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IREPS User Manual for Vendors on Post Contract Activities

1. Introduction

Functionalities for following post contract activities have been provided in

IREPS portal for suppliers —

i. View/download of Digital Receipted Challan
ii. View/Download of Digital Receipt Note

iii. Digital Bill Submission for Payment

These functionalities are applicable for purchase orders for stock items
issued on IMMS system (Integrated Materials Management System) of Indian
Railways which is presently working in stores department of all the Zonal

Railways.

2. Digital Receipted Challan

2.1 Digital Receipted Challan issued by stocking stores depot for the
purpose of Vendor Bill submission for Advance payment, where
material is supplied by supplier against the purchase order for stock
item, can be viewed/downloaded by respective suppliers on their

home page on www.ireps.gov.in. For viewing/downloading/printing

digital receipted challan -

1. Login to your IREPS login account on www.ireps.gov.in under
“E-tender-goods and services (New)”. Your home page shall
open.

ii. On the home page go to ‘My Contracts’ and then to “view and
manage contracts”. A new page shall open where descending
chronological list (i.e. latest on the top) of all the purchase
orders issued to the supplier on IMMS system of Zonal
Railways are listed. Here a particular purchase order or a
group of purchase orders can be searched based on the search

criterion given.
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iii. Go to the relevant purchase order and click on the action icon

‘manage your purchase order’. Following page will open-
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iv. Click on the block ‘RECEIPTED CHALLANS’. All the Digital
Receipted Challans issued by consignee for the purchase order

shall be listed in tabular form as under-
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Indian Railways E-Procurement System (IREPS)
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V. Click on action button <view/print’ to view/download/print the

receipted challan. Digital Receipted Challan looks as under-
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ORA No. DRR Date Chalian No. and date
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Purchase Order No. HName and Address of Supplier
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. AND IS 13021/PT. 2/181 WITH AMENOMENT NO.
182

POSr. | Dispatch Oy, | Packages Reca. | Receipt Dt | Cuantity Reca.
001 | soMes. I 20FEB-18 I 4 Nos.

agai

2.2 Digital Receipted Challan can also be viewed/downloaded/printed as

under-

1. Login to your IREPS login account on www.ireps.gov.inunder

“E-tender-goods and services (New)”. Home page shall open.
ii. On the home page go to ‘My contracts’ and then to ‘Receipted
Challans’ heading under ‘My contracts’. A new page shall open

which gives descending chronological list (i.e. latest on the top)
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of all the digital receipted challans issued for the vendor by all

the consignees under all the purchase orders.
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iii. Digital Receipted Challans can be searched on this page based
on multiple search criterions given on the page.

iv. Click on action button ‘view/print’ to view/download/print the
particular receipted challan.

V. You can directly go to ‘Manage your purchase order’ page from
here by clicking on ‘Manage your Purchase orders’ button
against a particular receipted challan to perform various post

contract activities.

Digital Receipt Note

Digital Receipt Note issued by stocking stores depot after final
acceptance of supplied material, where material is supplied by
supplier against the purchase order for stock item, can be
viewed /downloaded by respective suppliers on their home page on

www.ireps.gov.in. For viewing/downloading/printing Digital Receipt

Note -

1. Login to your IREPS login account on www.ireps.gov.inunder

“E-tender-goods and services (New)”. Home page shall open.
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ii. On the home page go to ‘My Contracts’ and then to “view and

manage contracts”. A new page shall open where descending
chronological list (i.e. latest on the top) of all the purchase
orders issued to the supplier on IMMS system of Zonal
Railways are listed. Here a particular purchase order or a
group of purchase orders can be searched based on the search
criterion given.

iii. Go to the relevant purchase order and click on the icon

‘manage your purchase order’. Following page will open-
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iv. Click on the block ‘RECEIPT NOTES’. All the Digital Receipt
Notes issued by consignee for the purchase order shall be

listed in tabular form as under-

Fle Edn View favorites Tools Help
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V. Click on action button ‘view/print’ to view/download/print the

receipt note. Digital receipt note looks as under -
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3.2 Digital Receipt Note can also be viewed/downloaded/printed as

under-

1. Login to your IREPS login account on www.ireps.gov.inunder

“E-tender-goods and services (New)”. Home page shall open.

ii. On the home page go to ‘My contracts’ and then to ‘Receipt
Notes’ heading under ‘My contracts’. A new page shall open
which gives descending chronological list (i.e. latest on the top)
of all the Digital Receipt Notes issued for the vendor by all the

consignees under all the purchase orders.
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iii.  Digital Receipted Notes can be searched on this page based on
multiple search criterions given.

iv. Click on action button ‘view/print’ to view/download/print the
receipted challan.

V. You can directly go to ‘Manage your purchase order’ page from
here by clicking on ‘Manage your Purchase orders’ to perform

various post contract activities

Digital Bill Submission

General

Functionality of digital bill submission covers the suppliers’ bills for
advance payment and final payment. It covers the bills with GST as
well as Excise duty as applicable for the item.
Digital bills submitted by suppliers will be used by IPAS system of
Railway for processing for payment. Bill processing and payment by
bill paying authority shall be done based on digital documents i.e. bill,
receipted challan, receipt note, inspection certificate etc available on
iMMS (Integrated Materials Management System)/IREPS of Railway
and other digitally signed documents uploaded on IREPS during bill
submission by suppler, without insisting on hard copies of the same
either from the stores depot or from supplier.
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Presently only RITES is issuing digital inspection certificates. Thus,
for other pre-inspection agencies verification process for inspection
certificate against the online digital bills shall continue to be manual
by bill passing/paying authority as in the existing process.

Similarly, for advance payment for supplies against RR/PWB (which
are still not digital), the verification process for RR/PWB and
Inspection Certificate against the online digital bills shall continue to
be manual by bill passing/paying authority as is the existing practice.

Digital Bill Initiation Process —Advance Bills

Login to your login account on www.ireps.gov.in under “E-tender-
goods and services (New)”. Home page shall open.

