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BROAD IDEA ABOUT IFS APPLICATIONS. 

 

 The activities of APTRANSCO can be divided broadly in „ 6 „ ( SIX) modules for 

implementations of  ERP _ Ifs Applications in APTRANSCO. They are  

1. Distribution module. 

2. Enterprise Asset Management Module. 

3. Engineer to order and project delivery. 

4. Finance Module. 

5. H R M S. (introduced subsequently) 

6. Payroll module (introduced subsequently) 

1. DISTRIBUTION MODULE: This module deals with the Material Management. 

Procurement of Material and Utilization.  

2. ENTERPRISE ASSET MANAGEMENT: This Module deal with the Maintenance 

activities i.e. O & M works such as maintenance of S.S and Lines. 

3. ENGINEER TO ORDER AND PROJECT DELIVERY : This module deals with 

the project works. I.e. Capital works such as Construction of new S.S, erecting lines 

and improvements works. 

4. FINANCE MODULE:  This module deals with the Accounting of all the above three 

modules. 

5. H R M S : This module deals with the maintenance of employees details and 

sanctions relating to employees payments. 

6.       Pay Roll: This module deals with the processing of pay bills.   

TRANSCTIONS IN APTRANSCO : - 

The transaction related to Finance in AP Transco can be classified as follows: 

1) Transactions related to Employees. 

2) Transactions related to contractors/suppliers. 

3) Transactions related to Lenders. 

4) Transactions related to Fixed Assets. 

5) Transactions related to Customers. 

6) Transactions related to Services. 

7) Transactions related to compilation of Final Accounts. 

8) Transactions related to others. 

I) Employee transactions:  It includes mostly the following items. 

 1) Pay bills, T.A. Bills, G.P.F., Loans and Advances, Remittances to outside agencies 
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II)  Contract works:  It includes mostly following items: 

1) Work bills, Refund of SD, EMD retentions and penalties. 

2) Advance payment 

 Material procurement:  It includes mostly the following items. 

1) Supplier invoices, Refund of SD, EMD retentions and penalties, Advance   

payment. 

III) Lenders:  It covers the following items. 

1) Receipt  and repayment of loans. 

2) Interest payments. 

IV) Fixed Assets:  It includes the following items. 

1) Capitalization of CWIP, Depreciation, Scrapping, Sale and Transfer of 

Assets. 

V)  Final Accounts:  It includes the following.  

   1)   Creation of provisions to OSL. 

1) Consolidation of all units Trial Balances. 

2) Preparation of Final Accounts. 

VI) Customers:   it covers the following transactions. 

   1) Transmission charges. 

   2) SLDC charges. 

   3) Open Access charges. 

                                   4)  Sale of scrap and material. 

VII) Services:  Telephone bills, vehicle bills, postage, telegram, rent, other professional 

services.  Mostly transactions related to Administration & General Expenses. 

VIII) Others:  Temporary advances, Imprests, Accounting of Miscellaneous receipts 

such as tender specification, Interest receipt, etc.  
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1)     Passing of Salary / Pay Bills in IFS Applications.: After introduction of HR 

and Pay roll Modules  the pay bill process is automated in the PAYROLL exe,.  The pay 

bill process activity is detailed in the PAYROLL module manual.  In the absence of the 

PAYROLL ie., before introducing of PayRoll the following methodology was used to be 

followed. 

Prepare a Pay Bill as usual in MS. Excel with allocations. 

PATH: Accounting Rules -Voucher – Voucher Entry. Open the Voucher Entry screen.  

The screen will be as follows. Voucher Entry is nothing but Journal Entry. As the pay 

roll package is not taken from IFS Application, we have to account for Employee cost 

bills through this screen (Voucher Entry). 

 

STEPS 

1. Click on new or Press „ F5‟ 

2. Enter the voucher date in voucher Date Field. 

3. Give Voucher Text as follows; 

“Pay Bill of -------------------- for the period / Month---------------------------- 

Now the screen will be appear as follows. 
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4. Go to the line items clicks on New. 

5. Enter the Account Number in the column of Account or select it from LOV, Enter 

the Amount in Amount column with positive sign for Debit Accounts. One separate 

line is to be taken for each and every account as per allocation of Expenditure. To 

go to the next line we have to click on New on completion of data entry in first line. 

We can see the total Gross Amount in the Header of Voucher Entry Screen in          

“Balance” Field after entering all Debit Amounts. 

6. After entering all Debit entries, now we have to enter the recoveries (i.e. Credits) in 

the same screen by selecting separate new line for each and every recovery. Here 

amount should be given with Negative „Sign‟. While entering the recoveries related 

to Out side Agencies we should select the code part (Code I) from LOV related to 

the recovery in the Column of “Code I”. For this purpose, the code pats should have 

been already created in the System agency wise for all the recoveries payable to 

outside Agencies. 

7. After entering all Debit and Credit amounts, the Net Amount Payable to the Staff/ 

Employee will appear in the “Balance” Field of Header Items in Voucher Entry 

Screen. 

8. The Balance Amount payable to the Staff / Employee is to be taken in a separate line 

by selecting A/c. No. 044.300 in Account column of line Item, and the amount should 

be given in Negative Sign. After entering the net payable amount, the amount in 

Balance Field of header items becomes “Zero”. Now the screen will be appeared as 

follows. 
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9. Finally we have to click on save button or Press „F12‟. Before saving we have to 

ensure that the amount shown in balance Field of Header Items should be Zero. 

10. On Clicking the Save Button the systems will generate a Voucher which is  „M‟ 

Type Voucher.    

Now the screen will be appeared as follows. 

 

11. We can take a print of Voucher Report by doing the following steps. 

a) Do RMB on the Header of Voucher Entry. 
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b) Click on Voucher Report. 

 

c) Click on preview ( We can view the report)  

 

d) Click on printer Icon on preview Screen. 

e) Then we will get the Report. 

12. The Report so obtained shall be attached to the Pay Bill prepared in MS. Excel duly 

obtaining the signature of Competent Authority. 
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2).      PAYMENT OF EMPLOYEE BILLS : After introduction of HR and Pay roll 

Modules  the pay bill payment is automated in the PAYROLL exe, the pay bill payment 

process is detailed in the PAYROLL module manual.  In the absence of the PAYROLL ie., 

before introducing of PayRoll the following methodology was used to be followed for 

making PayBill related payments. 

 PAY BILLS: After Passing the pay Bill through Voucher entry Screen, we have to 

make the payment of Bill in IFS Applications as follows: 

PATH : Payment / Cash Books / Mixed Payment / Mixed Payment 

1) Open the Mixed Payment Screen and Click on General Tab. The screen will be 

appeared as follows. 

 

2) Click on New or press “ F5” 

3) Select “Drawing A/c”. in the Field of Cash Account from LOV or press „F8‟                  

( LOV stands for list of values) 

4) Enter the payment Date, if you are doing past data, otherwise System will adopt 

System Date automatically. 

5) Give text in Text Field. Now the screen will be appeared as follows. 
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6) Go to the Transaction Tab. 

