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CHAPTER-1: LOG IN

User name: Enter your username.
Password: Enter your password.
Captcha: Enter the alphabets that as shown on the screen.

Login: Click the Login button to proceed.

ePAY Bill

Government of Nagaland

Username

0112022

Password

(T &

BSQ }' Verify Code
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CHAPTER-2: GENERATE PAY BILL

STEP-1: Generate Monthly Pay Bill
1.1 Go to the "Pay Bill" section in the sidebar.

Jgct Grod - Procasd
Contigency
Fixerd ied Bhls Pending for Submisslon
63
Grade 1 aniries
Bl D - Group Scheme Code

List of Ganerate

Show W~ (e Apr May dun

BalID Jul me Cade

1.4 Click on the Proceed button.

it AN : I m

NOTE: If no group is listed in the dropdown, follow the steps below to create
one. Otherwise, skip to STEP-3.
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STEP-2: Go to Grouping Section in the sidebar.

CROUD MASTER

2.1 In the Group Name field, enter a name for your group.

Create New Group
Group Name

Scheme

Select
Head

2.2 From the Scheme Head dropdown, select the relevant scheme head.

Creale New Group

GroupMame | crata 1NPS
Schema Salent
Heaad

04-20714-00-105-02-00-1-Y Additional
District and Session Judge and Chief

Judicisl Magistrate Establishmen
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2.3 Click on the Create Group button.

Create New Group

Group Name

Enter Group Name

Scheme
Head

Select

SUCCESS MESSAGE:

v/

Successfully Created

Map Employees to Group

2.4 After the group is created, click on the Employee Mapping button.

i1

2.5 A popup modal will appear showing:
o Left Table: List of available employees under the selected scheme head.
o Right Table: Employees currently mapped to the group.
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Map/Unmap Empioyes From Grade 1 NPS

e Ee e
T - T
PIME Code Rame o Arton PIMS Code Hame o
LANOOG92 SRl Vicke Sunwe Iy

LEWOaTT S, Ny minga

el MANGYANDSASHE

ol TEUKIEMER KD

LAWD03zZE

106060060

2.6 In the Left Table, click on the Map button next to each employee
you wish to add. The employee will be shifted to the Right Table,

indicating they are now part of the group.

Map/Unmap Employes From Grade 1NPS

G T [
T ¢ T
LAWDOIZE S Walmengla - Action Pis Coou e ar
LAWDORIS & [ e LAWOOD8Z Shel, Victs Sema A
ey o LAWONSER Sl A

- -]

LN - -]

€ [ e = ]

e oD

“ D

o oD

2.7 If needed, click the "Unmap" button in the Right Table to remove an

employee from the group.

Map/Unmap Employee From Grade 1NPS

A1 Craces - 25 Typen - Al DR -
T ¢ [T
LAWO0a20 o, Watimong - Retion S Code Hame G

(e S, Vet Sama A
Lawrrses S, i a

1006006008
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2.8 Once all desired employees are mapped, click "Save" to finalize the group or
“Cancel” to go back.

- B3

SUCCESS MESSAGE:

Vv

Successfully Mapped

Okay

STEP-3: The list of employees under the Group will be reflected on the table.

Pty Carmpormars.

3.1 Select all or specific employees that you wish to generate the bill for by

clicking on the checkbox. Enter required values against the employee e.g. Addl.
(Additional Allowance).

e To add Additional allowance, click on the + button under Addl. Section.
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Moy 2025

3.1.1 Select the type of allowance under the dropdown menu and enter the

amount.

T28-TRY00003 - Shri. Sosangnuken

Mllgwrarsen Asarart

Ginct

3.1.2 Click on the + button. You can add more allowances and then click on the Add
button to add the entries.The gross amount will automatically increase and

reflect in its respective row.

T2E-TRY00003 - Shrl. Sosangnukan

Manwanen e

Riktkonal Chorge (ADOLCHA]

skl otz LA EHIG) wmn -

3.2 Check the checkbox for the employee(s) whose bill you want to generate the bill for and
click on Generate Bill button.

et
o |
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3.3. A confirmation prompt will appear asking whether you want to proceed with bill
generation. Click Yes, Generate to continue or Cancel to abort the process.