On your home page go to ‘My contracts’ and then go to relevant
purchase order for which digital bill is to be submitted and then to
“Manage your purchase orders” as explained in earlier paras (para 2
and 3 above).

Click on ‘Manage your purchase orders’. Following page shall open-

- ol
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Indian Railways E-Procurement System (IREPS)
Goods & Services

usy2rz018

Request Ref

Request Tele

Request Description —I

Supporting Dacuments

Enter decriptionSubject of the dacument s Select e 1o SignbUipload

s
slxa. Request Ref, | Date Request Title | Request Description Actions ‘

| S \

swe. subject Maodification ¥o. / Date ‘Ref. No. [ Date. Actions ‘

| p—— \

L5 beveloped by CRI
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Click on ‘Bills for payment’. Following page shall open.
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PO tn. GB1E1G3H100000 PoOwe 20/03/2008 i TesTING
Mo bills have been submitted yet against this PO Numbert
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On this page you can initiate a new bill for stock item purchase order
only. Details of your earlier submitted bills against this purchase
order are also available on this page. Earlier submitted bills in the
list on this page can also be managed from here like delete bill, edit
bill, add - remove items, view status of signed bill etc. Please note
that bills which are digitally signed cannot be deleted/ edited as
these are submitted to accounts in IPAS system for processing by Bill
Paying Authority.

Click on ‘Submit new bill for stock item’. Following page showing Bill
Header form shall open-

(o] i in P~ a i C || @ BillDate .. | M YourAirtel .. | (2 Emor 500—1... | B CRIS/ESS A | /2 Indian Rail.. OFS Techn... [£3 Welcomet..

File Edit View Favorites Tools Help
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par. 4 RECEIPTED CHALLANS | S.RECEIPT NOTES
Bl Heder{Al amounts are in Rs)

EPs B meg Mo Mot Allorzed

ensor Mame TEST VENDOR FOR CERTIFICATE TEST-NEW DELKD IREPS Vendor Cose am
IInapaction Apaacy amEs
PO o, 08181078100008 Po Date 2022018

oFMHH Paying Authoray Cade 2wz

pragan Makian,Mew Delhi-110002.Delhi India, Contact Wo.: 222222212222

- ‘Suppler 8l 3 Aophicable

Sast O nysr
et . Cr—
[Em— . F—
e e
O ves @ o Whether undes compasition scheme O'ves e
1 ves C e
=
[HemBugl V] eeceersumr T —

For initiation of new bill, first ‘Bill Header’ is to be prepared which

>

contains fixed details related to bills. Please note that ‘Bill Header
once saved cannot be edited. So, details must be filled carefully.
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Purchase order No, date, paying authority, paying authority code,
suppliers’ address as per purchase order, bill type and applicability
of price variation clause are captured directly from purchase order
and shown here and are not editable. If you notice that any of these
details are not correct, please report the matter to IREPS helpdesk.

Select taxes i.e. GST or ED/ST as applicable for the supply and

relevant fields shall open.

Digital Bills preparation for bills with GST- Advance Bills

Bill header form opens with applicable tax as GST as default which is

as under-
- o IEN
) OB womirmivngonins o arraeovas p-ac €] © 10 .« |11 Your Al | 2 Eror 3001 | BB CHS/ES A | 3 am R | OFS Tech. | wicomer—| | 101 107 (2
File Edt View Favortes Tools Help
5 Development Login ] IRCTC Websit ; s - - satery o
‘E‘i Indian Railways E-Procurement System (IREPS) - ~
o Goods & Services

q NG ARZPM
* NTL 4208

Following details are to be filled up in the bill header form-

a Invoice No

Enter your tax invoice number here.
Check that invoice number is exactly
same as the actual invoice. System will
check the format of invoice number as
defined under GST Act

b Invoice Date

Enter date of invoice. Any future date is
not accepted here

Payment type

Select “Advance” for advance payment bill
and “Final” for final payment bill

d Payment %

Enter payment % being claimed in the bill
e.g. 90 %, 95 %, 100 %, S % etc
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Bank Account No

Enter your bank account number in which
payment is required. Please ensure correct
bank account no to avoid problems in
payment

£ IFSC code

Enter IFSC code for the bank account
number filled. Please ensure correct IFSC

code to avoid problems in payment.

Under Reverse

Default is NO. If supply is under Reverse

g
charge Charge Mechanism, please select yes.

h Composition Default is NO. If you are registered under
scheme composition scheme please select yes.

Supplier GSTIN
Registration

Default is YES. If you are not registered
with GSTIN please select NO.

Supplier GSTIN

Enter your GST registration number here.
Here system checks your GST No format
as per standard GST number structure

Kk Supplier state

Select state of your GST registration

number

| | Rly GSTIN

Here select Railway GST registration

number

State of Place of

Enter state of place of supply

m
Supply

n Place of supply Enter brief address of place of supply i.e.
consignee

o Bill Description Here you have to enter  your
description/name of the bill for your
identification

iii. Check bill header details again and if details are correct click on

‘save bill header’ to save the bill header. On saving bill header,
message “bill header saved successfully” is displayed. Bill header

once saved cannot be edited.
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On successful saving of bill header two new details will come. These
are ‘click here to view purchase order’ and ‘select PO item sr No’.

Indian Raillways E-Frocurement system [IREFPS]
Goods & Services

(SR — ViBesd v S ot Sy R

If you wish to view the purchase order details, click on ‘click here to
view purchase order’. Your purchase order will open in a separate
window in PDF format.

For further proceeding for bill submission, select PO item sr no from
the drop-down list which shows all the PO sr nos of the purchase
order. Select the PO sr no for which bill details are to be submitted.
Selecting the PO sr no will open a new option ‘select mode of
dispatch’ and there shall be two radio buttons ‘Rail’ and ‘Road’-

Click heré to view Purchase Order
st 0 e 1.

