paid 1 .
@ Invoice Management
M | invoice | Invoice No. From Forwarded | Received | Vendor Name Amount | Remarks PaymentStatus | Action For Payment invoice
on Date
O 72 PGIZ / 2020-2021 SAGARIKA DATTA | 08 Dec 2020 | 08 Deo FRANAY GOSWAMI 1234.00 TEST In Frocess
2020 _
O] =12 €307 / 2020-2021 SAGARIKA DATTA | 28 Now 2020 | 26 Now Nezone Tous and Travel | 2280.00 Flezse procass In Process
2020
| ses €304 / 2020-2021 SAGARIKA DATTA | 28 Now 2020 | 26 Now Mezone Tous and Travel | 5484700 | Please process In Process
2020
O =sm= 6308 / 2020-2021 SAGARIKA DATTA | 25 Now 2020 | 28 New Nezone Tous and Travel | 18800.00 Flease process In Process.
2020
O 1zn 09/ 2020-2021 SIDDHARTH 05 May 2020 | 19 Aug Mis ARS ASSOCIATE 238582200 | Bill forwarded in e-office for further checking Paid
KUMAR 2020 _
| 122 MTE/20-2140009 LOKESH KUMAR | 23Apr2020 | 20May WS MODULAR TOOLS & | 2822.00 Paid
2 CHEJARA 2020 EQUIPVENTS
O 12 MTE/20-21/0004 LOKESH KUMAR | 29Apr2020 | 19 Aug WS MODULAR TOOLS & | 7500.00 Paid
2020-2021 CHELARA 2020 EQUIPVENTS
O | 12e MTE/20-21/0008 / LOKESH KUMAR | 29 Apr2020 | 13 Aug WS MODULAR TODLS & | 7080.00 Faid
2020-2021 CHELARA 2020 EQUIPVENTS

Figure 22 Incoming Paid Invoice

Change the Action of Payment to Paid if the payment has been done from the CO/RO Finance
division. And forward the invoice to his/her next official of the same section, who is
transferring the payment to the concern vendor using NEFT/RTGS /Online banking etc.

When the Account personnel changed the payment action to Paid, one pop up will come on
the screen as shown below:
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Are you to made the payment staus
paid

oo

Figure 23 Incoming Paid Invoice :Payment Status

Click Yes to proceed else click No. Then the status updated as “Paid”.

Welcome: MANAS MONDAL
08 Dec 2020

Bill Tracking_System

e Iaﬂﬁir fory srgTem

A GOVERNMENT OF INDIA UNDERTAXING)
150 90012015, 150 14001:2015, BS OHSAS 1500113007 cartified

Export To Excel

Forward Invoice

Invoice | Invoice Ho Forwarded | Received | Vendor Name Amount Remarks PaymentStatus | Action For Payment invoice
Id on Date
T4 PG112/2020-2021 SAGARIKA DATTA | 09 Do 2020 | 03 Deo PRANAY GOSWAMI 1234.00 TEST Paid
2020
5513 6307 / 2020-2021 SAGARIKA DATTA | 28 Now 2020 | 25 Nov Nezone Tous and Travel | 228000 Plesss process In Process
2020
5615 6304 / 2020-2021 SAGARIKA DATTA | 28 Mov 2020 | 28 Now Nezone Tous and Travel | 54847.00 Please probess In Process
2020
5618 6308 / 2020-2021 SAGARIKA DATTA | 25 Mow 2020 | 28 Now Nezone Tous and Travel 16800.00 Please process In Process
2020
21 09/ 2020-2021 SIDDHARTH 05 May 2020 | 19 Aug Wis ARS ASSOCIATE 2385832.00 | Bill forwarded in s-office for further checking | Paid F—
KUMAR 2020 _ -
1313 WTE/20-21/0008 / LOKESH KUMAR | 23Apr2020 | 30 May WS MODULAR TOOLS & | 2832.00 Paid
20202021 CHEJARA 2020 ECUIPMENTS
1315 WTE/20-21/0004 / LOKESH KUMAR | 23Apr2020 | 13 Aug WS MODULAR TOOLE & | T500.00 Faid
2000-2021 CHEJARA 2020 EQUIPMENTS
1318 WTE/20-21/0008 / LOKESHKUMAR | 25Apr2020 | 15Aug WS MODULAR TOOLS & | 7080.00 Faid
2000-2021 CHEJARA 2020 EQUIPMENTS
134 AnmIme e NEEDE 1 DM FETELLLE T A0 TRARING sgzmrann | eaveame: sanesinnes e sns meseaese Baid S