Generate Bill

Are you sure you want to Generate the Bill?

3.4 The bill is generated and its details can be viewed by clicking on the View button.
If user wishes to delete the bill, they can click on the Delete button.

List of Generated Bills Panding for Submission

Bill Dotails

s
¥ PIMS Cace Mame Desigration oo [ we " s WA A AB GowTmw

Fig. Report of Bill details when user click on View.

3.5 Upon clicking the Submit button, a prompt will appear with the bill details shown,
requesting the DDO Bill Number. Enter the required number and click Submit

to proceed or Cancel to exit without submitting.
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Bill Confirmation

Group : Fixed
Salary Month : May 2025
Gross : 6400

Mat: 5347

00O Bil No

SUCCESS MESSAGE:

v/

Bill Submitted Successfully!

Okay

NOTE: Upon submission, the bill details will be automatically pushed to the TreasuryNet
System.

The DDO is not required to submit the physical Excel sheet, as the system will be
automatically updated with the latest input.

ERROR:

Duplicate DDO Bill No

Fig. DDO Bill number must be unique.
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STEP-4: Go to the Submitted Bills Section in the sidebar. This section consists of all the
bills generated.

4.1 Click on the Download button to download the bill report.

Shew 10 v et SmTTh
BHD Np - Group  Schame Coce. 4 Type DO B Mo Gross Amogm e Amount Sshrsmon Daw Flatug =T

4.2 Print out the report and submit the signed physical copy to the Treasury.

Gowernment of Nagaiand

[Pay Bill For May 2025

R
secnrm - - - - v o G o o
o 1o - - - - - -
00O g

Fig. Generated Bill Report format

NOTE: After the bill has been approved, the status in the application will changed to
completed/approved.
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CHAPTER-3: ARREAR BILLS

STEP1: Go to the Arrear Bills Section in the sidebar.
- e 0 LR

-] = Scheme Code Tvpe Gross Beductian Net- | Action.

STEP-2: Select Arrear type from the dropdown menu.

Select Arrears Type

DA = Auto
DA - Manual |
MACP Arrears

Less Drawn Arrears

A. FOR DA-AUTO
A.1 Select Scheme Head

Select Scheme v

04-2014-00-105-02-00-1-V Additional District and Session Judge and Chief Judicial Magistrate Establishment|
Bills Pendina for Submission

A.2 Select Group.
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Solect Group

All Groups
Contract
Gazelied Gr1
Gradel
Grade 10PF
Srads 1WES

A.3 Select DA Rates from the dropdown menu.

Select DA Rates

Effective From : Jan 1, 2025

Effective From :
Effective From :
Effective From :
Effective From :
Effective From :

Effective From :

Jul 1, 2024
Jan 1, 2024
Jul 1, 2023
Jan 1, 2023
Jul 1, 2022
Jan 1, 2022

A.4 Click on “Proceed”.

The list of all employees under the Arrear type will be shown.

DA Arrears Effective from Jul 01, 2023

Adinisaitsie Pay Already Drawn Pay
. Dithiy ENT
O FiMs Code Name Designation Adm DA% A B Atm R Adm Geoas Drawn 08 Demwn @8 D TR Crawim Geny
[ LAWODOSZ Sho. wicto Sema District Judge (Selecrion Grads) 2% 172960 =567 253557 42% 172260 72643 245603 k]
O LAWOGSSS S, Jukan Civil dudga 1r. Div, ACP-I} AG% Moo 51060 1200 42 MG B620 1576240 4440

.

Manths

A.5 Select all or specific employees that you wish to generate the bill for
by clicking on the checkbox. Enter required values against the employee.

DA Arrears Effective from Jul 01, 2023

Search:

B Geneaste Bill

Admissible Pay Alrsady Drawn Pay
hathly ENT Maonths
O PIME Code Mame Designatinn A DA % g B Adm DA Adm Gross Drawn DA % Drasm BF Cravm DA Drawn Gross
' ¥

& LAWO0ODDBZ | Snri. Victo Sema  District Jusge [Selection Grade| 46% 172960 79562 12522 42% 172860 72643 285603 6819

O} LAWOOSEE | Smid. Jukan Civil Judge [Je. Div, ATP-1) 46% 000 W0ED 52060 42% 1mo00 46620 157620 4440

“
I ——III——
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A.6 Click on Generate Bill button.