Select Mode of Dispatch O Rail ) Road

Select the applicable mode of dispatch and relevant window for
submitting the details for the selected bill type (i.e. Advance bill and
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applicable tax as GST) an
Road) shall open.

d selected mode of dispatch (i.e. Rail OR

For Advance Bill for dispatches by road with applicable tax as
GST, following window shall open-

- o

¢ 50

t/fetchPODetails.do’r
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e Frmemn  Jeow i | s —
——— T — W
Basic PO Rate/urit PCon PO Rate/unit | Bosic Bl Rete /it with BiscAVC 150
Iiseount Uit LumpsumTotsl | Discount Rate: Discount Ameunt 5000
IPacking unit Fer Unit /| paciang Rate F ] racmganam b0
Farvarding Uit [PerUnit V| forwardnghate [ | Fanadng Amount bets0
Freght it Per Uni | Freight Rate: ] reontamam [2TE
Other Charge{t)Des Oiver Charges

e o
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6T category |Regular GST | msn cose (7404 1rc aamissivie O ves. @no

casT Rate() Selst  CasT Amount 0 ST hate) (B ]St Amount 2678
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Following details are to be filled for dispatches by Road-

Select challan No.

Select your relevant challan from the list as

available in the system

Challan Date

Challan date is auto filled for the selected
challan and is not editable

c | Select DRR No.

Here select relevant DRR No for the relevant
digital receipted challan

DRR Date

DRR date is auto filled for the selected DRR
number and is not editable

e | Qty for Billing

Qty for billing is auto filled for the selected
DRR No. and is not editable

f | IC No.

Fill the relevant Inspection Certificate No
here
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IC Date

Fill the Inspection Certificate Date here

IC Passed Qty

Fill quantity passed as per the filled IC
details

Already Billed IC
Qty

If any quantity out of the quantity passed
in the IC is already billed in earlier bills,
that is to be filled here

Balance in IC

This is auto filled as per details filled in
above fields i.e. IC passed qty minus
Already billed IC gty and is not editable.

Qty Balance in IC must be equal to or more

than Qty for billing mentioned above.

Qty Now Billed

Quantity now billed is same as Qty for
billing above and is auto filled and not
editable

Basic PO
Rate/Unit

This is basic rate for the item and is auto
populated from the purchase order data.
Normally there should not be any need to
change/edit this. But in cases where
purchase order is on all-inclusive price
basis i.e. taxes and other details are
included in basic rate and supplier wants
to show taxes /other expenses separately,
here basic rate can be changed.

PVC on PO rate
/unit

This is applicable for purchase orders with
price variation clause. Supplier has to work
out PVC per unit rate and fill it here. For
purchase orders without PVC clause, this
field is non-editable.

Suppliers are advised to submit the
detailed PVC calculation sheet as digitally
signed attached document by wuploading
with the bill item so that it is available to

bill passing authority.

Basic Bill
Rate/Unit with
Disc, PVC

This is calculated based on bill percent
filled in bill header.
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Discount Rate
(Percent)

Discount rate and its wunit are pre-
populated from the purchase order. If any
change is to be made in it, edit it and fill
the revised rate. Unit of discount cannot be
changed.

Discount Amount

Discount amount is auto calculated and
cannot be edited.

All amounts in the bill are worked out
based on ‘Bill Percent’ filled at the time of
bill header preparation

Packing Rate

(Percent)

Packing charges rate and its unit are pre-
populated from the purchase order. If any
change is to be made in rate, edit it and fill
the revised rate. Unit cannot be changed.

Packing Amount

Packing amount is auto calculated and

cannot be edited.

Forwarding Rate

Forwarding charges rate and its unit are
pre-populated from the purchase order. If
any change is to be made in rate, edit it
and fill the revised rate. Unit cannot be
changed.

Forwarding

Amount

Forwarding amount is auto calculated and
cannot be edited.

Freight Rate

Freight charges rate and its unit are pre-
populated from the purchase order. If any
change is to be made in rate, edit it and fill
the revised rate. Unit cannot be changed.

Freight Amount

Freight amount is auto calculated and
cannot be edited.

Other Charges
Type, rate and

amount

Other charges type, rate and its unit are
pre-populated from the purchase order. If
any change is to be made in rate, edit it
and fill the revised rate. Type and Unit
cannot be changed. Any additional/new
type cannot be entered.
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Other charges amount is auto calculated
and cannot be edited.

y | GST Category Select the applicable category of GST from
the list i.e. Regular, Nil, Not applicable,
inclusive etc.

Further GST details can be filled only for
the category ‘Regular GST’. For others it
cannot be filled.

z | HSN Code Fill the correct HSN code applicable. HSN
code shall be cross checked from the HSN
code list in IREPS system. In case any
applicable HSN code is not available in the
list, please contact IREPS helpdesk which
shall be checked from the CBEC website
before entering in the standard list on
IREPS.

aa | ITC Admissible Choose ‘yes’ or ‘no’ as applicable
ab | CGST Rate (%) Window shall open based on state of supply
ac | CGST Amount and state of supplier as selected and filled
ad | SGST Rate(%) in the bill header. If states are same CGST
af | SGST Amount window will open. If states are different
ag | UTGST Rate (%) CGST window shall remain closed and
ah | UTGST Amount IGST window shall open.

ai | IGST Rate (%) If CGST window opens please select the

aj |IGST Amount applicable rate from the list in CGST
window. Same rate of GST shall be auto-
filled for SGST/UTGST (as applicable) also.
Amounts shall be automatically calculated
If IGST window opens, select applicable
IGST from the list. Amount shall be
automatically calculated.

ak | Cess Rate (%) Fill the applicable cess rate if applicable

al | Cess Amount Amount shall be auto-calculated

am | Taxable Amount Based on the details filled Taxable amount,
an | Tax Amount tax amount and total billed amount for the
ao | Total Billed | current bill item being filled shall be auto-
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Amount calculated and are not editable. These shall
as per the bill % filled in the bill header.

Xi. After filling the details save the details filled. Message “current
dispatch details saved successfully” shall be displayed. If any editing
of bill is required it can be done and saved again.

