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1 Accessing the FinAssam Home Page 

To access the FinAssam Portal, enter the URL http://fin.assam.gov.in in the 

address bar of any standard browsers like Mozilla Firefox, Google Chrome etc.  

 

Figure 1 - Login 

 

 

 

Figure 2 - Login Page 

http://fin.assam.gov.in/
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Enter your Username, Password and Captcha correctly and click on [Login] 

button (Refer Figure 1& Figure 2). 

 

DDO SECTION 

1.1Commitments (Payee details) 

 

 

                               Figure 3-AA/FS/TS 

 

Once logged in, a new page appears (Refer Figure 3).Click on AA/FS/TS 

module and follows the steps: 

• Click on AA/FS/TS module 

• Click on Commitments, select Payee Details and click on All vendors. 

• Click on Add new payee details. 

 

Click on 
AA/FS/TS 
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                           Figure 4- Add New Payee 

 

 

Click on add 
new payee 
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1.1.2 Adding GSTIN in payee details 

 

• Click on Add new payee details, enter all the mandatory details and add 

the payee GSTIN number. Click on save. 

 
Note: For Payee Types- Pensioner, Employee, Wage earner and 

Beneficiary under government, GSTIN number is not mandatory to be 

entered. For all other Payee Types, it is mandatory. 

 
 

 
                          Figure 5-Payee Details 
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                    Figure 6- Adding payee details 

 
• Kindly enter the Correct Payee GSTIN number and save. If entered 

incorrect shows Invalid GSTIN. 

 
 
 

                          Figure 7- Save Payee details 
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• If GSTIN number is valid Payee name, payee PAN, Trade Name is 

automatically captured.  

 
 

1.1.3 Prepare a new bill 

1.1.3 Contingency Bill for which FS is Mandatory 

 
Steps are (Refer Figure 5): 
 

• After clicking on the [Plus] button, a pop-up window will appear with 

some details to be filled up. 

• Select the Contingent Type from the drop down list. 

 
 

Figure 8- Add New Bill Form Figure 9- Prepare New Works & Forest bill-59 

Enter all the details and then 
click on save button 

Click on + button 
to create new bill 

form 
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• Type the FS number and then select the financial sanction number 

from the drop down list and then Head of Account will be auto 

populated.   

• After that choose financial sanction linked ‘yes’ if FS is linked with the 

ceiling and then select the FOC number from the drop down list. 

• If FS is not linked with the ceiling, then choose financial sanction 

linked ‘No’ and then type the FOC number manually. 

• And then purpose and detail of expenditure will be auto populated. 

• Click on the [Save Bill] button to save the details. 

 

1.1.1.1 Edit Bill Details 

 

 

• After saving the details, the respective bill form will appear with the 

Head of   Account, Financial Sanction/Sanction Order and Detail of 

Expenditure, Status and Action. Now click on the [Edit Bill Details] 

button to edit the bill details (Refer Figure 6). 

Figure 10- Edit Bill Details 
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1.1.1.2 Add Beneficiary 

• After clicking on the [Edit Bill] button the following page will appear. 

Click on Add Beneficiary to add beneficiary details (Refer Figure 7). 

 

 

 

Figure 11- Add Beneficiary 
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• The beneficiaries added in the FS will automatically reflect to add in 

the bill. Select the required beneficiaries and add them into the bill. 

Click on check box against the beneficiary name and then click on 

[Add] button (Refer Figure 8). 

Select the tick box showing against 
the beneficiaries as perrequired 

Figure 12 - Add Beneficiaries in the bill 
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• After adding the employee to the bill form, it will display a new page 

(Refer Figure 9). 

• Here the users have to fill up the all mandatory Bill voucher details and 

then save the details and then click on the [Go back] button (Refer 

Figure 10). 

Figure 13- Fully Vouched Contingent Bill 
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Enter all the mandatory 
details 
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Figure 14- Deduction field 



USER MANUAL – GSTIN INTEGRATION WITH TAXES Confidential 

 

Page 17 of 25  

 

1.2 Generate Bill 

• Click on the [PB] button which will be available on the right side of the 

screen to generate the Bill (Refer Figure 18). 

 

 

On clicking [PB] button, a pop-up menu will appear (Refer Figure 19): 

• Enter the Bill date, progressive expenditure. 

• The Bill number, Budget Allotment, Additional Budget is auto 

generated. 

• The Expenditure (This bill) is auto calculated. 

• Click on the [Generate] button for generating the bill. 

Figure 15 - Generate Bill 

Click here to remove the bill 
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•  

1.3 PDF Sample of Annexure 

 
 

Figure 16- Generating Contingent Bill 
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Once the Bill is generated, all the Annexure will be available automatically in 

PDF format. 

1.4 Submit to Treasury 

After generation of the bill, two icons will appear one is Cross(x) and other is S 

. 

• On clicking [cross(x)] button, bill will come back again to the editable 

form where the user can modify the bill. 

Figure 17 - PDF Sample of Annexure 
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• On clicking the [S] button it will get submitted to the respective 

treasury. 

 

 

 

 

 

 

 

 

 

 

 

Figure 18- Submit to Treasury 
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TREASURY SECTION 
 

1. 5 Bill Processing in Treasury 

 

• After the bill has been submitted to treasury, the bill will appear on 

Token assistant login. The token will be generated and bill will be 

forwarded to the dealing assistant. Similarly, from Dealing assistant 

to Accountant and Accountant to Treasury Officer login. 

 
 

 

                          Figure 19- Pending Tab 
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1.6  COMPLIANT BILL 

 

 

• Before approving the bill TO will click on Validate GSTIN button. 

Figure 20- Compliant bill 
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• After clicking the Continue button the finaassam system will 

commicate with the GSTIN system to validate the compliance details 

of the bill beneficary. 

• After the validation is found to be compliant, treasury will approved the 

bill 

 

 

 

 

 

 

 

 

                          Figure 21-Validating GSTIN 
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1.7  NON-COMPLIANT BILL 

 

                     Figure 22-Non-compliance exception 

                       

 

 

• If there will be invalid GSTIN number against the vendor then the error 

will be shown as in figure 22.  
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                          Figure 23- Exception 

 

 

• The bill will be forwarded to Treasury Officer Login. If there will be any 

exception against the GSTIN number, the bill cannot be approved. The 

error will be shown as in figure no-22. The Treasury Officer will have to 

reject the bill back to the ddo.  

• Treasury Officer will hold the bill till compliance is done by the vendor 

after that the validate GSTIN can be against the bill and can be 

approved. 

• If there is no exception, the Treasury Officer can approve the bill. 

 


