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Disclaimer 

The information contained in this user manual is provided solely for informational and guidance 
purposes only. User should, conduct his/her own independent investigations and analysis and is 
free to check the accuracy, reliability and completeness of the information in this document. 

Finance Data Center, Directorate of Treasuries, Pension and Entitlements, Department of Finance, 
Govt. of Uttarakhand shall incur no liability under any law, statute, rules or regulations as to the 

accuracy, reliability or completeness of information contained in this user manual. Users are 
advised to refer relevant Government Orders, Financial Handbooks, and Budget Manuals etc. 
before making any payment through the system. In case any inaccuracies are spotted, users of this 

manual are requested to inform Finance Data Center by shooting and email at mailto:treas- fdc-
uk@nic.in 
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List of Abbreviations 

 

1. AG- Accountant General 

2. CTS- Core Treasury System 

3. DDO- Drawing and Disbursing Officer 

4. DOB- Date of Birth 

5. DOR- Date of Retirement  

6. EMP- Employee 

7. FD- Finance Department  

8. FDC- Finance Data Center  

9. GOUK- Government Uttarakhand 

10. GOV- Government 

11. GPF- General Provident Fund 

12. HOD- Head of the department 

13.HRMS- Human Resource Management System  

14. IFMS- Integrated Finance Management System 

15. NPS- New Pension System 

16.UK- Uttarakhand 

17.UTR- Unique Transaction Reference 
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1. Introduction 

Finance Department (FD), government of Uttarakhand (GoUK) intends to ensure effective 
Financial & Treasury Management and discipline for overall prosperity of the State Government 
that includes Works & Account management primarily works and billing system for real time 
decision support system.   
The Provident Fund Scheme has been introduced with the aim to develop saving habit among 
the employees of the State Government and to use the accumulation after the retirement of the 
employee, when he/she does not have any regular income. The system is proposed with the aim 
of computerizing all the activities related to GPF. This module is used for GPF processing of 
employees. GPF claims submission, processing, calculations, broadsheet maintenance and GPF 
accounting functionalities are available in this module. Various MIS reports are generated as 
well. 
 

1.1 Purpose of this document 

This document is a generic user guide document for using GPF module and has all the details 
regarding GPF module which is helpful for DDO users. It provides guidance to assist the respective 
DDOs in fulfilling their day-to-day financial obligations. It is also useful background reading for 
anyone involved in monitoring of the GPF module. This document expresses all the working of 
the software in very simple manner, so that whosoever goes through this piece of document 
finds it interesting and convenient to work with the module. 

1.2 Scope 

GPF module caters to the financial requirements of most of the departments of Uttarakhand. 
This user manual is intended to be used by drawing and disbursing officers and their respective 
operators and supervisors.  

1.3 Points of Contact 

To help the users working on IFMS software, Finance Data Center operates a help line number 
08899890000, which may be used by the users for their queries and issues. Users may contact 
help-desk officials anytime between 9 AM to 8 PM during weekdays (i.e. Monday to Saturday) 
and between 10 PM to 6 PM during holidays. 

2. Instructions 

IFMS is web-based software; hence it can be accessed using web browser. Following are some of 
the prerequisites to have best experience of working on the IFMS software: 

1. Computer System – Desktop/Laptop 

2. Operating system – Windows 7/8/10/ 

3. Browser – Chrome Version 79.0.3945.117 (Official Build) (64-bit) 

4. Connectivity – 2 mbps and more 
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3. GPF Milaan 

The work of maintenance of GPF Account of State Govt. employees belonging to category other 
than Class-IV is divided between two offices of Accountant General (A& E)-I and Accountant 
General (A&E)-II on the basis of departments. At the time of retirement when the payment of 
GPF is to be made to employee, prior 6 month of retirement manually GPF passbook is sent to 
AG office along with covering letter of department for GPF Milaan purpose, i.e., AG department 
verifies the entries made in GPF passbook with respect to the schedules and data maintained by 
them. Once the data is verified and checked AG office along with their final amount in form of 
Form SO24 sends a copy and passbook back to respective department. On the basis of AG’s Form 
SO24 sanctioning of GPF 90% and 10% is initiated by the department for HOD or Finance 
Controller.  The entire manual functioning has been automated in IFMS. Let us see how DDO will 
work;   

3.1 Data Entry of GPF passbook  

1. At the operator end of DDO, user is provided with menu bar with various modules. User 

can access GPF Milaan as shown in the image attached below; click on GPF in the menu 
bar as a result drop down menu appears on the screen, select GPF Milaan (GPF → GPF 
Milaan)  

Fig-01 

2. User is directed to the page attached below, here user has to enter employee code of 
employee whose data entry is to be performed, followed by clicking on search button.  

Fig-02 
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NOTE: Before continuing making entry in GPF Millan, user is requested to first scan and upload 
the entire GPF passbook in HRMS Digitization module (HRMS-> Service Details-> Upload Service 
records).   