A
[ Blere APODstal ot 5.0 - @ G B[ @ s10utetoy | Wekirneto ndion] G Goonie B R/ Spptct..| © Logir o R

« -

%o Deopmentlogn ] RCICWebnde  Tisllogin B~ 0 @ Poger Seayr Tock @

~

3%

e Ri170014
RITES 401

15

Xii. Documents that are to be attached with the bill for this bill item may
be attached here under the “upload document” heading. For
uploading the documents, fill the document description and click on
‘select file’ button. Following window shall open for selecting the
document (pdf only - upto 2 MB size) to be uploaded from your

-0
G D) WS e s e e L Tet SR OD il Ty = D58 pourmleer=08TET. SO = @ Centre For Rastwaty nfosmation Syst.. & ) Bill Data oty W& Wicome te Indian..| G Goagle T crisEss applicati.. | @3 Login-lndan Raiw...
. -

Development Login &) BCTC Webste  Tral Logi Niv B vt osm v Pagew Safetyv Tookw v
...... RITEST4Z01E 16 are [proanom T ¢ maseed oy [ -
ey Bitiad 1 an [0 ] Batamca im 3 =0 [
aic PO Ratn/unt [160 B o PO Rate/ait [ Bk B Rt/ Ut with DiscPYC 150
Diacunt st LumgganTois __» B0 Dicsunt Ameent 4500 o0
N POF Signer - ol

]l FEeT
rorwertig uet Pl FREERTLL @'10!11111‘”1:‘3
L ] = EREF Trust Detivesad
Other Charga(1)0es Cihe
Other Charge(1junt Per il Tiiecosign I Browse

thee Chearpa(ies

Other Charpa(junit Sale

65T Catagery |Feguiar G5

T mabe() [Sebec Windown Store | p1a/erg
SGET matai) (I Common Harme Tsmusy Mame: Serid o Expiry Davte.
s matem) | [t Iy 2308308
L VNS Tz Uner dmeeBSla0NI3E  [13-03-2017
Tamsble Amoust 82
View Carsificae LT sgn Carces

xiii.  Go to “Browse”, select the file to be uploaded and digitally sign it with

your digital signature certificate. File shall be uploaded and reflected
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in the list under the heading ‘uploaded documents’ as shown in
above figure. If you need to delete any uploaded document, you can
delete by clicking ‘delete’ button against the document. You can
upload multiple documents here -

— [zl
P~ @ Centr y i OI @ BilDatakntry % | §3 Welcometondian... G Google B CRISESS Appicati. ) Login-indian Raibw.. ABKEL
%5  Developmentlogin &) IRCTC Webste  Trial Login 5 v B v ® v Pagev Sefetyv Tookv @
1CHo. [RTESOW208 | 1coate ounaz018 5 1cPassed Qty B ] A
Already Billed 1C Qty |0 | Bsfancein1C 50 Qty Now Billed )
Basic PO Rate/Unit |
Discount Unit
Packing Unit Per Lookin: | [ Doaments v| #PE
Forwarding Unit  Per | - BIDDE £ 21160766A.draft. TEST BIDDE 56175096.1802358.TEST BIDDE
§ 4 < BIODE = 21170090.1802274TEST BIDDE 56175096.draft TEST BIDDE
Freight Unit Perl] ~z | =
Recomtriems [DE () 21170090.draft TEST BIDDE =) B41T1326.3raft TEST BIDDE
Other Charge(1)Des Oth= BIODE = 21175014.180239TESTBIDDE  E Copy of CRIS PM TEL Directory
et [ [DE [ 2701418036 TESTBODE ] pubiic E
- BIODE = 21175014dreft TEST BIDDE sunill3
Other Charge(2)Des Doy BODE = 281606598.1802365.TEST BIDDE testsunif507.1801248.TEST VENDO
o [0 £ 281606598.draft TEST BIDDE testanilS07drft TEST VENDO
° - BIDDE = 29171087.1802347.TEST BIDDE testsunil)906.1800681.TEST VENDO
st Category [Reguar GS| [ BIODE (= 2917I08T.18023SSTESTBIDDE = testsunl0306.craft. TEST VENDO
Douments | DE = 29171087.draft TEST BIDDE testsunil1701.1799451.TEST VENDO
CGST Rate(%) Select L BDDE ¥ 43170140.1802305.TEST BIDDE testsunil1701.draft. TEST VENDO b
et Rate(%) D * BIODE = 43170149.draft. TEST BIDDE testsunil2505.draft. TEST BIDDE
IDE Z 56175090.draft. TEST BIDDE testsunil2505A. 180494 TEST BIDDE
(Cess Rate(%) 3 ThsPC ‘huns = 56175096.1802348TESTBIDDE =/ testsunil2505A.draft TEST BIDDE
Taxable Amount 82 1< s

Resx v

& || @ Bl Data Entry

File Edit View Favorites Tools Help

* [~

%5  Developmentlogin &) RCTCWebste  Trial Login B v B v v Pagew Sfety~ Tooks~ @~

Selact PO Item Sr. Movs| 101 ]
A
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355 v cratian pate 20022018
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T avton s 5

Basic PO Rate/Unit PG on PO RateUnit [1 Basic Bl Rate/Unit vith Disc PUC 160
N n— s

Packing Uit Per Lt | paciogRate 5| packingamount s

Forvardiogun |PerUit Vrowsangme B | rouannganomt 2]

e Y o ] mepeanane s

(Other charge(t)pes Otver Charges

- PerUnit v ohate | Other Charge(tomaunt 250

(Otner charge(z)pes

ve(2 Uit Sekct v we2ate 0 Other Charge(2)Amount o
— T T oo 0o
cosT Rategoe) Sekot  cast amount ) wsrhatew) [ ] wstamowm (2675
G Rate(t6) 0 58T Amount ) UTGST Rate(%) UTGST Amount 3
Comateon) S| cess moume 0435
roxabie Amount 48210 Toxamount 73124 Total Biled Amount 421334

[S——— | gy

Uploaded Documents
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If more items are to be added in the bills which are under the same
invoice that can be added by clicking on “Add more”. Clicking on ‘Add
more’ opens the new window for submitting the details for next item.
Bill header shall not change. There will be only one bill header for a
bill.

