
How to process project bills on Samarth? 

Creation of Project bills by the user assigned with rpms_pi role once the project is 

registered. 

 

1. Login using the credentials with the rpms_pi role and Click on Finance to go to see the 

Finance modules. 

 
 

 

2. Click on the Manage Vendor Bill Payment to go to the vendor bill tracking dashboard. 

 
 

 

 

 

 

 

 

 

 

 

 

 

 



3. Click on the Add new Project Bill in Manage Project Bill Section 

 
 

 

 

4. Click on the Add Bill button and then fill all the details according to the invoice provided 

by the vendor and then Click on Save Button. 

 

 
 



 

 
 

 



 
 

Projects: Select the project for which the bill needs to be raised. (Please ensure that the 

receipt breakup of the Sanction Orders has been created in the concerned project in the 

respective heads in which expenditure to be recorded in respect of the bill be created. 

 

Funding Agency: Select the funding agency of the project 

 

Budgetary FY: Select the budgetary financial year for which the expenditure to be 

recorded. 

 

Bill Approval Hierarchy Type: Select the “Bill Approval Hierarchy Type” according to 

which this bill goes to the verifiers, approvers and batch creator respectively. Bill 

approval hierarchy type can be configured in the Settings of Bill tracking System. 

  

Vendor: Select the vendor accordingly. 

 

Do you want vendors to verify the GST? 

If any user selects Yes here then an email (in which link to the bill to be mentioned) will 

go to the vendor and the vendor can check the details of the bill which is being processed 

for him accordingly. 

 

Type of Payment: 

● Advance Payment: If advance payment is being selected, then it means the 

user is processing the bill in which advance payment will be given to the 

selected vendor after approval. 



● Final Payment: If the final payment is being selected, it means the user is 

processing the bill in which the final payment will be given to the selected 

vendor after approval. 

Advance payments can also be adjusted. 

● Partial Payment: If the payment is to be done partially to the vendor then, 

Partial payment option can be selected here. 

 

Bill No: Invoice number/Bill number should be entered here in this field set. 

 

Bill date: Invoice date/Bill date can be entered here. 

 

Upload Bill (Scanned copy): Invoice/Bill copy should be uploaded here accordingly. 

 

Bill Amount without Tax: Bill Amount without tax (amount mentioned in the invoice 

excluded applicable GST) should be entered here. 

 

Applicable Taxes: Select the applicable taxes as mentioned in the invoice.  

 

Invoice amount: Invoice amount will be calculated as (Bill amount without Tax + 

Applicable tax) 

  

Applicable Deductions: Select the applicable deductions as per the laws. 

 

Remarks at the time of bill creation: The Bill creator can give the remarks at the time 

of bill creation. 

 

Last date of verification: The last date of verification can be selected for the verification 

by the vendor if you want vendors to verify the GST? can be selected as Yes. 

Then click on the Save button. 

5. Click on the view button or reference number of the invoice. 



 
6. Click on the Verify Bill Details button to verify the bill details 

 
 

 

 

 

 

 

 

 

 

 

 

 

 



7. Click on the  to perform the auto-recalculation. 

 
 

Fill in the Remarks, click on the declaration, and click on the Save button 

 

8. Click on the button. 

 
 

 

 

 

 

 

 



9. Click on the Manage Pending Bills to take action on the Vendor Bills pending with the 

user. 

 

Click on the reference number or the  to take action on the required Bill. 

 

10. Click on the button and then fill all 

the details according to the allocation of the budget and then Click on Forward the 

performa for verification Button 

 

  
 

 

 



 

 
 

Query Status: If the user is having any objection in any details of the bill then select the 

query status as Query Raised and send the bill back to previous user, if not then select 

the query status as No Query 

 

Whether the goods/services have been received as per the bill: If the goods/services 

received are according to the bill, select YES otherwise select NO and mention the reason 

of the difference. 