B Generate Bill

A confirmation prompt will appear. Click on Yes, Generate button to

proceed or Cancel button to revert back.

Generate Bill

Are you sure you want to Generate the Bill?

A.7 The generated bill will be shown along with the option to View,
Delete and Submit.

List of Generatad Bllls Pending for Submission

Show| W~ entries Search:
WAID - Sehame Code Type Griss Deduction- Nt Actien
1 [4-2014 -00-105-D2-00-3-V Aol District and Session JAidge and Chiet Judicial Magstrats Estatiishment DA 41514 41514 o m mm
Shawing 1t0 158 1 entries Pravious -

By clicking the View button, users can view the details of the generated

bill.
Bill Datails
Admivaibie Pay Birmady Br: P,
wtbiy Eney Marene  Total Grae
£ PIME Coos Mama Demignation aam oA N A B Bam DA Adn G DremeDA % DrewsBF D Dk Crwsr Zocus
o D oou (Swiecwcn Gradel 0 SEW WIMED TWSED ISIeI3 ATR WIeen P
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A.8 Upon clicking the Submit button, a prompt will appear with the bill details shown,
requesting the DDO Bill Number. Enter the required number and click "Submit"

to proceed or "Cancel" to exit without submitting.

Bill Confirmation

Gross : 41514
Net: 0

DDO Eill No

SUCCESS MESSAGE:

v/

Bill Submitted Successfully!

B. FOR DA MANUAL
B.1 Select Scheme Head

Select Scheme v

04-2014-00-105-02-00-1-V Additional District and Session Judge and Chief Judicial Magistrate Establishment|
hills P R araubneaan

B.2 Click on “Proceed”.
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B.3 Click on Add Employee button.

Admascioio Pay Airsay Drawn Pay Doductioes
PIME Coce Name Designation MihlyENT  Meatha Totwi Dreas

B.4 Add the employee from the drop down menu and click on Save to
proceed or Cancel to go back.

Add Employee

Select Employee

=

B.5 Fill in all the necessary details against the employee and click on
Generate Bill button on the top right section of the screen.

A confirmation prompt will appear. Click on Yes, Generate to proceed or Cancel to
go back.

Generate Bill

Are you sure you want to Generate the Bill?

Cancel ‘ Yes, Generate

B.6 Click on the View button to view the detail report.
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B.7 A Confirmation prompt will appear. Enter the DDO Bill No. and click
on Submit to proceed or Close to go back.

Bill Confirmation

Gross 1 0

Net:0

DDO Bill No 12

SUCCESS MESSAGE:

Y

Bill Submitted Successfully!

C. FOR MACP ARREARS
C.1 Select Scheme Head

Select Scheme v

04-2014-00-105-02-00-1-V Additional District and Session Judge and Chief Judicial Magistrate Establishment|
hills P e Shmean

C.2 Click on Proceed.

C.3 Click on Add Employee button.

Ps Coa Mame Designation s Amou Dwdueting el Amount Reticn
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C.4 Add the employee from the drop down menu and click on Save to
proceed or Cancel to go back.

Add Employee

LAWQO121 - Shri. C. Nzanbemo Shitiri

C.5 The Employee details will be shown in the table. Click on the Update
button to add more details against the employee.

PIMS Code Name Designation Groas Amoint Dedactions Net Amount Aation

Lawom21 i, €, Nzncbermo Shm Stenogtagher Gr-ll| o

C.6 Enter the Arrear details and Add more rows if required. Click on the
Save button.

SUCCESS MESSAGE:

Saved Successfully!

C.7 Click on the Generate Bill Button.
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MACP Arrears

UMM _ Generme #8
PIMS Code Name Designation Groas Amoint Dedactions Net Amount Aation
Lawom21 i, €, Nzncbermo Shm

A confirmation prompt will appear. Click on Yes, Generate to proceed or
Cancel to go back.

Generate Bill

Are you sure you want to Generate the Bill?

Cancel ‘ Yes, Generate

C.8 Click on the View button to view the detail report.