7) Click on New. 

8) Select the “Direct Cash Payment” in mixed payment transaction type column. 

9) Give Account No. “044.300” in Account column for the transactions already 

entered in Voucher Entry Screen. 

10) Give Net Amount payable in Amount column with “Negative” Sign. 

11) Give Cheque No. Date, and Bank Name in the respective columns. 

12) Give TAX code as „N‟ in the “TAX code” column. Now the screen will be 

appeared as follows. 

 

13) Click on Save or press “F12” 

14) Now the transaction will be in “ Not  Approved status ” 



IFS Applications Finance Module Activity Wise Course Material 

 11 

 

15) Go to the General Tab, Do RMB on the Right hand side of screen. 

 

16) Click on Approve. Now the System generates „N‟ Type Voucher. The screen will 

be as follows. 

 

We can view the Voucher Report as follows; 

1. Do RMB on the Right hand side of General Tab Screen. 

2. Click on Voucher Report. 

3. Click on Preview. Then system will display the preview. 

        To have a print, click on printer Icon of Preview screen. The printed Report should be 

attached to the passed Bill duly obtaining signature of Competent Authority. 
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II. TA BILLS, GPF, LOANS & ADVANCES, REMITTANCES TO OUTSIDE 

AGENCIES:- 

 We have to adopt same procedure as is done for payment of Pay bill except 

following. 

        1.We have to assign Account No. related to the Expenditure Head only in Account 

Column. 

        2. We have to attach code part related to recovery for remittance of outside Agencies 

in the   “CODE  I” Column duly selecting from LOV. 

 While making payment of Employee related items, the following points should be 

kept in view. 

 In day to day transactions we may come across to make so many payments through 

single cheque. Thus the payments against a single cheque may attract different chart of 

Accounts and code parts. In such case we have to enter the data as follows: 

1) Repeat the step numbers 1 to 8  as explained in payment of emplyee bills. 

2) Give the amount of cheque in amount column with Negative sign. 

3) Give cheque No., Date and Bank Name in respective columns. 

4) Now select the line, DO RMB and Click on “ Manual Posting” as shown in the 

below screen. 
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5) System will drag on you to the other small window called Manual posting 

window. 

 

6) Enter the Account No. Amount and Code part wherever it is necessary. Here we 

have to enter the amount with positive sign with related account. After entering 

all the transactions, the Balance field of manual posting window become “ Zero”. 

We have to ensure that this should be „ Zero ‟ . 

 

7) Click on OK of small Window. 

8) Now repeat the step Nos. 13 to 16  as explained in payment of employee bills. 
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CONTRACTOR / SUPPLIERS: 

Supply / Work Bills: - There are two types of work / Supply Bills. They are  

1. Work / Supply Bills against purchase orders / Agreements. 

2. Work / Supply Bills without  purchase orders / Agreements 

Passing of Work / Supply Bills against Purchase Order: 

PATH: - Invoice / Supplier Invoice / Supplier Invoice Entry. 

1) Open the Supplier invoice Entry Screen. The screen will be as follows. 

 

2) Click on New or Press „ F5‟ 

3) Select the purchase order ( PO ) from list of value ( LOV) or press “F8” when 

the cursor is in P.O. Field. 

4) Select the Invoice ID from LOV. 

5) Select the Authorizer from LOV.(As per the Expenditure Head) 

6) Do RMB on the Header of supplier invoice entry screen click on Match receipts 

Gate purchase.  
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Now the System will drag on you to the new screen i.e. Post from purchase 

order. Where user can find the details of Works / Material executed by the 

Contractor / Supplier. If this information matches with the document i.e. Supplier 

Invoice (Hard Copy), then click on OK. 
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7) Now IFS Application generates the entries in the Posting Information Window. 

8) Bring the Cursor at rows of line information Window and Click on “New or 

Press „F5‟ or Double click. 

9) Value of Balance Field in posting information window is to be entered in Gross 

Amount field of Line Information Window. The amount entered in line 

information window is what we would credit to supplier / contractor. Check that 

the Balance field in posting information window shows “0” value. 

10)  Click on save or press „F12‟. Now the status of Invoice will be Preliminary. 

 

11) At this stage we have to effect Deductions if any as follows. 

a) Click on the Deduction Applicable Check Box on the Header and Save. 

b) Select the row of line information Window. 

c) Do RMB, Click on Deductions.  



IFS Applications Finance Module Activity Wise Course Material 

 17 

 

The system will drag on you to the Tax Deduction Details Screen. 

 

d) Click on New or F5. 

e) Give the actual deduction amount in Taxable Amount, Select TDS type 

from LOV, Click on save. If there is more than one deduction, then we 

have to take the number of lines based on deductions. To get new line we 

have to click on New on completion of data entry in previous line. 
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Now the screen will be as follows. 

 

12) Now go to Invoice Entry Screen, refresh it, and check up the net amount payable 

with the amount shown in net of TDS Field. 

13) Check up the voucher Date Field. 

14)  If the Invoice is „OK‟ in all aspects, Do RMB on the Header, click on Post 

Invoice. 
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15)  Now the system will generate „I‟ type Voucher. 

16)  System will automatically generate another one Invoice with prefix „TDS”. 

17)  Now the status of Invoice will be “Partly paid Posted ” . 

 

 We can view and get Voucher Report by doing following steps. 

a) Do RMB on the Right Hand side of Invoice entry Screen. 

b) Click on Voucher Report. 

c) Click on preview, the system will display the preview. 

  To have a print, click on printer Icon of preview Screen. The report so 

obtained shall be attached to the Work Bill / Supplier Invoice duly obtaining 

signatures of Competent Authority. 
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PASSING SUPPLY/ WORK BILL WITHOUT PO:-  

PATH: - Invoice / Supplier Invoice/ Supplier Invoice Entry 

1) Open the supplier Invoice entry Screen. 

2) Click on New or Press “F5” 

3) Select the Supplier ID from LOV or Press F8. 

4) Enter the „Invoice No‟ in Invoice Identity Field as per Hard copy. 

5) Select Authorizer from LOV or press „F8 ‟.(As per Exp.Head) 

6) Go to the line information Window click on New or press „F5‟. 

7) Enter the Tax code as „N‟. 

8) Give the Gross Bill amount in Gross Amount Field. 

9) Go to the posting Information Window. 

10)  Enter the Account Number, amount, W.O... No. , code parts wherever it is 

necessary. 

11)  If the total bill amount attracts difference chart of Accounts and code parts, we 

have create new lines by clicking on “ New” based the Allocation of Expenditure. 

12) After entering the data in posting information window, the Balance field of this 

Window should become „ZERO‟. 

13)  Click on save or press “F12”. Now the Invoice will be preliminary status. 

 

14)  Now repeat the step numbers 11 to 17 as explained for the Invoice against Pos . 
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AUTHORIZE SUPPLIER INVOICES FOR PAYMENT: 

PATH: - Invoice / Supplier Invoice / supplier Invoice Entry. 

1) Open the supplier Invoice Entry screen. 