Figure 24 Incoming Paid Invoice :Payment Status

To forward the required Invoice to his/her next Financial Officer who will give the unique
Transaction ID for the particular Invoice, click on the check box of the particular invoice and
click on the Forward Invoice button after giving proper remarks and click on Send Button.

Page 16 of 12

BILL TRACKING SYSTEM



CWC-BTS
AN, FHE HUSRY T

O CHIXSS SIS, 950 STR) WAREHOUSING FOR EVERYONE
CENTRAL WAREHOUSING CORPORATION | [ oo o
(A GOVERNMENT OF INDIA UNDERTAKING)

Invoice Forwarding Dialog

[SATRUGHAN RAJSHAR AN
(ATE) )

Figure 25 Invoice Forwarding Dialog: Finance Head

Invoice Management-> Invoice Forwarded

The Invoices which are already paid and forwarded to the different sections of RO’s/CO’s from
the RO/CO’s Finance Division, the details list will be shown in this sub-module-

N Fm ywerw fm

o { I WYY BT S ) Bill Tracking _System \helcome: MANAS MONDAL
CENTRAL ﬁﬂ?* mm 08 Dec2020

(A GOVERNMENT OF INDIA UNDERTAXING)
150 3001:2015, 150 14001:3015, BS ONSAS TADDL:2007 cartified

Invoice No Hame Of Vendor Forwarded To Forwarded On Status Received Date Amount Remarks.

0| r24e FG112/ 2020-2021 FRAMAY GOSWAMI SATRUGHAN RAJBHAR 05 Deo 2020 Recsived 09 Deo 2020 1234.00

] s 5817 / 2020-2021 NEZONE TOURS & TRAVEL SAGARIKA DATTA 25 Now 2020 Recsived 25 Now 2020 4357.00 FAID

1] szie 5516 / 2020-2021 NEZONE TOURS & TRAVEL SAGARIKA DATTA 25 Now 2020 Received 28 Now 2020 44555.00 FAID ON 02.05.2020
[T | 2004 SL NO 02 / 2020-2021 Houshik Debrath SAGARINA DATTA 28 Now 2020 Received 26 Now 2020 27000.00 FAID

O ez 1/ 2020-2021 WS KOUSHIK DEBNATH AGARTALA SAGARIKA DATTA 25 Now 2020 Received 26 Now 2020 27263.00 FAID

| ez FG/2020-21/116 / 2020-2021 FRAMAY GOSWAMI SAGARIKA DATTA 26 Now 2020 Recsived 26 Now 2020 62302.00 FAID ON 06.07.2020
| o FG/2020-24/115 / 2020-3021 FRAMAY GOSWAMI SAGARIKA DATTA 25 Now 2020 Recsived 26 Now 2020 37372400 FAID ON 05.07.2020
O s FG/ZD15-20/527 J 2020-2021 PRANAY GOSWAMI SAGARIKA DATTA 25 Now 2020 Recsived 25 Now 2020 17057.00 FAID ON 15.04.2020
1] szie PG/2015-20/525 / 2020-2021 PRANAY GOSWAMI SAGARIKA DATTA 25 Now 2020 Received 28 Now 2020 42097.00 FAID ON 18.04.2020
OO e PG/2020-21/42 / 2020-2021 PRANAY GOSWAMI SAGARINA DATTA 28 Now 2020 Received 26 Now 2020 88318.00 PAID ON 30.08.2020

1 2 3 4 5

Figure 26 Invoice Forwarded: Finance Head

Invoice Management-> Invoice Tracking

e If you want to track Invoice Details by Invoice No, then click on the Radio Button
“Invoice Tracking by Invoice No”. After that fill the Invoice No then click on Track
Invoice Button.

e If you want to track Invoice Details by Invoice ID (Generated after entering the

Invoice by the D&R section in BTS), Please select the Radio Button “Invoice
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Tracking by Invoice Id”. After that fill the Invoice ID then click on Track Invoice
Button.

