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USER MANUAL — GSTIN INTEGRATION WITH TAXES

1 Accessing the FinAssam Home Page

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

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

W egu finassam@gmail.com ¢ 1800 120 6388 ® v f @ a

* FinAssam Home  Modules Dashboard v Loginv  Contactus

Notifications

Welcome to FinAssam

Single Source of Truth for the Financials of the State.

0o 0o (4] (&

65 101 10963 415638

Figure 1 - Login

Figure 2 - Login Page
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USER MANUAL — GSTIN INTEGRATION WITH TAXES

Enter your Username, Password and Captcha correctly and click on [Login]
button (Refer Figure 1& Figure 2).

DDO SECTION

1.1Commitments (Payee details)

Notifications

Modules

e 5% e
Dazhioard
| B &
Inbox AwFS/ TS v
#  Module Name Description Received From Received On B =)
% =

Aszet

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:
e Click on AA/FS/TS module

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

e Click on Add new payee details.
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All Vendors | [ 0fios vendors

#  Vendor Name

Afssam Plantation
Crops
Devalopment
Corporation Ltd

5 M/S sunrise
Enterprise

Mridul Kr
Khataniar

4 Gitamoni saikis

5 hama
BASUMATARY

B ertert

7 abc

B Bhabesh Mahanta

5 Abhii Bora

Action

Type

Others

Proprietorship

Proprietorship

Individual

Individual

Froprietorship

Campany

Individual

Individual

Vendor/Payee Detalls - All

Address. Bank Account No ¥sc GSTIN cIn

Lokhora, Sawkuchi

Gurvabati- 34 vijaysBank  B01701011003563  VUIBOODSDI7  1BAANCAS3IZLIZI | UO11314S1974SGCOQ

H/N-33, I Agarwala Road,  SEI, SME,

,
Khanapara, Guwahati of India easeasanss N7
S e

Figure 4- Add New Payee

AANCAS333L

AFEPASO3IL
AKQPKE122P o
AYVPSE326Q 2
ACHPESS87G

AKQPKE122P °
AAAAADOOOA °
AGFRMILTTK o
APWPBOOEEN -
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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.

Payee Details

| Payee Type *

| Address =

| Bark 1Fsc *
| Bank Name = (auts genssatsd
| Payee GsTIN®

| rocurement Type *

Figure 5-Payee Details
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demofin.assam.gov.in says

walid GSTIN

| Paves Tvpe Partnersh,

| mddress * Guwahat!

| Bank tesc * ey | Account umber *

| Bark Hame = (i genarsied [ Faves co

STATE BANK OF INDIA

| Payee PAN * (auts gansrated

| Fayee GsTIN 18AALPO1295L175

| Procurement Tyme --Select type of Vendor-

Figure 6- Adding payee details

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

incorrect shows Invalid GSTIN.

Payee Details

Fayee Type * Payee Name

Company v
Address * test

Bank IFsC * Aecount Number

SBINGOD7E34

Bank Name * (Auta generated) Payee CIN

STATE BANK OF INDIA

Payee GSTIN * 18AALPO1265L123 Favee RANT (A

Procurement Type * Trade Name * (2uto generated)

Goads

Figure 7- Save Payee details

MWIKHWM OWARY

3687463264828

HARACTERS

AALPO1285L

MWIKHWM OWARY
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e 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

Add New Contingent Bill

Figure 9- Prepare New Works & Forest bill-59

Steps are (Refer Figure 5):

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

some details to be filled up.

e Select the Contingent Type from the drop down list.
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e 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.

e 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.

e 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.

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

1.1.1.1 Edit Bill Details

Clickhere to editthe Bill details

L Figure 10- Edit Bill Details —
= ==

e 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).
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1.1.1.2 Add Beneficiary

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

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

Clickto add beneficiaries

Figure 11- Add Beneficiary
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USER MANUAL — GSTIN INTEGRATION WITH TAXES

Add Vendors
m] # Vendor Name Address tank Name Account Number
g 4 Bipul Borah Vil Snlamzz:{_ PP Khatar Gaon via Howajan, Dist Stale Bank ofndia 12342508403
Biswanath, Assam
Select the tick box showing against
the beneficiaries as perrequired
=
Figure 12 - Add Beneficiaries in the bill

e 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).
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Forwara

Click on the bill voucher details

ss X

Figure 13- Fully Vouched Contingent Bill

o After adding the employee to the bill form, it will display a new page
(Refer Figure 9).

e 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).
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Cartral S b

trac panpasy

msnncesis v

Deductions

Apercy harse

fe oy

1054 BB 550 0000 000 B0 0O NP GA W

021502 590-0000-000-00 00 WP GA YV

oy | FTIE0I0004I5

Figure 14- Deduction field

pu——
=

PR—r—

Famierone )
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1.2 Generate Bill

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

screen to generate the Bill (Refer Figure 18).