2) Select the Invoice to be authorized using query dialogue Box or Press” F3”. 

3) Do RMB on the header of Invoice entry Screen. 

4) Click on Installment plan and Discount. 

 

5) Then the System will drag on  to the another Window called Supplier Invoice 

Installment plan and Discounts. 

6) Click on Check Box of Authorized. 

 

7) Click on OK. 
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8) Now the Invoice will be in Posted Authorized status. 
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PAYMENT AGAINST SUPPLIER INVOICE:-  

PATH : - Payment / Cash Book / Mixed Payment / Mixed Payment 

1) Click on New or press „ F5‟ in general TAB 

2) Select cash Account “ Drawing Account” from LOV or press „ F8‟ 

3) Give voucher text as payment made to M/s……….. against P.O…... Now the 

screen will be as follows. 

 

4) Go to transaction TAB, Click on New. 

5) Select the “Enter supplier Payment” in mixed payment transaction Type 

column. 

6) Select the payer / payee ID from LOV or press „ F8 ‟ 

7) Put amount „ZERO‟ in Amount column. 

8) Click on Save. 

9) Select the line, Do RMB, Click on Match Payment. 
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10)  Then the System will drag on to another Window called “Select Batch of 

Invoices”. 

 

11)  Click on populate or press „F7‟. 
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12)  Then system will display all the passed and authorized invoices of selected 

supplier. 

 

13)   Select the Invoice / Invoices against which payment is to be made using control 

button if necessary. 

14)  Click on OK 

15)  Then system will drag on to the “Matching” Screen. 

 

16)  Copy the amount shown in “Rem amount in Acc cur” Field Click on OK. 
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17)  Then paste the amount with a negative sign in the amount field of line. 

18)  Click on Save or press „F12‟. 

19)  Now the transaction will be in Not Approved Status. 

20)  To approve the transaction go to general Tab, Do RMB on the Right hand Side 

of Screen, Click on approve. 

 

21)   Now the system will generate „N‟ type of Voucher. 

We can view and get printed Voucher Report by doing following steps. 

a) Do RMB on the Right hand side of General Tab Screen. 

b) Click on voucher Report. 

c) Click on preview. 

d) Now system will display the preview screen .To have a print, Click on 

printer Icon on preview Screen. The report so obtained shall be attached 

to the passed invoice duly obtaining signature of Competent Authority. 
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SUPPLIER ADVANCE PAYMENTS:-  

PATH : - Payment / Manual Payment / Supplier Payment / Supplier Payment. 

 

1) Click on New or Press „F5‟ in General TAB and Check up the payment Date. 

2) Select the Cash account “Drawing Account” from LOV. 

3) Enter cheque Number 

4) Go to the line Items and click on New or Press „F5‟. 

5) Enter the amount to be paid to the supplier in payment Amount column. Here 

there is no need to assign any sign. As the screen itself is supplier payment. Now 

the screen will be appear as follows. 
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6) Now go to the transaction tab. 

7) Click New or press „F5‟ 

8) Click on New Payment on Account check Box. 

9) In the Identity Field, Select the SupplierID to whom Advance payment is to be 

made. 

10) In the amount Field enter the amount. Here no need to assign and sign. 

11)  Now check up the amount on “Total Balance in Account Currency”. It should 

be “Zero”. 

 

12)  Click on Save or press „F12‟. 

13)  Now the system will generate „U‟ Type of Voucher.  

We can view and get printed Voucher Report by doing following steps. 

a)   Do RMB on the Right hand side of General Tab Screen. 

                        b)   Click on voucher Report. 

d)  Click on preview. 

e) Now system will display the preview screen .To have a print, Click on 

printer Icon on preview Screen. The report so obtained shall be attached 

to the passed invoice duly obtaining signature of Competent Authority. 
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CLEARANCE OF ADVANCE  PAYMENT  ( SUPPLIER OFFSET) 

 To clear the Advance payment, at first instance we have to process the supplier 

Invoice as explained in passing of supplier Bill.  

 After processing Invoice the following steps is to be carried out for clearance of 

Advance payment. 

PATH :- Payment  / Manual Payment / Supplier Payment/ Supplier offset. 

 

1) Click on New or press „ F5‟ 

2) Enter the payment date in general TAB 

 

3) Go to Transaction TAB, Do RMB on the empty row click on select Batch. 
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4) Then system will drag on to the window called select batch of Invoices. On clicking 

the populate button of this screen, the system will display all the Advance 

payments and pending supplier invoices. 

 

5) Query with the supplier ID. Then system will display the invoices of selected 

supplier. 
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6) Select the Advance payment row and supplier Invoice which we want to set off. 

Click on OK. 

 

7) Then selected rows will be carried out by the system in transaction rows. Check 

the remaining amount Field should be “ZERO‟. Here in the transaction TAB 

window, there is an option to edit the invoice open amount as well advance paid 

amount in “Amount in Pay curr column”. So that we can adjust either actual 

invoice amount or advance paid amount to pair off the advance payment to the 

extent of invoice passed or advance paid as the case may be. 
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8) Click on Save or Press „F12‟. Then the system will generate „U‟ Type Voucher. 

We can view and get printed Voucher Report by doing following steps. 

a)  Go to Voucher Entry screen, Query with the voucher No and Voucher 

Type 

b)    Do RMB on the Right hand side of Voucher Entry Screen. 

c) Click on voucher Report. 

d) Click on preview. 

e) Now system will display the preview screen .To have a print, Click on 

printer Icon on preview Screen. The report so obtained shall be attached 

to the passed invoice duly obtaining signature of Competent Authority. 
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REFUND OF SD, RETENTION AND PENALTIES RECOVERED FROM THE 

SUPPLIER/ CONTRACTOR INVOICE:- 

   You are aware that the system will generate a separate Invoice for the deductions 

effected while processing Supplier Invoice. This Invoice No. will be original Invoice No with 

prefix as TDS. 

   We have to follow the following steps while refund of SD, retention and penalties 

recovered from the Supplier Invoice. 

 PATH: - Invoice/ Supplier Invoices/ TDS Reversal entry. The screen will be appearing as 

follows. 

 

1) Click on Populate or Press “F2”. The system will display all the deduction 

particulars made earlier through the Supplier Invoice Entry. 

2) Query with the company ID by using query dialogue Box or “F3”. Then system 

will display all the deduction particulars made earlier through the Supplier 

Invoice Entry related to selected company. The screen will be as follows. 
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3) Now select the row of particular deduction which is going to be refunded, Do 

RMB click on Create Reverse Deduction Entry. 
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4) Now the system will drag on to another small window called “Reverse Invoice 

Creation”. In this screen the user has to assign invoice number (new invoice will 

be created by the system for refund). While assigning the invoice number, the 

user has to assign the new number so that he could recollect the invoice number 

very easily. For instance to refund the Retention amount against PO. No.3629, if 

user assigns new invoice number as “3629-RM (CAP)”, it will be easy to the user 

to recollect the invoice number. 

5) Select the authorizer from List Button. Here authorizer should be the authorizer 

which was selected while processing main supplier invoice. 