The filled details can be edited from the bill edit facility also, given on
the page having list of all bills prepared/submitted. This is the same
page from where bill was first initiated. Please note that bills already
submitted (i.e. digitally signed) cannot be edited. Detailed process for
editing is explained in subsequent paras.

You can preview the bill prepared upto this stage by clicking on
‘Generate Preview’. Bill preview will open in the following format-

.o
g@‘ahm i dn/egsnlct/generateSilP bl 2 - @ CertreFor vy Information Sys.. & | () reps gow m 3 Welcome tondian_| 5 Googe B crssEsS pplicati | () Login-indian Raih. ok I
Fle Edt Vien Facrtes Tooks Hep

- -

%  Devopmentlogn &)RCTCWlebste  TralLogin BB D & - Peger Sy Took~ @

meoqg NG TBTAM
INTL  4/18/2018

For adding more items here, please click on ‘Bill Summary ‘button on
preview and you will reach the bill summary page. Here select the bill
from the list and you can keep on adding items to the bill under the
same invoice. If no more items are to be added or existing items are
not to be edited and the bill preparation is complete for submission
to Railway Paying Authority for passing, bill can be signed from bill
preview page by initiating the bill signing by clicking on ‘Sign Bill’
button. With digital signing of the bill, it is submitted to bill paying
authority and PDF of the bill is generated which can be saved
/printed.

If bill is not complete, proceed further by clicking on ‘bill summary’.
Page of ‘submitted bill summary’ shall open. From here go to relevant
bill for further action on the bill which is explained in subsequent
paras.
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For Advance Bill for dispatches by rail with applicable taxes as
GST, click on the button ‘rail’ and following window shall open-

O hitpsyril i fetchP 712 O = & Centre For Raitway i [ fe) i "" India. | = Grail B2 CRIS/ESS Applicati- | @ Bill Data Entry
File Edit View Favorites Teoks Help
* [ -
75  Developmentlogin &)IRCTC Website  Trial Login M v B v = v Pagev Safetyv Tooks~ @)~
Click here to view Purchase Order ~
Select PO Ttem Sr. No.: 002 v

Select Mode of Dispatch ® Rail O Road

Rail Dispatch(Bill Item Sr. No. 1)

RR/PWB No. 145260 RR/PWB Date 13022018 jmfm()ﬂ’ 150

ICMo. [RESNRIOI22018  [1cDate pamarzms Tl1c passed aty 250

AlreadyBilledTCOty [0 |palnceintc 250 Qty Now Blled 150

Basic PO Rate/Unit 165 PVC on PO Rate/Unit D Basic Bill Rate/Unit with Disc,PVC 161.7

Discount Rate(Percent) |2 Discount Amount 47025

Packing Rate(Percent) [1 |PackingAmount 53042

Forwarding Rate(Percent) |2 Forwarding Amount 46025

Freight Rate(Percent) 3 |FreightAmount 69127

Other Charges Type Other Charges Other Rate(Percent) E Other Charges Amount 460,85

ST Category | Regular GST |msh code  [404 [17¢ Admissible O ves CI™

CGST Rate(%6) Select “/ CGST Amount 0.00 IGST Rate(%) 1GST Amount 447842

SGST Rate(%) 0 SGST Amount 0 00 UTGST Rate(%) 0 UTGST Amount (.00

Cess Rate(%) |5 Cess Amount 124425

Taxable Amount 24885 64 Tax Amount 572370 Total Billed Amount 3060934
Save H Add More

About IREPS Disclaimer Privacy Statement RTI Terms & Conditions CopyRight Feedback |
H5% -

Following details are to be filled in the window-

a RR/PWB No. Fill the RR/PWB No. as given on the
RR/PWB (Railway Receipt/Parcel Way Bill

number)

b RR/PWB Date | Fill the RR/PWB date. as given on the
RR/PWB

RR/PWB Qty Fill in the quantity dispatched in the
RR/PWB

All other fields in this window are to be filled as detailed in the
case of advance bill for dispatch by Road with applicable tax as
GST and explained in earlier paras.

Further process for saving, editing, adding more items, attaching
documents, bill previewing and signing is same as for advance bill for
dispatch by Road.

Digital Bills preparation for bills with ED - Advance Bills

Complete process for bill preparation and signing for bills with ED/ST
is same as for Bills with GST except that in place of GST details,
details regarding ED /ST are to be filled in the relevant forms. Relevant
forms and relevant fields related to ED/ST, which are different as

Page 22 of 34



IREPS User Manual for Vendors on Post Contract Activities

compared to bills with GST, are explained below. Other fields and
details may be referred from process flow for bill preparation with GST
explained above.

ii. Select applicable tax as ED/ST. Following form for bill header shall
open-

File Edit View Favorites Tools Help

* [ -

ogin £ IRCTC Website

Trial Login

Goods & Services

SSPATEL SINGH, TEST VENDOR FOR CERTIFICATE TEST-NEW DELHT

1.MODIFICATION REQ. | 2.B1LLS FOR PAY. | 2.015p. PARTICULARS | 4.RECEIPTED CHALLANS | 5.RECEIPT NOTES | 6.REJECT ADVICE
i are ir

Bill Header{All amounts are in Rs)

11-Apr-2018 10:16:20 IST

TREPS Bill Reg No Not Allotted

Vendor Name TEST VENDOR FOR CERTIFICATE TEST-NEW DELHI IREPS Vendor Code 3321
Tnspection Agency RITES

PO No. 08171074100081 PO Date 20/11/2017
Paying Authority St DFM/HWH Paying Authority Code A3501

Vendor Address as per PO pragati maidan, Metro Station,New Delhi-224210,Washington ,United State OF America, Contact No.: 222222222222

Submit Bill Header Details

Bill Type Supplier Bill PVC Not Applicable
Taxes Applicable Oest @ epssT
Tnvoice No. [TESTINVOICE0S Invoice Date 08/04/2018 B
— o
Bank Account No 5646545363 1FSC Code SBINDD01605
}  FiLwo.q
Bill Description
Click here to save bill header information
v
| I00% +