Click here to generate the bill

Figure 15 - Generate Bill

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

o Enter the Bill date, progressive expenditure.

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

generated.
e The Expenditure (This bill) is auto calculated.

e Click on the [Generate] button for generating the bill.
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Generats Contingent Bill

Bn pevAns

[sPouoLTies B Dot ] -

BUBGET DETALLS 2023 26
Budget atlotment 150000 scdriea Buiget

Frorsasis Spenatre v B reen)

Figure 16- Generating Contingent Bill

1.3 PDF Sample of Annexure
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Figure 17 - PDF Sample of Annexure

Once the Bill is generated, all the Annexure will be available automatically in
PDF format.

1.4 Submitto Treasury

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

e On clicking [cross(x)] button, bill will come back again to the editable
form where the user can modify the bill.
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e On clicking the [S] button it will get submitted to the respective

treasury.

comunGency | caser v | 2om v o

Dl of bxpenditure

I

Click on {3) to the editable form

Click here to submitthe bill

Figure 18- Submit to Treasury
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TREASURY SECTION

1.5 Bill Processing in Treasury

e 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.

B o e s ot B Sk Gl Ll Lo HOACCO el

PENDING BILLS
TYPE | GiLL MUNECR o owmsmernoztoner) B wwenves : +  ORDEREY Fratif s lainge -Am
¢ o BILLTYPE BLL NUMBER PAY PERIOD FROM DATE TODATE ‘GROSS AMOUNT NETAMOUNT  RECEIVED ON
CONTINGENCY - FULLY
NGTIWRIO VOUCHED CONTINGENT 1N-2024 - T TAOLEII00 08082024 06.17 P
BILL- TR FORM 24
v OF1RECORDS  TOTAL 1 PAGE(S) m

[0

Figure 19- Pending Tab
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1.6 COMPLIANT BILL

AssamFinance - CTMIS

Dashboard  [CIRSUNSERRPRGNN  Payment Processing™  Master Datasets = Payment~  Budget Details~  NPS Contribution~  Roles ~
Receipts *  PPAN<  cPayment™  ePPO™
Pending Processed  Approved  Rejected  Pull Search  ChallanSearch  LedgerBils  LedgerHOA/DDO  Refund Bills
BILLS - PROCESSING
[&])[®]
BILL/202425/LKMTRA001/00071 dated 05-11-2024 2024/11/00335 dated 11-11-2024.
Contingency - Fully Vouched Contingent
Bill - T.R. Form 24
FINDINGS
' SUEFICIENT BUDGET AVAILABLE UNDER HEAD OF ACCOUNT
Cover Sheet
' SUFFICIENT BUDGET ALLOTMENT AVAILABLE TO THE DDC
Pay & Allowances
« BANK IFSC CODES ARE FOUND TO BE IN THE DEFINED FORMA
Deductions/ Recoveries
+ BANK ACCOUNT NUMBERS ARE FOUND TO BE IN THE DEFINED FORMA

Challans

Bank Statement

Budget Details

View FoC

Supporting Document

Notes

Figure 20- Compliant bill

Ms. BANDANA DEVI
Lakhimpur Treasury Officer

L g

Reconciliation =

Validate GSTIN < Go Back

Received from LKM/TRA/001 on 05-11-2024

o Before approving the bill TO will click on Validate GSTIN button.
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NOTE:

While you click the “Continue" button, the Finassam system will communicate with the GSTIN system to
validate the compliance details of the bill beneficiary. Please ensure all information is accurate to proceed
smaoothly.

Figure 21-Validating GSTIN

e After clicking the Continue button the finaassam system will
commicate with the GSTIN system to validate the compliance details
of the bill beneficary.

o After the validation is found to be compliant, treasury will approved the
bill
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1.7 NON-COMPLIANT BILL

BILLS - PROCESSING
C

Received from NDTIGADIO01 o 11.01.2024

Figure 22-Non-compliance exception

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

will be shown as in figure 22.
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1@ CHECK HERE TO CONTINUE

Figure 23- Exception

e 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.

e 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.

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