6) Select the user group from List Button. Now the screen will be appeared as 

follows. 

 

7) Click on ok. Then the system will create one new invoice with number as     

“3629-RM(CAP)”  which will be in posted status. We can notice this invoice 

number in the column of Reversal Invoice ID. Here the system has reversed the 

earlier deduction by debiting the retention account and crediting supplier 

account. 
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8) Now go the Supplier Invoice Entry screen (Invoice/Supplier Invoice / Supplier 

Invoice Entry). Query with the invoice number. Then system will display the 

Refund invoice which is in posted status. 
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9) Now we have to authorize this invoice to make payment duly following the steps 

explained in “AUTHORIZE SUPPLIER INVOICES FOR PAYMENT”. 

10) Now we have to make payment against this invoice duly following the steps 

explained in “Payment against supplier Invoice”. 

11) If there are any other deductions to be made from refund of S.D, Retention and 

Penalties, we can deduct the same by following the  deduction steps explained in 

“Passing of Work / Supply Bills against Purchase Order”(supplier Invoice 

processing vide step No.11 and 12.). 

12) Now Go to Invoice/Supplier Invoice/TDS/Tax Invoice. The screen will be as 

follows. 

 

 

13) Select the row of invoice, DO RMB click on “Post Deductions”. 
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14) Now the system will drag on to another small window called “TDS Invoice Date” 

where we have to click on Ok. The system will give message as TDS Invoice ID. 

 

 

15) Now the system will effect the deductions by creating one new TDS Invoice for 

fresh recovery and the open amount against the refund invoice will be reduced 

to that extent and we can make the payment of balance amount duly following 

the steps explained in “Payment against supplier Invoice”. 

 

We can view and get printed Voucher Report by doing following steps. 

a)  Go to Voucher Entry screen, Query with the voucher No and Voucher 

Type 

b)    Do RMB on the Right hand side of Voucher Entry Screen. 

f) Click on voucher Report. 

g) Click on preview. 

Now system will display the preview screen .To have a print, Click on printer Icon 

on preview Screen. The report so obtained shall be attached to the passed invoice duly 

obtaining signature of Competent Authority. 
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REMITTANCE OF TDS AMOUNTS (IT,VAT, ENTRY TAX ETC.,) TO THE 

CONCERNED STATUTORY AUTHORITY :- 

   You are aware that the system will generate a separate Invoice for the deductions 

effected while processing Supplier Invoice. This Invoice No. will be original Invoice No with 

prefix on TDS. 

   We have to follow the following steps for remittance of TDS amounts the concerned 

authorities. 

 PATH : - Payment / Manual Payment / Supplier Payment / Supplier Payment. The Screen 

will be as follows. 

 

1) Click on New or Press „F5‟ in general TAB, verify the date. 

2) Select the cash Account “Drawing Account” from LOV or F8. 

3) Enter the Cheque Number. 

4) Go to the Line items and click on New or press „F5‟. 

5) Put the Amount as “ZERO‟ in payment amount column. 

6) Select the line, Do RMB and click on select TDS Batch. 
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7) System will drag on to another window called “Select TDS Batch”. 
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8) Enter the payment cut off date. 

9) Enter the payment to Field by selecting from the list Button i.e. IT, WCT 

etc.,(046.924, 046.926 etc.) 

10)  Click on Populate. Then system will display all the deductions made from the 

supplier Invoices (TDS Invoices). From this list we have to select the TDS 

Invoice/Invoices which is going to be refunded using query dialogue Box or using 

control Key. 

 

11) Click on OK. 

12) Then system will copy the amount to the payment Balance column. 

13)  Enter the amount shown in payment Balance column in payment amount 

column. Ensure that the payment Balance column should become “ZERO”. 
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14)  Clicks on SAVE; Now System will generate a “U” Type Voucher. 

We can view and get printed Voucher Report by doing following steps. 

a. Do RMB on the Right hand side of General Tab Screen. 

b. Click on voucher Report. 

c. Click on preview. 

d. Now system will display the preview screen .To have a print, Click on 

printer Icon on preview Screen. The report so obtained shall be attached 

to the passed invoice duly obtaining signature of Competent Authority. 
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CANCELLATION OF INVOICE:-  

 In IFS Applications, the states of the Invoice are „ 5‟ five types. They are  

1) Preliminary 

2) Posted  

3) Posted authorized 

4) Partly paid and posted 

5) Paid posted 

The cancellation of Invoice depends upon the status of Invoice.  

Preliminary, posted and posted authorized :-  when the Invoice is in preliminary , posted 

and posted authorized status you are aware that  “NO PAYMENT” made against the 

Invoice. Hence, cancellation of the Invoice which is in these statuses is easier. 

PATH: - Invoice / Supplier Invoice/ Supplier invoice Entry 

1) Select the Invoice which you want to cancel using query dialogue Box or press “F3”. 

 

2) Do RMB on the header of Invoice at right hand side, move the cursor to the copy 

and cancel and click on cancel Invoice. 
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3) The system will cancel the Invoice which is in these status. The Invoice will 

disappear from the screen. 
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PARTLY PAID AND PAID POSTED STATUS 

These statuses imply that there are certain payments already made against the 

Invoice. If we want to cancel this type of Invoice first we have to cancel the payments and 

then Invoice. 
 

Cancellation of Payments against Invoice:- 

PATH: - Payment / AP queries and Reports / Query Supplier Invoice. 

 

1) Click on query Dialogue Box or Press „ F3‟  

2) Select the Supplier ID from list. 

3) Click on OK.  
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4) The system will display all the Invoices pertains to the selected supplier. 

5) Select the TDS Invoice which you want to cancel. 

6) Do RMB click on payments per invoice.  

 

7) The System will drag on to another window where we can find the payment details 

against the selected Invoice. 
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8) Copy the payment ID from payment details screen. 

9) Now go to the payment / Manual Payment / Supplier payment / Supplier Roll 

Back. 

10) Now query with the payment ID which is copied from payment details screen. 

 

11) Now the system will display the payment details in the line. 

12)  Do RMB on the line, click on “Roll Back complete payment”. 

 

13)  Now the system will cancel the payments and Invoice status will become to the 

Posted Authorized / Posted status. 

14)  Now we can cancel the Invoice through Invoice Entry Screen by following three 

steps explained in cancellation of Invoice which is in preliminary / Posted status. 
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CASH BOOKS:-  

  In IFS Applications separate cash books are identified for Drawing Account, 

Receipt Account, Temporary Advances, Permanent Imprest and LOC also. Each and every 

Temporary Advance holder will have a separate cash Book to account for the amounts 

opened through all temporary Advances in his favour. All these cash Books will be 

operated by the Finance wing only. 

CREATION OF CASH ACCOUNT 

Cash Account is nothing but cash book. In IFS cash book is called as cash Account. 

For creation of cash Account we have to follow following steps. 

PATH: - Payment / Cash Book / Cash Book Basic Data /  Cash Accounts. 

 

1) Click on New or Press „F5‟. 

