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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. 
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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. 

 

 
 

1.2 Select a Group from the dropdown menu. 

 

1.3 Select the Month for which you want to generate the bill. 

 

 
 

1.4 Click on the Proceed button. 

 
 

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. 

 

    
 

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

 

 
 

 2.2 From the Scheme Head dropdown, select the relevant scheme head. 
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 2.3 Click on the Create Group button. 

 

 
 

SUCCESS MESSAGE: 

 
 

 

      Map Employees to Group 

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

 

  2.5 A popup modal will appear showing: 

• Left Table: List of available employees under the selected scheme head. 

• Right Table: Employees currently mapped to the group. 
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  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. 

 

       
 

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

             employee from the group. 

 
 

 

 

 

 

 



  

COPYRIGHT @2025 DIRECTORATE OF TREASURIES & 
ACCOUNTS, GOVT. OF NAGALAND 

7 

 

2.8 Once all desired employees are mapped, click "Save" to finalize the group or  

       “Cancel” to go back. 

 

 
 

SUCCESS MESSAGE: 

 

 
 

 

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

 
 

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). 

 

 

• To add Additional allowance, click on the + button under Addl. Section. 



  

COPYRIGHT @2025 DIRECTORATE OF TREASURIES & 
ACCOUNTS, GOVT. OF NAGALAND 

8 

 

 

 

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

           amount.  

 

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. 

 
 

3.2 Check the checkbox for the employee(s) whose bill you want to generate the bill for and 

       click on Generate Bill button. 
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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. 

 

 
 

 

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. 

 

 
 

 
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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SUCCESS MESSAGE: 

 

                                 
 

 

 

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: 

 

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. 

 

 

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

 

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. 

 
 

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

 
A. FOR DA-AUTO 

A.1 Select Scheme Head 

 
 

 A.2 Select Group. 
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A.3 Select DA Rates from the dropdown menu. 

 
 A.4 Click on “Proceed”. 

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

 
 

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. 
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A.6 Click on Generate Bill button. 

 
 

 

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

proceed or Cancel button to revert back. 

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

        Delete and Submit. 

 

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

      bill. 
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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. 

                       
 

SUCCESS MESSAGE: 

                                     

 
 

 

B. FOR DA MANUAL 

B.1 Select Scheme Head 

 

 
 

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

 
 

 B.4 Add the employee from the drop down menu and click on Save to  

                  proceed or Cancel to go back.  

 
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. 

 

 
 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. 

 
 

SUCCESS MESSAGE:  

 

 
 

C. FOR MACP ARREARS 

C.1 Select Scheme Head 

 
 

C.2 Click on Proceed. 

 
C.3 Click on Add Employee button. 
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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.  

 

 
C.5 The Employee details will be shown in the table. Click on the Update 

       button to add more details against the employee. 

 

 
 

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

       Save button. 

 

  

 

SUCCESS MESSAGE: 

 
 

C.7 Click on the Generate Bill Button. 
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A confirmation prompt will appear. Click on Yes, Generate to proceed or  

Cancel to go back. 

 

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

 

 
 

 
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. 
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SUCCESS MESSAGE: 

 
 

 

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. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



  

COPYRIGHT @2025 DIRECTORATE OF TREASURIES & 
ACCOUNTS, GOVT. OF NAGALAND 

21 

 

 

CHAPTER-4: BACKLOG SALARIES 

 
Click on the Backlog Salaries section in the sidebar. 

 
 

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

 
 

 STEP-2: Click on the Proceed Button. 

 

 
 

 STEP-3: Click on Add Employees button.  

 
 

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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Fig.a  Add Group 

 

 
Fig.b  Add specific employee 

 

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

back. 
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STEP-6: The table will show the list of employees added. 

 
 

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

     made. 

 
 

STEP-8: Select the month. 

 
 

 

STEP-9: Select the ROP. 
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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. 

 
 

SUCCESS MESSAGE: 

 
 

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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STEP-12: Click on the Save button. 

                                                        

 

SUCCESS MESSAGE: 

 

 

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

        employees.  
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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. 

 

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

      the option to View, Delete and Submit. 

 

Click on the View button to view the bill report. 

 

 

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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SUCCESS MESSAGE: 

 

 

STEP-17: Go to the Submitted Bills Section in the sidebar. 
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STEP-18: Click on the Download Button. 

 

 
 

 
 

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. 

 

 
STEP-2: Click on the Search button. 
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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.  

However, 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:  

 

 

STEP-5:  Proceed with the next employee by clicking on the Next Employee 

button and repeat the steps above. 

      