P

!
0 (RShaahbalaid N (Om—— Bill Tracking_System \Welcome: MAN:; ::’sz;:
CENTRAL WAREHOUSING CORPRATION e o
1A GOVERNMENT 0F INDIA UNDERTAXING) AT H g e
oo

150 140012015, BS OHSAS 180012007 cortified

& Dashioara Invoice Tracking

® Invoice Management>

Invoice Status Invoice Date From User Send Date Received User Received Date Remarks
7344 FGII2 In Frocess 03 Dec 2020 SINITA BALA RABHA 03 Dec 2020 SAGARIKA DATTA 05 Dec 2020 TESTING
344 FGIIZ n Frocess 0% Dec 2020 SAGARIKA DATTA 0% Dec 2020 WANAS MONDAL 03 Dec 2020 TEST
7344 FGII2 Paid 03 Dec 2020 MANAS MONDAL 09 Dec 2020 SATRUGHAN RAJEHAR 0% Dec 2020

by ©MIS Divisian (ONC}

Figure 27 Invoice Tracking by invoice ID” Finance Head

Report-> Further, Reports consists of 03 Sub-Module: Vendor Details, Exception report
for all Regions, Invoice pending report for all regions.

A Hg
5 (M 5T
CENTRAL WAREHOL

A GOVEREMMENT OF 17
FS0 S001: 201 %, 150 180

{2} Dashboard
& Invoice Management *
@ Report

endor Report

Exception Report For All

aF'E-n-:Iing_ Repaort
For All Region

Figure 28 Report: Finance Division Head

Report-> Vendor Registration

All the details of the registered vendors or all regions will be found under this module.
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@ Invaice Management> Snow[f8 ] enties Search ’7
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T

Figure 29 Vendor Report: Finance Division Head
Report-> Exception Report for all region report
e For 30Days:
Select Exception filter option as 30 Days, Select the concern region, Select report

as (Invoice date wise, Invoice received date wise, Division wise, paid Date wise),
Enter the from date and to date (Date should be exact or exceed of 30 Days).

F yoeRw fFm "
: = Wel: 2 MANAS MONDAL
,:\ (M TP PTIUTH ) | rguousin rom evemvont Bill Tracking_System izlcome: S~
CENTRAL WAREHOUSING CORPORATION —— — -
1 SOVERAMENT of o unoeETakg) | 91 9 G ST

12015, IS OMSAS 18001:2007 cartified

Invoice Exception For All Region Report

Form Date

~ 2020-08-01

To Date

Note :-Please select date range egaul or more than 30 days

AN B oS P
o st sy o gaw, e
wc:mul WAREHOUSING CORPORATION | o iy forg sqvsnan
SN O A UNGANTAHE)

Report pertaining to delay in payment beyond Thirty Days for Invoice Date Wise from 2020-09-01 to 2020112109

Copy | Excel | Par | Columnvisibilty Show[10 | entries Search:

Return
o Payment
Invoice No Pending with No of Vendor  made -
Invoice 1l Invoice Invoice Received Invoice For Useri days Current 1Paid No of Region
StNo  id Date Date Name Of Vendor Invoice Amount Division Division Pending  Status Date days Name Remarks.

Figure 30 Exception Report for all regions (30 Days): Finance Division Head
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e 03 Days

Select Exception filter option as 03 Days, Select the concern region, Select report as
(Invoice date wise, Invoice received date wise, Division wise, paid Date wise), Enter
the from date and to date (Date should be exact or exceed of 03 Days).