2) Enter the Cash Book Name (Drawing, Receipt, T- Advance, …..) in the 

column of short name. 

3)  Select payment Institute from LOV or press „F8‟ for Drawing and receipt 

Account payment institute will be Bank Name.For Temporary Advance and 

Imprest payment institute will be Temporary advance and imprest as the 

case may be. 

4) Enter the Account Number 
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For Drawing & Receipt Accounts the account number will be the 

number assigned by Banker. For others the account number will be either 

running Sl.No. or Name of the account holder. 

5) Give Description in Description column. 

6) Select Detailed in Balance method Column using Drop down button. 

7) Click on save or press „F12‟  

8) On doing the above steps one new cash account is created in IFS 

Applications. 

 

After creation of Cash Account, we have to attach the Chart of Account 

related to cash Account with the help of posting controls. Unless and until, posting 

controls, are made we could not operate cash Account. The following are the steps 

for attaching posting control to cash Account. 
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PATH: - Accounting Rules / Rules / Posting Controls 

 

1) Click on Populate or press „F2‟ then system will display all the posting 

controls. 
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2) Select posting control „PP1‟ either with the help of query Dialogue Box or by 

scrolling the screen. Posting Control „PP1‟ is related to cash transactions.  

3) Do RMB click on Details. 

 

4) Click on New or press „F5‟. 

5) Select the Cash Account from LOV to which posting control is to be made. 

6) Select Account Number in the account column through LOV. 

7) The following are the chart of Account related to cash Account. 

CASH Account Chart of Account 

Drawing A/c SBH 24.401 

Drawing A/c SBI 24.402 

Drawing A/c AB 24.403 

Receipt A/c 24.300 

For all Banks 

Temporory Advances 24.220 

Imprest 24.210 

Chitta 24.110 
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8) Give valid from and valid until dates. 

 

9) Click on save or press „F12‟. 
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OPENING OF TEMPORORY ADAVANCE AND IMPREST:-  

 To open a Temporary Advance, there should be a cash Account in the name of 

employee against whom Temporary Advance is required to be opened. If there is no cash 

Account against the particular employee, first we have to create Cash Account in his 

favour duly following the steps as explained in creation of cash Account. 

 To open a Imprest, there should be Imprest cash Account. 

STEPS: 

PATH:-  Payment/Cash Book / Mixed Payment / Mixed Payment. 

 

1) Click on New or press „F5‟ in General TAB. 

2) Select the Cash Account as Drawing A/c. from LOV or press „F8‟. 

3) Check up the payment Date. 

4) Give text as opening of Temporary Advance in Favour of 

………………..towards………………….. 

5) Go to Bank to Banks transfer items, Enter the Company Code / Unit Code. 

 



IFS Applications Finance Module Activity Wise Course Material 

 54 

6) Select the short name ( Cash Account ) from LOV as Temporary Advance 

account ( Here we have to select the Temporary Advance Cash A/c.of 

employee against whom Temporary Advance is required to be opened. If it is 

Imprest, we have to select the imprest cash Account. 

7) Enter Voucher Type „N‟. 

 

8) Go to transaction TAB click on NEW or press „F5‟. 

9) Select „Direct Cash Payment‟ in mixed payment transaction type column. 

10) Enter the amount of temporary Advance with Negative sign in Amount 

column. 

11) Enter the TAX code as „N‟. 

12) Enter the Account No. “034.00”. Here we have to observe that the account 

number „034.000‟ is to be used for all the transactions which are routed 

through „Bank to Bank Transfer‟. 

13) Enter cheque No. Date and Bank Name. 
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14) Click on save or press „F12‟. 

15) Now the transactions will be in “Not Approved” status. 
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16) To approve, Go to general TAB, Do RMB on the Right hand Side and click 

on „Approve.‟ 

 

17) Now the system will generate two „N‟ type Vouchers. One is for Drawing 

Account and another one is for Temporary Advance Account. 
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We can view and get printed Voucher Report by doing following steps. 

a) Do RMB on the Right hand side of General Tab Screen. 

b) Click on voucher Report. 

c) Click on preview. 

d) Now system will display the preview screen .To have a print, Click on 

printer Icon on preview Screen. The report so obtained shall be attached 

to the passed invoice duly obtaining signature of Competent Authority. 
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CLOSING OF TEMPORARY ADVANCE AND IMPREST:-  

PATH :- Payment / Cash Bank / Mixed Payment / Mixed Payment. 

 

1) Click on New or press „F5‟ 

2) Select cash Account from LOV or „F8” as Temporary Advance / Imprest as the 

case may be 

3) Check up the payment date. It should be the date of closing of T.A / Imprest. 

4) Give text as closing of T.A / Imprest opened in favour of….. Vide cheque No. 
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5) Go to the Transaction TAB click on new or press „F8‟. 

6) Select Direct cash payment in Mixed payment transaction type through Drop 

down button. 

7) Give closed amount with negative sign in amount column. Here we have to 

enter the amount of Temporary Advance / Imprest closed. Unspent amount is 

to be accounted for separately. 

8) Enter the Tax Code as „N‟ 

9) Give Account Number against which Temporary Advance / Permanent 

Imprest is closed. 

10) Give code part such as work under number, project ID and project activity ID 

etc. wherever it is necessary. 
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11) Click on save or press‟F12‟. Now the transaction will be in Not Approved 

status. 

 

18) To approve Go to general TAB, Do RMB on the Right hand Side and click 

on „Approve.‟ 
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12) Now the system will generate „N‟ Type of Voucher. 

 

We can view and get printed Voucher Report by doing following steps. 

a) Do RMB on the Right hand side of General Tab Screen. 

b) Click on voucher Report. 

c) Click on preview. 

d) Now system will display the preview screen .To have a print, Click on 

printer Icon on preview Screen. The report so obtained shall be attached to 

the passed invoice duly obtaining signature of Competent Authority. 
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ACCOUNTING OF UNSPENT AMOUNT 

 In certain transactions, we may come across with the transactions like unspent 

amount. This situation arises, when a Temporary Advance / Imprest holder could not spent 

entire amount what is given to him. In certain units, the unspent amount is being remitted 

in Receipt Account and in some units this unspent amount is used in Chitta. 

 As per rules in vogue, the unspent amount should be remitted in Receipt A/c. only. 

The following steps are required to be followed to account for this amount in IFS 

applications.  

PATH: - Payment / Cash Book / Mixed Payment / Mixed Payment. 

 

1) Click on new or Press „F5‟. 

2) Select cash accounts Temporary Advance/ Imprest from LOV against which 

unspent amount is received. 

3) Check up the payment date. It should be date of closing or date of remittance 

in to Receipt A/c. 
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4) Give text as : Unspent Temporary Advance / Imprest amount received / 

remitted in receipt A/c.  by …………..opened vide cheque No………….. 

5) Go to Bank to Bank Transfer. Enter Company Code  / Unit Code 

6) Select Receipt A/c. if unspent amount remitted in Receipt A/c. or as “chitta” 

if unspent amount taken is Chitta in Short name field. 

7) Enter voucher Type „N‟. 