 
Validation check: On entering employee code system checks 

 Whether employee code entered belongs to NPS or GPF, if employee belongs to NPS 
system will not allow user to continue and give pop-up message as shown in the image 

attached below; 

Fig-03 

 Whether employee belongs to same department or some other, system will not allow 
user to continue and give pop-up message as shown in the image attached below; 

Fig-04 

 Whether physical GPF passbook has been digitized and uploaded in system or not. If not 

upload using HRMS-> Service Details-> Upload Service Records and then continue with 

data Entry. 

Fig-05 
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3.2 Create New Application 

3. If all the validations are met and no previous entry exists. Pop up message will appear 
on the screen “no previous record found for the employee code, create new application”, 
create new application button will appear on the screen along with employee’s detail. 
Click on create new application button, as a result input year column appears on the 
screen, from the drop-down list select the year. 

Fig-06 

4. User is provided with list of input years; one by one user has to select input years and 
perform data entry. Along with this user is provided with three buttons, i.e., are view 
report button, view uploaded passbook and refresh button.  

Refresh Button: in order to perform entry of some other employee. 

View Report Button: once the data entry is performed and saved user can view that 
entry in form of report using this button. 

View uploaded passbook button: The physical GPF passbook (Digitized) uploaded by DDO 
can be previewed using this button. 

NOTE: User is provided with input years from 2016-17 onwards based on 7th pay commission, 
thus data entry needs to be performed from 2016-17 onwards. for verifying previous years entries 
uploaded physical GPF passbook (Digitized) can be used. 

Fig-07 
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5. On selecting input year, user is provided with tabular format which is shadow of physical 

GPF passbook. Grid will consist of columns as Sr. no., salary month, deduction month, 
treasury name, voucher number, voucher date, monthly subscription, loan refund, 
arrears, withdrawal, advance voucher number, advance voucher date, rate of interest 
and save row check boxes.  

Case 1: When Salary is drawn from the treasury system itself, in this case all the fields in the 

table will be auto filled including withdrawal, as can be seen in the image attached below. 
Operator needs to check if all the entries auto captured are correct or not, if found incorrect 
user can make changes all the fields are made editable.  
NOTE: Here user is also provided with save row check box which are by default ticked if any 

entry needs to be excluded user can untick the checkbox.  
6. Since we are starting from mid-year i.e., 2016-2017 thus user will have to enter correct 

opening balance for this financial year as can be seen in the image attached below. 

  

 

Fig-08 

Enter OP 

Balance 
as on 

2016-

2017 
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7. User is provided with add row button, if in case user needs to add one more row.  
8. Once satisfied with the entries click on calculate button, as a result monthly subscription, 

year wise interest as well as closing balance will auto calculate, user can check if the 
calculation is accurate or not, if not user can make changes here as well. 

9. As can be seen if user has taken any withdrawal than it is mandatory to select withdrawal 
type, like we have selected non-refundable. 

10. Also, if any arrear is their user needs to select which sort of arrear is paid, as can be seen 
in the image attached below.   

Fig-09 

11. After the below fields are accurate, proceed by clicking on save current year data, as a 
result data is saved and batch is created.  

12. Further proceed with next financial year by clicking on continue for next year button. 
And perform all the steps till current year. 
 

Case 2: For data entries prior to year 2021 where GPF was deducted manually using manual 

challan, in this case the data might not be available in database thus entries cannot be auto 
captured/ filled as can be seen in the image attached below, 

Fig-10 
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1. In this case either user can first make entry using challan option for that kindly referrer 

to 4.1. Challan. Entries made here will auto reflect in the table and GPF slip. 

Or 

2. User can use Add row button for adding additional rows, like we have added additional 6 

rows here and then perform data entry one by one as per the manual challan. Calculate, 

save and continue with next financial year.  

NOTE: It is advised to prefer using Challan option. 

Fig-11 

 

Case 3: For data entries of E-challan i.e., post 2021 where GPF is deducted online using Ekosh, 

in this case the data will auto reflected as shown in the image attached below, user needs to 
verify the data, perform calculation, save and continue with next financial year. 

Fig-12 
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3.3 Update Existing 

1. If previous entries exist. Pop up message will appear on the screen “employee has batch 
id, check existing or status report for Milan case”. Update existing application and status 
of filed cases button will appear on the screen along with employee’s detail. Click on 
Update existing application button, as a result all the draft entries saved earlier reflects 
on the screen, user can update the previously filled entries and can continue with 
entering rest entries. 

 

Fig-13 

3.4 View Uploaded Passbook   

1. Once all the entries of all the years are saved, in order to continue with submitting the 
case for approval click on view uploaded passbook, as a result GPF passbook digitized 
appears on the screen, as shown in the image attached below; it can also be seen that 
at the bottom of the page user is provided with submit button.    

Fig-14 
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2. Enter email and contact number of DDO, enter dispatch letter number and dispatch date. 