List of Generatad Bills Pending for Submission
arch
i G Daducten nut fesien
CH -2 1V P Prisacunes and Gove mant Pt Warp 28600 a T mum
Bill Details
P Akt Pay
waces  Wew e - ™

Fig. Detail of the bill report
C.9 Click on the Submit button to submit the generated bill.

A Bill confirmation prompt will appear. Click on Submit to proceed or
Close to revert back.

Bill Confirmation

Gross : 25000
Net : 25000

DDO Bill No
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SUCCESS MESSAGE:

7’

¥ d

Bill Submitted Successfully!

D. FOR LESS DRAWN ARREARS
The procedure for Less Drawn is similar to MACP ARREARS, kindly follow

the steps under MACP ARREARS.

NOTE: All bills submitted are present in the Submitted Bills section in the
sidebar Users can easily access this section to view and download the
corresponding reports as needed.
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CHAPTER-4: BACKLOG SALARIES

Click on the Backlog Salaries section in the sidebar.

entriss Search

STEP-1: Select Scheme from the drop-down menu.

Solect Scheme ~

04-2014-00-105-02-00-1-V Additional Disirict and Session Judge and Chief Judicial Magistrate Establishment

liet ~f Cannratad Rille Dandinm far Crikmissinn

STEP-2: Click on the Proceed Button.

04-2014-00-105-02-00-1-V Additonal District and Session Judge and Chief Judicial Magistrate Esteblishment  ~

STEP-3: Click on Add Employees button.
m Scroma Cooe | Q4201400050 200 m

STEP-4: A pop up prompt will appear. User can select the group from the drop
down menu or select specific employee from the drop down menu
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Add Employees

Zelect Group

Select Grouy
Grade Il NPS
Group |

Group |

Gr | NPS
Gr Il GPF

- )

Fig.a Add Group

Add Employees

| Select Group

| Select Employes

LAWO0003 -

LAWDO0OS -

LAWOO00G -

LAWOOOOS -

LAWDOODOS -

Smiti. Tuccuno Vamuzao
smti. Kethokhrulu Nyekha
Shii. Keneisetuo Khezhie

Smti. Catherine Balho

Shri. Ruckuovituo Angami

Fig.b Add specific employee

STEP-5: Click on the Add button to proceed or click on the Close button to go

back.

Add Employees

Gradzl

OR

| Select Employee
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STEP-6: The table will show the list of employees added.

+ Add Emerrymen Schame Code | 042014000050 2001 m
IS Code Mams Dwsigranen Gross Amaiert Deductions Nest Aemcuart. frtion
LANS0DE St Kethokbiu Myekta L0, Misriat) o o 9 5'— ,ﬁ.,:,_|

STEP-7: Click on the Update button if there are any additions or changes to be

made.
FING Cote | LAWO000S = Smil, Kathokneulu Nymkna [ = 5w |
Pay Comporents Deductions
Montr RO Py o =3 w i1 A 1) ADA ADDL D Toral Hpg oPF a Ta HT, €
7 "
doct ]
. »
T
STEP-8: Select the month.
Month ROP Pay oP o

2025-05 JthRa w

Jan Feb Mar
- -
Jul Aug Sep
Oct Now Dec
STEP-9: Select the ROP.
onth ROP Pay DP
1 2
p25-05 | 7thRe w .

N Sclect B
m ' Fixed Pay
Contigancy Workcharge 2015
| Gth Revision Of Pay |
5th Revision Of Pay

4th Revision Of Pay
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STEP-10: Enter the rest of the values in their own respective fields.
10.1 To Add for Addl., Click on the + button. It opens a pop up with a
drop down menu to select the type of allowance and input field
under Amount to add the value.

10.2 Click + button to add the allowance entered. Click on Add to
save the entry or Close button to go back.

LAWOO0O0O0S5 - Smti. Kethokhrulu Nyekha

Allowance Amount

Any Other Claim 2y

Any Other Claim 100 n

Total: 100

SUCCESS MESSAGE:

v

Saved Successfully!

STEP-11: Click on the Add button to add more rows or click on the
Remove button to remove an entire row.
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m PINES Code | LAWOOGOS - Smii, Kathokhrulu Nyskha m

Pay Comparsnts Deductions

STEP-12: Click on the Save button.