 

8) Go to transaction TAB click on New. 

9) Select Direct cash Payment in Mixed Payment transaction type field through 

Drop down button. 

10) Enter the unspent amount in amount column with negative sign. 

11) Enter the Account Number as „034.000” in Account column. 

12) Enter TAX code as „N‟. 
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13) Click on save or press „F12‟. 

14) Now the transactions will be in “Not Approved” status. 
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15) To approve Go to general TAB, Do RMB on the Right hand Side and click 

on „Approve.‟ 

 
 

16)  Now the system will generate two  „N” Type vouchers.  One voucher is for 

unspent Temporary Advance / Imprest account and second one is for Receipt 

/ Chitta. 

 



IFS Applications Finance Module Activity Wise Course Material 

 66 

We can view and get printed Voucher Report by doing following steps. 

a) Do RMB on the Right hand side of General Tab Screen. 

b) Click on voucher Report. 

c) Click on preview. 

d) Now system will display the preview screen .To have a print, Click on 

printer Icon on preview Screen. The report so obtained shall be attached 

to the passed invoice duly obtaining signature of Competent Authority. 
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RECOUPMENT OF IMPREST:-  

  We are aware that when an imprest is recouped, a new cheque will be issued to the 

inprest holder from a Drawing A/c . charging the amount of vouchers to the respective 

accounts. Thus the Balance of drawing A/c. will be reduced to the extent of cheque drawn 

and balance of permanent imprest will remain unchanged. 

The following are the steps to recoup permanent imprest in IFS Applications.  

PATH : -  Payment / Cash Book / Mixed Payment / Mixed Payment. 

 

1) Click on New or Press‟F5‟ in General Tab. 

2) Select Drawing A/c. from LOV in Cash Account Field. 

3) Check up payment Date. It should be date of cheque drawn. 

4) Give text as recoupment of P. Imprest of Sri……………. 
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5) Go to Transaction Tab Click on New. 

6) Select “Direct cash payment” in Mixed payment transaction type  column. 

7) Enter the amount of recoupment in amount column with negative sign. 

8) Enter the TAX code as „N‟. 

9) Enter the A/c. No. in Account column through LOV. 

10) Enter the cheque number, date & Bank name. 

11) Enter the required code parts such as W.O.No., project ID, Activity ID or 

Misc. Code part wherever it is necessary. 
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12) Click on save or press F12. 

13) Now the transaction will be in “ Not Approved” status. 
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14) Go to general TAB, Do RMB on the Right  hand side Click on approved. 

 

15) Now the system will generate „N‟ Type voucher. 
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We can view and get printed Voucher Report by doing following steps. 

a) Do RMB on the Right hand side of General Tab Screen. 

b) Click on voucher Report. 

c) Click on preview. 

d) Now system will display the preview screen .To have a print, Click on 

printer Icon on preview Screen. The report so obtained shall be attached 

to the passed invoice duly obtaining signature of Competent Authority. 

DRAWL OF SELF CHEQUE :-  

 We are aware that a self cheque is drawn to meet the petty office expenses in cash.  

When a self cheque is drawn balance of Drawing A/c. will be reduced and the balance of 

Chitta will be increased to the extent of cheque amount. 

 The steps for drawl of self cheque are the same steps which are explained in opening 

of Temporary Advance. The following are only the changes. 

1) In Bank to Bank transfer, we have to select the Chitta cash Account (Cash 

Legal Tender) in Short Name field.( See step no. 7 of T.A opening) 

2) We have to give the text as Drawal of Self cheque to meet office expenses.       

( See step no. 5 of T.A opening.) 

PAYMENT THROUGH CHITTA: 

 The steps which are explained in closing of Temporary Advance are stands hold 

good except the following. 

1) We have to select Cash Account from LOV or „F8‟ as Chitta  (Cash Legal 

Tender) ( See step No.2of Temporary Advance closing) 

2) Give text as payment made to ……………………………..  

3) Give the Amount paid in amount column with negative sign in transaction 

TAB screen line items. 
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VIEWING OF CASH ACCOUNT BALANCES:-  

PATH: - Payment / Cash Book / Cash Book queries and Reports / Cash Account Balance. 

 

1) Click on populate Button or press „ F2‟ . Then system will display the balances 

of all cash Accounts. 

2) Select the Cash Account through Drop Down Button to view the Balance of 

required cash Account. 
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3) To view the details of cash Transactions on a particular date select the row of 

required date, Do RMB . Click on cash Transactions. 

 

4) Now the system will display all the cash Transactions taken place on the 

particular date. 
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VIEW OF CASH ACCOUNTS:-  

PATH: - Payment / Cash Book / Cash Book Basic Data / Cash Account. 

1) Populate or press‟ F2‟ on Cash accounts screen. System will display all the 

existing cash accounts. 
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CODE PARTS:-  

 There is a provision of „10‟ code parts in IFS Application. Each code part allows  

„10‟ digits maximum. The details  of code parts are: 

1) Employee                          

2) Cost Centre 

3) Work Order 

4) Account                                    

5) Finance ID 

6) Project ID 

7) Fixed Assets  

8) Funding Agency. 

Other “2”  Code parts Code “I” and  “J”  are kept for further usage. 

 Out of the above Two code parts one code part i.e “Code I” is proposed to 

use as Misc. code part for remittances, Phones etc. 

CREATION OF WORK ORDER ID : - 

PATH : - Accounting Rules / Code String/Code parts. 
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1) Click on the Work order TAB 

2) Click on populate Button or press „F2‟ . System will display all the existing work 

orders. 

 

3) To create a new work order ID, Click on new or press „F5‟. 

4) Enter the „10‟ digits code part of work order ID in Work order column. 

5) Give the Description of work in Description column. 

6) Give valid from and until date. 

7) Click on SAVE or press‟ F12‟. 

EXPLANATION OF „10‟ DIGITS CODE OF WORK ORDER ID. 

1) First three digits allotted to unit code / ……….. 

Example : - First four digits of unit code 2600 will be “ AOO”. Here                  

„A‟ stands for 26 and „00‟ stands for last two digits of unit code. Thus three 

digits of code part used for unit code. 

2) Fourth digit is allotted for type of Work Order. 

Example :- R-R& M, C-Capital, O-Others, D-DCW 

3) Next three digits (5, 6, and 7) are allotted for financial year. 

Example: - 2006 is codified as AO6, FY 2006-07 

        2007 is codified as AO7, FY 2007 – 08 and so on. 

 4) Last three digits ( 8,9,10) are allotted for running serial number. 
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MISCELLAENEOUS CODE PART:-  

 Out of „2‟ code parts which are kept for future purpose, one code part ( Code I) may 

be utilized for creation of Misc. code part to account for the transactions related to 

remittances to out side Agencies, Telephone Bills, Vehicle payments, Imprest etc., there is 

no specific  form for creation of Misc. code part. However the following procedure may be 

adopted. 

1) Create separate ID for each and every outside remittance as follows. 