ENG 10:16 AM
INTL  4/11/2018

. i

iii. Following details are to be filled up in the bill header form for bills
with ED/ST-

a | Invoice No Enter your invoice number here. Check
that invoice number is exactly same as
the actual invoice. System will check the
format of invoice number as per GST Act

b | Invoice Date Enter date of invoice. Any future date is
not accepted here

c | Payment type Select “Advance” for advance payment
bill and “Final” for final payment bill

d | Payment % Enter payment % being claimed in the
bill e.g. 90 %, 95 %, 100 %, 5 % etc

e | Bank Account No Enter your bank account number in
which payment is required

f IFSC code Enter IFSC code for the bank account
number filled
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o | Bill Description Here you have to enter
description/name of the bill for your
identification

iv. Window for filling the bill details is as under-

- oIl
g@\o https: /i i i 2 700 - @ C © || © indisn Raitways ten...| &3 Welcome tondian—| = Google IEMESAN:\ \\\\\ © il Data Entry A kI
Fie Bt View Faw
.

-

i  DevelopmentLogin &]RCTC Website  Trial Login fi = B - @ - Pagew Seietyv Tookv @+

sch il ® ot
Seiec

etec chaton o, |11 S chatn oste 21172017
elec +| onn oute

v. For dispatch by road, following details shall be filled in the form-

a | Select challan | Here select relevant challan from the list as
No. available in the system
b | Challan Date Challan date is auto filled for the selected

challan and is not editable

c Select DRR No. Here select relevant DRR No for the relevant
digital receipted challan

d | DRR Date DRR date is auto filled for the selected DRR No.
and is not editable

e | Qty for Billing Qty for billing is auto filled for the selected
DRR No. and is not editable

f | IC No. Fill the relevant Inspection Certificate No here

IC Date Fill the Inspection Certificate Date here

h | IC Passed Qty Fill quantity passed as per the filled IC details

i | Already Billed IC | If any quantity out of the quantity passed in
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Qty

the IC is already billed in earlier bills, that is to
be filled here

Balance in IC

This is auto filled as per details filled in above
fields i.e. IC passed qty minus Already billed IC
qty and is not editable

Qty Now Billed

Quantity now billed is same as Qty for billing
above and is auto filled and not editable

Basic PO
Rate/Unit

This is basic rate for the item and is auto
populated from the purchase order data.
Normally there should not be any need to
change/edit this. But in cases where purchase
order is with all inclusive basis i.e. taxes are
included in basic rate and supplier wants to
show taxes /other expenses separately, here
basic rate may be changed.

PVC on PO rate
/unit

This is applicable for purchase orders with
price variation clause. Supplier has to work out
PVC per unit rate and fill it here. For purchase
orders without PVC clause, this field is non-
editable

Basic Bill
Rate/Unit with
Disc, PVC

This is calculated based on

Discount Rate
(Percent)

Discount rate and its unit are pre populated
from the purchase order. If any change is to be
made in it, edit it and fill the revised rate. Unit
of discount cannot be changed.

Discount
Amount

Discount amount is auto calculated and
cannot be edited.

All amounts in the bill are worked out based on
‘Bill Percent’ filled at the time of bill header
preparation

Packing Rate
(Percent)

Packing charges rate and its unit are pre
populated from the purchase order. If any
change is to be made in rate, edit it and fill the
revised rate. Unit cannot be changed.

Packing Amount

Packing amount is auto calculated and cannot
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be edited.

s | Forwarding Rate | Forwarding charges rate and its unit are pre
(Percent populated from the purchase order. If any
) change is to be made in rate, edit it and fill the

revised rate. Unit cannot be changed.

t | Forwarding Forwarding amount is auto calculated and
Amount cannot be edited.

u | Freight Freight charges rate and its unit are pre
Rate(Percent) populated from the purchase order. If any

change is to be made in rate, edit it and fill the
revised rate. Unit cannot be changed.

v | Freight Amount | Freight amount is auto calculated and cannot

be edited.

X | Other Charges | Other charges type, rate and its unit are pre-
Type, rate and | populated from the purchase order. If any
amount change is to be made in rate, edit it and fill the

revised rate. Type and Unit cannot be changed.
Any additional/new type cannot be entered.
Other charges amount is auto calculated and
cannot be edited.

ao | Basic Amount Based on the details filled Basic amount, tax

ap | Tax Amount amount and total billed amount for the current

aq | Total Billed | bill item being filled shall be auto-calculated
Amount and are not editable.

For dispatch by Rail, process shall be same as explained in above

paras.

Digital Bill Submission Process -Final Bills

Complete process for bill preparation, saving, adding more items,
attaching documents etc and signing for bills for Final payment with
GST or ED/ST is same as for Bills for advance payment with GST or

ED/ST except following-

a. While preparing the bill header, under the heading “Bill Type”
select “Final” in place of “Advance”. If no advance payment bill is
submitted for a supply then payment % may be entered as 100
%. If advance payment is already claimed against a supply then
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only balance % is to be entered in payment percent for final bill
for that supply. Other details in the bill header are to be filled
same as done for advance bill.

b. While filling the bill details for items, in place of Challan details,
DRR details, RR/PWB details, only RO details (i.e. RO number is
selected and date/qty are auto filled) shall be available for
selection. There shall be no IC (Inspection Certificate) details in
case of final bill.

ii. For final bill, there is only one window for dispatch by rail as well as
dispatch by road both. Details are to be filled as explained earlier in
above paras.