PIMS Code | LAWOOOOS - Smii. Kathokhrulu Nyekha

Pay Components

SUCCESS MESSAGE:

\/

Saved Successfully!

STEP-13: Click on the Go Back button and do the same for the rest of the

employees.
PINS Code | LAWOOOOS - Smiti, Kathokhrulu Nyskha m
Pay Comporents Beductions
Month ROP Py o o w o A e oy ApL s Totad s avr Y a W €
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STEP-14: Click on the Generate Bill button. A prompt will appear. Click on Yes
Generate to proceed or Cancel to go back.

Generate Bill

Are you sure you want to Generate the Bill?

‘ Cancel ‘ Yes, Generate

STEP-15: The details of the bill generated will be reflected in the list along with

the option to View, Delete and Submit.

List of Generated Bills Pending for Submission

Show 10 v - entries oo
BilD  »  Scheme Code Gross Mot Action
2 04-2014-00-14-02-00-1-V Public Prosecutors and Government Pleaders 343400 30518 mm
Shawing 1t 1 of 1 entries Ernvionis

Click on the View button to view the bill report.

Bill Details

Pay Compananss Deguctions

STEP-16: Click on the Submit button. A confirmation prompt will appear. Enter
the DDO Bill No. and click on the Submit button to proceed or Close

to go back.
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Bill Confirmation

Gross ; 343400
Net : 310516

DDO Bill No

SUCCESS MESSAGE:

Bill Submitted Successfully!

STEP-17: Go to the Submitted Bills Section in the sidebar.

DoOEI Ciees Mt Sebmesien
[
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STEP-18: Click on the Download Button.

BilD - Bin DDO B Gross Net. Sutsniss ion
Mo Group  Scheme Cade Type Na Amoustt Amourt Dater Status Action

0d-204-00- 14-02 0003V Public Prosecutors and Government BACKLOS 7 343400 N05M June 24, 2025 Bty 4
Plaaden
£ 1 onirins i

Showng 1
Government of Nagaland
APP
[Backlog Salaries] 2
Py 8D
s Trasewey O Kamna (ot
43014 06-124 2003
Spraboed On 34 3 25
mosw 1
PR s $3CCwe o ones - o e e A e e s o M el s e
- B we ™ . - . - -
AEEN e B nww e s ™ = ' um o0 5 =™ - =
P im0 mae e e T » PO w e
I - - s e - - e Lw e
Totnd s Amuore: 3,63,000
Totwd hoer At 330916 (ex:hrsive of CMHES)
00O Signature
Page 10f1

Fig. a. Downloaded Bill Report Format.

The Report will then be printed and its copy must be sent to the Treasury.
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CHAPTER-5 PAY SETTINGS

Click on the Pay Settings Section in the sidebar

STEP-1: Select the employee from the dropdown menu.

Scéioot Employec | Search

- >

LAWOOO0DS - Smti. Kethokhruly Myekha
LAWOO00E - Shri. Kencisctuo Khezhio
LAWODOOR - Sti. Cathering Bolho

LAWONAG0E - Zhri. Ruskuovitus Angan

LAWOODOID - Shii. Milokhoka S Chich

STEP-2: Click on the Search button.

Scéioot Employec

LAWOOO0DS - Smti. Kethokhruly Myekha

- >

LAWOO00E - Shri. Kencisctuo Khezhio
LAWODOOR - Sti. Cathering Bolho
LAWONAG0E - Zhri. Ruskuovitus Angan

LAWOODOID - Shii. Milokhoka S Chich
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STEP-3: The employee details are automatically retrieved from the PIMS system
and displayed within the application. The details retrieved from PIMS are non-
editable.

Howeuver, fields such as ROP/Fixed, Type, Quarter Availed, etc., remain editable,
allowing users to update them as needed. In case of any changes or updates,
users can revisit this section to make the necessary modifications.

STEP-4: Click on the Save Changes button.

SUCCESS MESSAGE:

\../‘j

Save Successiully!

STEP-5: Proceed with the next employee by clicking on the Next Employee
button and repeat the steps above.
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