Professional Tax-            PT 

LIC Branch wise –       LTC…… 

Bank Loans – Branch wise – SBH VS, SBH ANR, AB SR NAGAR 

Telephone / Mobiles – Phone wise – Phone number 

Imprest – Designation or name of the employee 

While making transactions we have to attach these code parts wherever it is 

necessary. Then only we can get the data code part wise. Remittances code part is required 

to be used at the time of recovery ( In Voucher Entry screen) as well as payment ( In Mixed 

payment screen). Then only we can reconcile the outside remittances. Imprest code is used 

at the time of opening and closing only ( In Mixed payment screen). At the time of 

recoupment need not be used.  Mobile / Telephone  code part is used  as and when 

payments are made. Then we can able to get the expenditure phone wise. 
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CREATION OF FIXED ASSET ID:-  

 In IFS each and every asset will be identified with an object. For each and every 

object one ID will be created. This ID will be called as “Object ID”. System will create 

Object ID automatically. We need not codify it. The following are the steps for creation of 

object ID. 

PATH : - Fixed Assets / General Data / Object. 

 

1) Click on new or press „F5‟. 

2) Give Asset Description and Qty. 

3) Select Object group from LOV or press‟F8‟. 

4) Select Object prefix from LOV or press „F8‟. 

5) Give valid from Date and Until Date. 

6) Give object location, supplier, and owner. 

7) Give voltage / Type of asset in External Identity field. 

8) Give notes if any by Double clicking on notes check Box. 
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9) Copy the object prefix, click on main object TAB and paste it in main 

object field. 

 

10) Go to General tab and SAVE it. System will automatically create 

Object ID. Now the object will be in Registered status. 
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11) Click on Books Tab, enter the scrap value as 10% of Fixed asset 

value. 

 

12)  Click on Save or Press “F12”.Go to General TAB, Do RMB, click on 

Investment.  
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13) Now the status will be changed to Investment. 

 

Now we can load any amount to the object while capitalization through Voucher 

entry, Mixed payment and invoice entry. 
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Creation of LOA Application: 

 

Path:-General Leger> Budget > Budget Application 

 

1. Click New and select Company from LOV or “F8”. 

2. Select Budget type as LOA from Drop down Button, and Prefix  , respective Budget 

Head  and Funding Agency from LOV. Save the data. After saving system will 

generate Application Number. 

 
 

3. Do RMB on the header click on „Select Invoice‟  for which LOA to be raised. 

   
 

 

 

4. In Details Tab relevant Application Amount will appear and in Invoice Details Tab 

you can see the Invoice Number. 
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5. This LOA Application will be approved by Functional Head from RMB. 

 
 

 

6. Once the LOA Application is approved the Payable Amount in Budget Application 

Screen will be populated by the same amount as applied amount. In case payment to 

be made less than applied amount, the payer will change the Payable amount. 
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7. For making payment do RMB and click on „Create Supplier Payment‟.  

  
8. Put Cash Account and click OK. 
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9. Once Ok is clicked the Payment Voucher will be created and relevant Payer 

information will come in Budget Application Screen. The Transferred amount will be 

updated accordingly. The State of LOA Application will be changed to „released‟. 

 
 

 

 

In the above screen two payment ids are generated one is for Budget Company and second 

is for LOA Application Company.  
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10. Record will be generated in Supplier Payment Screen (Payment >Manual 

Payment>Supplier Payment> Supplier Payment)  

 
 

 

 

 

 

11. Relevant Budget Head will be updated by Applied Amount and Paid Amount. 
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Cancellation of LOA Payments 

 

If any LOA Payment is required to be cancelled following steps to be followed: 

 

12. Do RMB in the relevant Budget Application Screen which is in „released‟ state and 

click on “Rollback Supplier Payment” 

  
 

 

 

 

 

13. In Roll Back Screen do RMB after selecting the Line and click on „Rollback Complete 

Payment‟. Reverse Voucher will be created and Budget Application state will be 

changed from “Released” to “Approved”.  
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Creation of LOC Application: 

 

Path:-General Leger> Budget > Budget Application 

1. Click New or press “F5” 

2. Select company from LOV or “F8”. Select Budget type as “LOC” from Drop down 

Button. 

3. Select   Prefix, Budget Head, User Group, Voucher Type, Cash Account  

(Loc Cash Account) and Account Number (024.600) from LOV.  

4. Click on Save or press “F12”. 

   5. On saving the record, System will generate one application number and it will be in 

created status. 

 
 

7. Now go to line items click on New or Press “F5”. 

8. Give Voucher Date, Application amount and account number related to 

Budget head. 

9. Click on Save or Press “F12” 

10. Do RMB on the header and click on Approve. 
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11. To cancel the Loc Application Do RMB on the header of Approved Loc 

Application click on Cancel. Statues of LOC will be changed as cancelled. 
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Transfer Inventory Transactions:- 

In IFS, the system will generate entries in material module as and when the material 

transaction takes place. To account for the transactions related to material receipts and 

issues in the stores and material drawals & devolutions by the accounting units, the users 

have to run this activity in IFS Applications. 

Path:-Inventory/Transactions/Transfer Inventory Transactions. Screen of Transfer 

Inventory Transaction is as follows. 

 

Steps: 

1. Enter the date up to which material transactions are required to be transferred.    

By default system date will be appeared in the screen of Transfer of Inventory 

transaction. 

2. Select the site from list button.  

3. Click on Ok. Do these three steps for all the sites linked with the company (unit). 

4. On doing the above steps, the transactions will be flown to the Back ground Jobs. 

From where system will transfer the entries to the finance module. For these 

transactions system will generate “MPL” Type vouchers. We can also execute the 

transactions from Back ground jobs  to transfer the entries immediately to the 

finance module as follows 



IFS Applications Finance Module Activity Wise Course Material 

 93 

5. Path:-General / Back Ground Jobs. Open the Back Ground Jobs screen. 

6. Click on populate. System will display all the transactions that are to be transferred 

to the finance module on site wise. 

7. Select the concerned row, Do RMB click on execute. The status will be changed to 

“Ready”. 

 

 

 We can view the “MPL” Type vouchers through voucher entry screen. 
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Transfer purchase transactions:- 

In IFS, the system will generate entries in projects module as and when the gate entry is 

made. To account for the transactions related to gate entry, the users have to run this 

activity. 

Path:- Purchasing / Receipt / Transfer purchase transactions. The screen of Transfer 

purchase transaction will be as follows. 

 

Steps: 

1. Enter the date up to which purchase transactions are required to be transferred.    

By default system date will be appeared in the screen of Transfer of purchase 

transaction. 

2. Select the site from list button.  

3. Click on Ok. Do these three steps for all the sites linked with the company (unit). 

4. On doing the above steps, the transactions will be flown to the Back ground Jobs. 

From where system will transfer the entries to the finance module. For these 

transactions system will generate “0”(Zero) Type vouchers. We can also execute the 

transactions from Back ground jobs  to transfer the entries immediately to the 

finance module as follows 
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5. Path:-General / Back Ground Jobs. Open the Back Ground Jobs screen. 