Further click on submit button, as shown in the image attached below;    

Fig-15 

3. Once the file is submitted user have to continue with approval process from all 
the three levels, for that refer to GPF Milaan Approval. 

3.5 View Report   

1. In order to view the digital GPF passbook generated after entry click on view report button, 

as can be seen user is directed to the page attached below;  

Fig-16 

2. Here user has to select financial year, as can be seen in the image attached below;  

Fig-17 
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3. On selecting financial year as can be seen in the image attached below digital passbook is 

generated on the screen, which can be printed and downloaded year wise or entirely. 

Fig-18 

 

3.6 GPF Milaan Approval 

Once the GPF Milaan case is submitted by the operator it starts to reflect in approval section of 

operator, user can access the menu as shown in the image attached below (Approval→ Milaan 

GPF Approval);  

Fig-19 
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1. On clicking Milaan GPF Approval menu, user is directed to the page attached below, 

page contains all the cases that has been generated/ submitted by the operator. As we 
can see in the image attached below, we have one case to approve with transaction id 
“GPM1200429302241000”. Therefore, we will continue with the same bill. Here it can 
also be seen user is provided with view button with every row, continue by clicking on 
view button. 

Fig-20 

2. On clicking view button a pdf file is generated just below the grid, as can be seen in the 

image attached below; 

Fig-21 

Along with this at the bottom of the page user is provided with two buttons;  

 Approve button: On clicking approve button, transaction id is sent to next level 
that is supervisor for further action. 

 Return button: On clicking return button, transaction id is sent back to the source 
where it was initially created. 

Also in the pdf viewer user is provided with additional two buttons;  

 Print button: In order to access printed copy of the case created user can click 
on print button.  

 Download button: In order to download the copy of case created user is provided 
with download button. 
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The pdf file generated consist of three merged files, as mentioned below:  

 Covering letter for AG: In the format as attached in Fig 135; 

 Digitized GPF passbook: Scanned GPF passbook uploaded by the operator in HRMS 
module, as attached in Fig 136. 

 Digital GPF passbook: Passbook generated after the data entry in gpf milaan 
module, as attached in Fig 137. 

 

 

Fig-22 
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Fig-23 
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Fig-24 

3. On clicking approve button, case is pushed to next level and pop up message is 
generated on the screen with the message “DATA SUCCESSFULLY APPROVED”, as can 

be seen in the image attached below;  

Fig-25 
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4. Accessing approval tab at supervisor level, user can access approval the same way we 

accessed for operator, as can be seen in the figure below: 

Fig-26 

5. On clicking approval tab user is directed to the screen with list of GPF Milaan cases that 

has been approved by the operator earlier. As can be seen in the image attached below;  
Fig 140 

6. Like earlier click on view button provided with the transaction id, as a result user is able 
to view the entire GPF Milaan pdf that we approved by operator, just below the grid.  
Along with two buttons at the bottom i.e.,  

 Approve button: On clicking approve button, case is sent to next level that is 
officer for further action. 

 Return button: On clicking return button, case is sent back to the source where 
it was initially created i.e. operator. 

And two buttons with the pdf viewer are provided to supervisor: 

 Print button: In order to access printed copy of the GPF Milaan case user can click 
on print button.  

 Download button: In order to download the copy of case created user is provided 
with download button. 
 

7. Further click on approve button, case is pushed to next level i.e. officer and pop up 
message is generated on the screen with the message “DATA SUCCESSFULLY APPROVED”, 
as can be seen in the image attached below;  
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Fig-27 

8. Accessing approval tab at officer level, user can access approval the same way we 
accessed for operator, as can be seen in the figure below: 

Fig-28 
 

9. On clicking approval tab user is directed to the screen with list of GPF Milaan cases that 
has been approved by the supervisor earlier.  

Fig-29 
 

10. Like earlier click on view button provided with the transaction id, as a result user is able 
to view the entire GPF Milaan pdf that we approved by supervisor, just below the grid.  
Along with two buttons at the bottom i.e.,  

 E-sign button: On clicking e-sign button, user can continue with E-signing the pdf 
and submitting to AG office for milaan. 

 Return button: On clicking return button, case is sent back to the source where 
it was initially created i.e. operator. 

Additional two buttons with the pdf viewer are provided to officer: 
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 Print button: In order to access printed copy of the GPF Milaan case user can click 

on print button.  

 Download button: In order to download the copy of case created user is provided 
with download button. 
 

11. On clicking E-sign button, user is pushed to next page for performing E-sign either by 

OTP or Biometric device, as can be seen in the image attached below;  

Fig-30 

12. Once the officer has successfully E-signed the document, again view the document as a 

result entire GPF Milaan pdf will be signed with the esign at the top of the page, as 

can be seen in the image attached below;  

 

 

 
 

 
 
 

 
 

 
 
 

 
 

 
 
 

 
 

 
 
 

 
Fig-31 
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13. At the bottom of the page officer is provided with submit button, for forwarding the 

case to the AG for further action. Finally click on submit button.  

Fig-32 

 
 