4.6 Managing the Prepared/ signed Bills.

i. After preparation and saving/signing of bill, all the bills prepared
/signed can be viewed on the following page under the heading
‘submitted bills summary’ in the form of a list. This is the same page
where you have initiated the bill —

Indian Railways E-Procurement System (IREPS)

Goods & Services

imvorce no Jimvotce Date) T Vo Amt it Status)
[

[ | 217 [rorowaors 1woniad_onaviey | 1910272010 | advance | st orwmwn_| a0e0s

Details of bill summary can be clearly seen as under-
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Submitted Bills Summary

PO No. 08181265100003

PO Date 09/02/2018

IREPS-TESTING

Invoice

Paying

Bill

:; 'REPSNB;" Reg [ pegistered on Invoice No. s dv/Final O ey Amt. | Status [Praft/Signe Signed on Actions
e @
1 253 1?/70‘;/622&3 IDCSDFFDFVFDFVFDF| 10/04/2018 | Advance DFM/HWH 0 NA Draft Not Signed
2 254 1?40‘1/823;8 FGBFGHFGBHFGF |03/04/2018| Final DFM/HWH 878 NA Draft Not Signed
16/04/2018 -
3 262 10:16:18 TESTINVOICEO2 |11/04/2018|Advance DFM/HWH 0 NA Draft Not Signed
Y t @
4 263 1?102/92838 TESTINVOICE04 |13/04/2018| Final DFM/HWH 0 NA Draft Not Signed @
17/04/2018 z 5 : 3 17/04/2018 =
5 279 17:57:45 invoiceprod 01/04/2018| Final DFM/HWH 12876 Signed 18:03:37 [3
17/04/2018 " 17/04/2018 =
6 280 Sieiis 798797 04/04/2018 | Advance | DFM/HWH | 10031 Signed Genr B
e @
74 282 1?{)08/62818 TESTINVOICEO1 |01/04/2018 | Advance DFM/HWH 8427 NA Draft Not Signed @
Back

The list of bills provides following details/actions at the end of row for

each bill-

Sr Detail /action Meaning of the detail/Remarks

No

a IREPS Bill Reg No. | This is IREPS Bill Registration No. This is
generated when you save Bill header at the
time of bill initiation. This is unique number
and is used for all future references.

b Registered on This gives date and time(upto seconds) for
generation of IREPS Bill Registration
Number

c Invoice number This is invoice number used for preparation
of bill and entered in bill header

d Invoice date This is invoice date as entered in bill header

e Adv/Final This is bill type — Advance OR Final as
selected in bill header

¢ | Paying Authority This is Paying Authority as per purchase
order to whom your bill shall be available for
passing

Bill Amount This is total bill amount for all the items of

g )
the bill

h Bill status For digitally signed bill, current status of the
bill can be seen by clicking on this action
button.

; Draft/signed This is to show if bill is submitted or not.
Status ‘draft’ means bill is not submitted
and it can be edited/ deleted.

Page 28 of 34




IREPS

[

(=

User Manual for Vendors on Post Contract Activities

Status ‘signed’ means bill is submitted for
passing and cannot be edited/ deleted.

Once bill is digitally signed, it is submitted
in the IREPS and cannot be edited. After
signing, the bill is available to respective
paying authority for passing in IPAS.

j Signed on This is the date and time of digital signing of
bill by vendor. This is recorded upto seconds
of time.

| Actions This is action area where following actions

can be done-

Preview bill —preview of the prepared bill
can be seen through this button and if
desired bill can be signed/submitted from
preview of the bill

Edit bill - Draft bill can be edited by
entering through this button

Delete Bill- If required, by clicking on this
button bill can be deleted. Bill once deleted
cannot be recovered

Preview Bill

Clicking on this action button opens preview of the bill prepared as

under-

File Edit View Fevorites Tools Help

| -

{4 Development Login &) RCTC Website  Tria

I Login

Welcome to IREPS

Indian Railways E-Procurement System (IREPS)

Goods & Services

TEST VENDORTHREE, TEST VENDOR FOR CERTIFICATE TEST-NEW DELHI 18-Apr-2018 12:25:18 IST

Submittod Bills Summary

70 No. 0818126510003 70 Date 09/02/2018 RePs-TESTING
o [RSTRSD | negiteredon | invokcamMo. | Yookt gv/rma] cevied | BT w - Signedon | Actions
N Rhians? focsorrorvrorvror|ioros20is| advance | o | o | wa | oen | wotsned [3%
1| oy | rna | o [o7s | wa | ok | wesoned [
3| e oo | resmmvoiceoz [11/oy2018|asvarce| oppwn | 0 | wa | oor | totsioned =
S 15oaets | resmmvoiceos [1/ou2010] Fnad | omwn | 0 | N | D | torsioned =
s ) RIS | inviceprod _[o1/o20ts] rnal | omumn |12076| [ | sonea | 1/0V2008 ]
6| TR | 95797 |oajonaots|advance| OFwwH | 10031| B | Soned | oot
7| m 15j0a2018 | resmmvorceor |ov/osr2018| advance| omnwn [ 8427 | wa [ ok | norsioned |m

About IREPS _Disclaimer _Privacy Statement RT1 _Terms & Conditions _CopyRight _Feedback i
®100% v

G
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===
APEEry
SIS

EAERELS

R CO)[ O https./voonireps.govie epsncgenertesiliPreview.doTbillRegho= 262 O - @ Centre For Railway Information Syst.. G || @ irepgov in

Flle Edt View Favortes Tools Help

< (T -

ds  Development Login &) IRCTC Website  Trisl Login

Here prepared bill can be seen. You can go back to bill summary page
by clicking on ‘bill summary’. If bill is final and you want to sign the
bill it can be signed by clicking on ‘Sign Bill’ button and using your
digital signature.

Edit Bill
This button is for editing the bill and adding more items in the bill for
dispatches under the same invoice. Clicking on this button shall open
the page as below-

List of Bill items for PO Number 08181252100086 dated 20/02/2018

Click here to add more bill items

Advance IREPS Bill Reg No. 2185 Invoice No. TESTINVOICEO1 Invoice Date 02/04/2018
Invoice | PO Dispatch | RR/Challan | RR/Challan
SN SN PL No. Description Mode No Date Amount Action|
) F -IGNIT,
1 001 42010093 RSN ANE R MARKE[Z)QME il Rail 562301 01/04/2018 134702.96 [ T

Add More Supplies

Back

Here three actions can be performed-
a. Edit item - to edit the details of an item already saved. Go to

the relevant item for editing the bill related to that item and
click on edit action button at the end of the row for that item.
Window shall open showing already filled details as under —
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Edit the required fields. Calculations shall be redone. Save the
bill. If you want to add/delete attached documents, it can also
be done here following the same process as earlier.

b. Delete item -An already saved item can be deleted from this
button.

c. Add more supplies -This is for adding more supplies in the bill
under the same invoice. Following window shall open in which
details can be filled as done earlier while preparing the initial
draft bill.

