
sOP ror bill Drocessinq for works contracts until auto-notilication is enabled in SAP.

Exi E-MB & E-Billint eco6ynem

The SES is created and released B concemed
department.

The physical Bill/fa)( invoice/GsT iruoice alolu
with physical MB, LPC and other allied
documents sent to Finance for scrutiny and
payment of the billthrough DA(

The concern department updat€s the BTS status
as Forwarded

Bill/rax invoice/GST invoice put up submitted by

the vendor physically to the concern
department through DAK.

Eillfa,( invoice/GsT invoice is uploaded by the
vendor in e-MB portal

On receipt of the physical Bill/fax invoice/GsT
invoiEe by the concern depanm€nt, the same is

enteted in the BTS within 2 days and a OAK

number is creatd

On receipt of the Bill/fax invoice/GsT invoice in
the e-MB portal by the concerned department,
the same shall be entered in the BTS within 2

days and a DAK number is cr€ated.
The Accountant shall check the Bill/fax
invoice/GsT invoice in the e-MB portal and
forward to the EIC in the e-Mg portal.

On acceptance of invoice by EIC in e-MB portal,
the StS is auto tenerated and rel€ased by
concerned department.

The Blll/fax invoice/GST invoice uploaded bythe
vendor along with e-MB records(if required),
LPC and other allied documents shall be sent to
Finance for scrutiny and payment of the bill
through e-ofnce with the sub,ect name as

"PAYMEi{T OF BILL AGAI ST PO No. ....... ard
DAl( No. ......"

The concern department updates the BTS status
as Forwarded

Oo receipt of the Bll/fax irvoice/GsT invoice
uploaded by the vendor. along with e-MB
records(if required), LPC and other allied
documents through e-office, Finance official
updates the 8TS as receivad and s€rutinize the
bilt.
Payint Authority have viewing rithts of e-M8
Bill is sent back to concern depanment through

. e-office, if required and the same is updated in
8T5

On receipt ot the physical Bill/fax invoice/Gsl
invoice along with physical MB, LPC and other
allied documents, Finance official updates the
8TS as received and scrutinize the bill

Bill is sent back to concern department through
DA(, if required and the same is updated in BTS

The concern depanment complies the 
]

requirements of finance, send the bill through 
]

oAK and updates the BTS status as Forwarded

The coocern department complies the
requirements offinance, send the billthrough e-
office and updates the BTS status as Forwarded

On feceipt of the physical gill, Finance omcial
updates the 8TS as received aod further
scrutinize the bill

On receipt of the Bill through e-office, Finance

official updates the BTS as received and further
scrutinize the bill

The Finance ofricial sent to €6sh sectioo for bill
payment and BTS status is auto updated

The Finance official sent to cash section for bill
paymeot and BTS status is auto updated

On bill paym€nt, the BTS is updeted as paid On bill payment, the BTS is updated as paid

Note : The LPC i5suing authority shall issue copy of LPC on monthly basis to the vendor along with a

copy to the cgncern department. The concern department shall ensure the LPC is issued on monthly
basis.

On .eceipt of the bill through e-offic€ trom
finance, ihe conaern department updates the
BTS status as received.

On receipt ofthe ptrysical bill throsgh DAX from
finance, the concern department updates the
BTS status as received.