0 (MTAFTBR BIIEA) |y ousm ros evemrone Bill Tracking System
CENTRAL WAREHOUSING CORPORATION
o covcanmen of woik vunerraney | 9 1 8 (R 408

150 30012013, 150 1400132013, 15 NS4S 100032007 cortified

£ Dashboard

@ Imvoice Management >

Form Date
© Report ~ I ~ 20200901
- To Date
20201208
[e==]
o A AT W S
wtﬂﬂ'ul WAREHOUSING CORPORATION | ' ooy 110 TR OME
1A GOVIRNMENT OF INDIA UNDERTARING)
Report pertaining to delay in payment beyond Three Days for Invoice Date Wise from 2020-09-01 to 202012109
copy | Bcer | por | colmnviswiny |show [0 ] entiee Search:
N Inveice I Invoice Recsives Name Of Vendor Inveice Amount Invoice For Current Reg Remark:
[ I Date Divi tan Name

Figure 31 Exception Report for all regions (03 Days): Finance Division Head

Report- Invoice Pending Report for all Regions

All the pending invoice details will be appeared under this module. Provide the region

name, Select report as (Invoice date wise, Invoice received date wise, Division wise,
paid Date wise),and Enter the from date and to date.

o~ = : Welcome: MANAS MONDAL
o (URATTDRBTIUIN) | o nruoume o evmvone Bill Tracking_System
CENTRAL WAREHOUSING CORPORATION
n COVERNMENT oF o UNDERTAKNG) | 1 W 8 o o

150 900112013, 150 14001: 2013, BS OSAS 18001:2007 cortified

09 Dac 2020
® ba Invoice Pending Report For All Region
® Invoice Management> ot Report Form Date To Date
@ Report ~ I == ~ 2020120 2020-120%
2
Invoice Date Wise For Guwahati From 2020-12-01 To 2020-12-09
Copy | Excel | Pdf | Columnvisibility |Show [T0 | entries Search
Invoice
Name of Invoice Received Return to Paid / Process
SrNo Invoice Id Invoice No Invoice Date Division ‘Vendor Amount Date Invoice Status Pending At ‘Vendor/Faid Date Days Region Name

Showing 1 to 1 of 1 entries

Figure 32 Invoice pending report for all region: Finance Division Head
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Click on Logout for checking out from the BTS.

----RO Accounts Section/ Finance Section Role (Final Stage -II)-

After payment for the particular invoice has been done from the RO/CO’s Finance Head
BTS account, the next official under the concern sectional head needs to create the
Unique Transaction Reference Number (UTR) from his/her BTS Account.

Generate UTR Number: -
Login to the concern RO/CO Finance Personnel BTS account,who is dealing the
transaction for the concern vendor.

Under the Invoice management module, 3 sub-modules are available: Invoice tracking,
Payment invoice, Generate UTR Number.

Invoice Management-> Generate UTR Number

& Dashboard

ncoming UTR No. Invoice

® Invoice Management > Forward Invoice

M | invoice | Invoice No From Forwarded | Received | Vender Name Amount | Remarks PaymentStstus | UTR No | Add
] on Date uTR

Ho.

O] 7244 PG12/ 2020:2021 MANAS MONDAL 03 Dec 2020 | 09 Dec PRANAY GOSWAMI 1234.00 Paid Click
2020 Here

[ az2r PG2020-21/308 SAGARIKA DATTA 19 Now 2020 | 19 Nov PRANAY GOSWAMI 181307.00 | Bill of Mis Pranay Goswami for the month of Sept2020 for CW, Paid Click
2020-2021 2020 Agarisla(H) Here

] =z SE/20-21/491 LOKESH KUMAR O7 Now 2020 | 0T Nov SHIVEM ENTERPRISES 23010.00 Paid Click
2020-2021 CHEJARA 2020 Here

O | ze CCPLANK/O37/2021 / LOKESH KUMAR 21012020 | 210et CHEMET CHEMICALS FVT | 151040.00 Paid Click
2020-2021 CHEJARA 2020 17D Here

1| e ZS/078:2021 / 2020-2021 | LOKESH KUMAR 200ct2020 | 210et ZEPHYR SOLUTIONS-THE | 10550.00 Paid Click
CHEJARA 2020 TECHNOLOGY HUS Here

] 24 LOKESH KUMAR 200ct2020 | 210et SATHYAM SCALES 8B740.00 Paid Click
CHEJARA 2020 Here

[ ze5e CES/38/ 2020-2021 LOKESH KUMAR 21012020 | 210et Cadence Electronics System | 132600.00 Paid Click
CHEJARA 2020 Here

O | z=er CES/38 / 2020-2021 LOKESH KUMAR 200ct2020 | 210et Cadence Electronics System | 22100.00 Paid Click
CHEJARA 2020 Here

Figure 33 Incoming UTR no Invoice

To add the UTR Number for a particular Invoice, click on the given option available and
mentioned in blue ink.
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Please Add UTR Number

Add UTR No.