 

Procedure of Procurement: Select the mode of payment configured in the settings, 

through which the procurement took place. 

 

Details of Stock: Mention the details of the stock which are received in the bill 

 

Budget Category: Select the Budget Category in which the budget has been allocated. 

 

Budget Head: Select the Budget Category in which the budget has been allocated. 



 

Amount Recommended For Payment(Rs.): Amount of the bill required to be paid to 

the vendor. 

 

Diary Number: Mention the diary number in which the department made an entry when 

received this bill. 

 

Diary Date: Mention the diary date on which the department made an entry when 

received this bill. 

 

Remarks by Department: Put the remarks or additional details required to be 

mentioned. 

 

Then click on the Forward the Proforma For Verification button. 

 

Login using the administrative user credentials with the role of vendor_verifier and Click on 

Finance to go to see the Finance modules. 

 

 

1. Click on the reference number or the  to take action on the required Bill. 

 

 

 

 



2. Click on the    button and fill in all the details 

 
3. Fill in the following details: 

 

Condition 1: If the Status is selected as NO Query, then fill in the Remarks and click on the 

Submit button after checking on the check box of declaration 

 
 

 

 



Condition II:  If the Status is selected as Query Raised 

 

4. Remarks: Put the Remarks in the Remarks column 

 

5. Return To: Select the user to whom the bill is required to be returned back 

 

6. Clarification Status: Select the required option whether only clarification is required or 

any upload is also required along with the clarification, and Click on the Submit button. 

 

7.  Login using the administrative user credentials with the role of vendor_dealing_assistant 

(Vendor Approver) and Click on Finance and then on Manage Vendor Bill Payment in 

the Bill Tracking card. 

 
 

Perform the above Steps by all the users who are mapped in the hierarchy as the bill 

verifiers. (Vendor_Verifiers) 

 

 

 



8. Click on the reference number or the  to take action on the required Bill on Manage 

Pending Bills in the Project Bill section. 

 

9. Click on the button 

 

 

 



Select the Objection Status as No Query, put the remarks, and click on the submit button after 

clicking on the declaration. 

 

Follow the same procedure by all the users mapped as vendor_dealing_assistant (Bill Approver) 

 

Login using the administrative user credentials with the role of vendor_batch_creator and Click 

on Finance and then on Manage Vendor Bill Payment in the Bill Tracking card. 

 

 

 

 



2. Select the bills by clicking on  for which the batch needs to be created for payment and 

click on Batch List Generation 

 
 

 

3.  Select the Mode of Payment and Bank Account through which the payment needs to be 

recorded and click on Proceed 

 

 



4. Click on the batch and then click on Bulk Payment. 

 

5.  Fill in the Cheque details and click on Submit 

 

 
 

 

How to record payment of the deductions? 

 
1. Login using the administrative user credentials with the role of vendor_batch_creator and 

Click on Finance and then on Reports in the Bill Tracking card. 

 

 



 

2. Click on the View button of Cheque Process for Project Deductions for payment of Project 

deduction 

 
 

 

3.  Select the deduction and the time period for which payment needs to be done and click on 

Submit Button 

 

 

 



 
 

4. Select all the bills required to be paid and click on the button 

 

 
 

5. Fill in the details of the cheque and select whether the payment is required to be paid to the 

vendor or concerned authorities. 

 

 

 



 
 

 

● Name on Cheque: Enter the name that should appear on the cheque. 

 

● University Bank Account: Select the Bank Account from which the deduction payment 

will be recorded. 

 

● Cheque No: Provide the Cheque Number. 

 

● Cheque Date: Select the Cheque Date 

 

● Is the Payment to be made to the Vendor: Indicate whether the payment is to be made to 

the government authorities or the vendor. If the payment is to the vendor, select the 

appropriate vendor. 

 

● Enter the Remarks and click the Proceed Button. 

 

By following these steps, the user can record the payment of the deductions. 

 