. || @ Bill Dispatch List

File Edt View Fovortes Tools Help
* T -
Y&  Developmentlogin & IRCTC Website  Trial Login

Last Login Date: 18-Apr-2018 10:03:39 IST

Indian Railways E-Procurement System (IREPS)
Goods & Services

TEST VENDORTHREE, TEST VENDOR FOR CERTIFICATE TEST-NEW DELHI 18-Apr-2018 12:32:22 15T

List of Bill Items for PO Number 08181265100003 dated 09/02/2018

Advance IREPS Bill Reg No. 262 Invoice Mo, TESTINVOICEOL Trvoice Date 01/04/2018
— Dispatch | WA/Challon | T Challan |
0 | on | LMo Dyseption e | e | o |

+ | 001 |nas1124] ELECTRONIC BALLAST FOR USE I SINGLE PHASE.230 V.AC SUPRLY F.. o Py P (-1

2 001 |a2111134 369 20/02/2018 421334 @

LS oeve cris

‘ \é g 9 ¢ v S 4‘:.:”

About IREPS _Disclaimer _Privacy Statement RTI Terms & Conditions _CopyRight _Feedback
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Fie Edit View Favorites Tools Help
T -
5%  Development Login 2] RCTC Website  Trial Login B v B v = m v Pagew Saferyw Tookw v

Last Login Date: 18-Apr-2018 10103139 IST

Indian Railways E-Procurement System (IREPS)

Goods & Services

IREPS Vendor Code 3321

Bl Typa: Suppiar Bl IREPS Bill Rag Mo: 282 Taxes Apphcable: GST

PO No: 0E101263100003 RO Date: 09/02/2018 PVC: Mot Applicable

Bk Account No: S76ESTS11S34 FSC Code: SHINODO16DS

Suppher GSTIN Registered: es Supglier GETING OTAAAGHOZEICLZL Suppher State; Dethe
(RLY GETIN: 19AAAGMOZEICLIG State for face of Supply: West Bengal Place of Supphy: HOWRAN
—

Add mare Bill Ttans {AN amounts are in Rs) |
P

Select Hode of Dispaich  Bail  Rasd

V. Delete Bill

If the prepared draft bill is not required and needs to be deleted, it can
be deleted by clicking on this action button. Please note that bill once
deleted cannot be retrieved back.

vi. View Signed bill

For bills which are signed, are shown as “signed” under the column

“draft/signed” and icon «2» is shown in front of the row for the bill. By
clicking on this button digital signed bill in pdf format is opened which
can be downloaded /printed.

vii. View Bill status

»

For signed/submitted bills, the summary page shows « B ” jcon
under the “bill status” column. Clicking on this icon opens following
window which shows the current status of the bill-
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e © hitps //tristireps.gov.n/epsn/ct/showSubmatedBibls doly S = @ Centre For Raibway Infor.. G © Bidder Horne Page © Choose your Billng Option

x | -
Ja @Fos  DEvwORKS @ DEvwas [l ESSLogin @ LOCAL WORKS (©) TRIALWORKS (@) IREPS WORKS () PROD_WASLOG_116 (§) PROD_WASLOG_110 &) TRIAL WASDEPLOY (@) TRIAL_120 WASLOG
Welcome to IREPS Last Login Datgs

Indian Railways E-Procurement System (IREPS)

Goods & Services
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SSPATEL SINGH, TEST VENDOR FOR CERTIFICATE TEST-NEW DELMI 24-Apr-2018 11:41:10 18T
| & hetps//trialireps.gov.in/epsn/ct/fetchBillStatusFromIPAS.do?cobNo=02010317001185 - Intemet Explorer - X
1 hetps//trialireps.gov.n/epsn/ct/fetchBiltStatusFromIPAS.dotcobNe= (2010317001185 & Centre For Railway Information Systems [IN]

+ Submit New Bill for §
‘ View Bill Status Details As Per IPAS

Bill Date 03/01/2018  Bill Number hrfdf  Party Name TEST VENDOR FOR CERTIFICATE

-W S rnalsv Passed Deducted Mot CO7 €O7  Abstract
3 X Amt  Amt Amt No  Date Date
& 0201031700118 29/01/2018] pASSED| 8559 7066.81] .81 7068 —] — | —
No.| g No. Actons
1 1850 |
2 1861 null 1 05/11/2017| Advance | ScORM/WH | 33851 | |8 | Sined | Notsigned [
3 1866 null 56767 01/11/2017 | Advance | Sr DFM/HWH 31206 @ Signed Not Signed |8l
1 1890 oudl olofdgld  |06/11/2017 | Advance | SrORPWHWH | sesst | [ | Sined | Notsigned B
5 1895 nudl fied  [17/11/2017| Advance | SrOFM/MwH | ss492 | [ | signed | Notsigned
6 1897 null test20/11 70/11,'201?. Advance | Sr DFM/HWH | 74744 g Signed Not Sig;mj ﬂ
7| 18 oudl testo2  |20/11/2017| Final |ScomMwH | 4442 | [ | signed | Notsigned B
= . =
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Disclaimer

Vendors may please note that the IREPS software is continuously being
upgraded and the Pages/ Forms shown or referred to in this manual
may be subject to changes. Vendors are advised to keep themselves
updated with the latest changes, by referring to the latest versions of
user manuals available on the website, and by taking note of the
messages sent by the IREPS administrator from time to time. Vendors
should also make themselves fully acquainted with all the available
templates/forms, before they submit their bills.

Though every care has been taken to describe the features/ process of
the application accurately, some errors may have crept in inadvertently.
In case of any doubt/ discrepancy please contact helpdesk immediately.

No claim shall be entertained from a vendor, on account of non-
familiarity with the any of the templates and forms available on the
IREPS website, or on account of any variation between the forms/
pages shown in this manual vis-a-vis the forms / pages available in the
application.
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