Add Remark

Figure 34 Add UTR Number

Enter the UTR Number (Transaction ID for the particular invoice) and any remarks if the user
needs add and click on ADD button.

Please Add UTR Number X

Add UTR Mo.

123
Add Remark

TESTING PURPCSE| |

o] o

Figure 35 Add UTR Number

After Adding the UTR Number and giving the proper remarks , the below screen will appear:

Incoming UTR No. Invoice

W | Invoice Invoice No From Forwarded Received Vender Name Amount Remarks PaymentStatus | UTR_Mo | Add
Id On Date UTR

No.

MANAS MOMDAL

09 Dec 2020 08 Dec

2020

PG112 / 2020-2021 PRAMAY GOSWAMI 1234.00 Click

Here

Figure 36 After adding UTR Number

After feeding the UTR Number, forward the invoice to the Concern Section/ Official of
the RO/CO from where the invoice has been initiated.
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To forward the Paid Invoice , click on the check box of the particular invoice and click on
the Forward Invoice button.

~ 1| Emter

[ Jrasm1 KR BORO ( SAM (G) )
SAGARIKA DATTA { AM
(Rejbhasha) )

PAID FOR TESTING PURPOSE

Figure 37 Invoice Forwarding Dialog: Next Official under Finance Head

Invoice Complete Cycle for the Invoice ID 7344 for Test Purpose as shown below:

/\ P YOSl T . - Welcome: SATRUGHAN RAJBHAR
o (HRAEDR BTIUDE) [ cverrone Bill Tracking System
CENTRAL WAREHOUSING CORPORATION | oo o 32 ey o ey 09 Dec 2020
(A GOVERNMENT OF INDIA UNDERTAKING)
150 9001:2015, IS0 14001:2015, BS OHSAS 18001:2007 certified
& Dashboara Invoice Tracking
© Invoice Tracking By Invoice ID O Invoice Tracking By Invoice No
Enter Invoice Number -
Export To
Invoice Id Invoice Ho Invoice Status Invoice Date From User Send Date Received User Received Date Remarks
7344 G112 In Process 09 Dec 2020 BINITA BALA RABHA 08 Dec 2020 SAGARIKA DATTA 08 Dec 2020 TESTNG
7344 PG112 In Process 09 Dec 2020 SAGARIKA DATTA 08 Dec 2020 MANAS MONDAL 08 Dec 2020 TEST
7344 G112 Paid 09 Dec 2020 MANAS WONDAL 08 Dec 2020 SATRUGHAN RAJBHAR 08 Dec 2020
7344 Pa112 Paid 09 Dec 2020 SATRUGHAN RAJBHAR 09 Dec 2020 SAGARIKA DATTA 09 Dec 2020 PAID FOR TESTING PURPOSE

Fowered by 8MIS Division (CWC)

Figure 38 Invoice complete cycle

Click on Logout for checking out from the BTS.
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When the Paid Invoice status send to the concern section from the RO/CO Finance section,
the concern dealing Official will receive notification on his/her mobile number registered with
BTS as shown below:

Dear SAGARIKA , Invoice ID :

7344 raised by PRANAY GOS-
WaAMI forwarded by SATRUGHAN
through Bill Tracking System (BTS)

Figure 39 Mobile Notification

NOTE:

e The Invoices are to be paid in a maximum time of 30 Working days (Bills/ Invoices
pertaining to first time payments to Contractors/Suppliers/Service providers).

e The Invoices are to be paid in maximum time of 15 working days (Bills/ Invoices
pertaining to regular payments post first bill/invoice).

e The invoices are to be paid in a maximum time of 30 working days (Invoices /Bills
pertaining to final payment to the contractors/Suppliers/ Service Providers).

o Bills/Invoices should not keep pending for more than 3 working days with each
dealing official.

e D&R Section should ensure physical distribution of Bills/Invoices to the
concerned Division /Officials within one working day.

e User Manual shall be updated on regularly basis, If required.

*kkhhhhhhhk
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