6. Click on populate. System will display all the transactions that are to be transferred 

to the finance module on site wise. 

7. Select the concerned rows, Do RMB click on execute.  

 

The status will be changed to “Ready”. 
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Voucher Approval:- 

In IFS Applications, system will generate various types of vouchers based on 

function group on doing the activities in various screens. The user has to approve all the 

vouchers generated in various screen. 

Path:- Accounting Rules/Voucher/Voucher Approval.  

1. Open the Voucher Approval screen. Click on Populate Button or press “F2”. The system 

will display all the vouchers that are to be approved. 

 

2. To approve the vouchers, Select the vouchers, Do RMB click on Approve Voucher. 
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3. Now the system will ask for should approved vouchers be updated via instant update 

general ledger.  If we click on “Yes” the system will approve the  all selected vouchers and 

update the General ledger also. On clicking the “Yes”, the system will drag on to small pop 

up Box “Instant update” where user has to click on OK.  

 

Then system will give message as Journal completed. 

Voucher approval can also be made through voucher entry screen as follows. 

Path: Accounting Rules/Voucher/Voucher Entry. 

1. Open the voucher entry screen. 

2. Query for the voucher/vouchers to be approved based on voucher type. 
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3. Click on “Ok” the system will display all the vouchers based on selection. 

 

4.  Select the “Approved” from Drop down button and click on save or press “F12”. Now 

the voucher will be approved. In this process the System will allow the user  to approve 

vouchers one by one only. 
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Updation of Vouchers to the General Ledger:- 

In IFS Applications, all the approved vouchers should be updated to the Geenral Ledger 

for closing the period. Unless and until all the vouchers updated to General Ledger, the 

system will not allow to close the period. The process for updation of vouchers to the 

General Ledger is as follows. 

Path: General Ledger/Up date voucher/Start up date routine.  

1. Open the screen. By default the sytem will take all the fields. If any  manual selection is 

reuired, the user can select the fields as per requirement. 

2. Select Voucher Type, Accounting Year, Accounting Period and user ID from list Button. 

3. Click on OK. 

 

The system will give message as Journal completed. Click on Ok. 
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Accounting of Earnest Money Deposit, Security Deposit DDs received from Contractors 

and suppliers:- 

In day to day activities we may come across with the receipt of Demand Drafts from the 

suppliers/Contractors towards Earnest Money Deposit and Security Deposit against the 

Tenders and agreements. As there is no tendering process in ERP, user can not account for 

these transactions against the Tender or Agreements. However, user can account for these 

transactions against the Supplier/Contractor through the following process provided 

Supplier ID should exist  and attached to the company. 

Path:Payment/Cash Book/Mixed Payment/Mixed payment 

1.Open the Mixed Payment screen. Click On General TAB. 

 

2. Click on New or Press “F5”. Select Cash Account as „Receipt Account‟ from LOV or 

“F8”. 

3. Enter payment date. By default this field will be filled up with the system date. 

4. Select “Manual” in the field of Balance method through the Drop down Button. 

5. Give voucher Text as DD Received from M/s.___________ towards EMD/SD against 

Tender Enquiry No./Agreement No. 
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6. Go to Transaction TAB , Click on New or press “F5”. 

7. Select “Manual Supplier” in Mixed payment transaction type field. 

8. Give Account Number in Account field either with the help of LOV or enter manually. 

9. Give amount in Amount field. (Here no necessary to put the sign). As it is a receipt, 

system will automatically take as positive figure. 

10. Enter DD No., Date and Bank name in respective fields. 

11. Select Supplier ID in Payer identity field from LOV or “F8”. 
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12. Click on save or Press “F12”. Now the transaction will be in “Not Approved” Status. 

13. To approve the voucher, Go to General TAB, Do RMB , Click on Approve. Now the 

transaction will be get approved and the system will generate voucher. 
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Accounting of Tender Specification cost :- 

 In day to day activities, we may come across with the recipts of Tender specification 

cost,.It is not necessary to account for these transactions against the supplier/Contractor. 

The process to account for these transactions in IFS Applications can be done as follows. 

Path: Payment/Cash Book/Mixed Payment/Mixed payment. 

1. Open the mixed payment screen. Click on General TAB. 

2. Click on New or Press “F5”. 

3. Select the “Receipt Account” in Cash Account field from LOV. 

4. Enter receipt date in payment date field. Be default system will take present date. 

5. Give vouche Text as “DD/Cash received from______________towards__________vide 

D.D. No. 

 

6. Go to Transaction TAB, Click on New or press “F5”.  

7. Select “Direct Cash Payment” in Mixed payment transaction type field through the drop 

down button. 

8. Give amount in Amount field. (Here no necessary to put the sign). As it is a receipt, 

system will automatically take as positive figure. 
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9. Enter DD No., Date and Bank name  and Tax code as “N” in respective fields. 

10.Select the line, DO RMB, click on manual posting. 
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11. System will drag on to the another window called “Manual Posting” where the user has 

to give the account number and amount allocation wise. As the Tender specification cost 

attracts two different chart of accounts, user has to give account number “062.917” for sale 

amount and “046.926” for Sales Tax/VAT portion. 

 

12. See that the remaining amount field of „Manual posting‟ window should be “0” 

(Zero).Click on OK. 

13. Click on save or Press “F12”. 

14. Now the transaction will be in “Not Approved” status. To Approve go to General TAB, 

Do RMB and click on Approve. The system will generate “N” Type voucher. 
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Accounting of receipts for sale of old news paper and other misc.Receipts:- 

In day to day activities we may come across with the transactions like sale of old news 

paper and receipt of other miscellaneous amounts. In IFS applications, users have to 

account for these miscellaneous transctions as follows. 

Path:-Payment/Cash Book/Mixed payment/Mixed payment. 

1. Open the mixed payment screen. Click on General TAB. 

2. Click on New or Press “F5”. 

3. Select the “Receipt Account” in Cash Account field from LOV. 

4. Enter receipt date in payment date field. By default system will take present date. 

5. Give voucher Text as “DD/Cash received from______________towards__________vide 

D.D. No. 

 

6. Go to Transaction TAB, Click on New or press “F5”.  

7. Select “Direct Cash Payment” in Mixed payment transaction type field through the drop 

down button. 

8. Give  account number and amount in respective fields. (Here no necessary to put the 

sign). As it is a receipt, system will automatically take as positive figure. 
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9. Enter DD No., Date and Bank name  and Tax code as “N” in respective fields. 

 

13. Click on save or Press “F12”. 

14. Now the transaction will be in “Not Approved” status. To Approve go to General TAB, 

Do RMB and click on Approve. The system will generate “N” Type voucher. 
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Accounting of receipts for sale of material/scrap:-  As per rules in vogue, No material/scrap 

will be delivered from the stores/sites against sale orders unless and until the payment is 

received in full from the buyer. Thus this is an advance payment received from the buyer 

against the Sale/Customer order. In certain cases we may come across that the payments 

are received after delivery of material. This happens mainly in sales made to Discoms. This 

will not be an advance payment. Thus there are advance receipts as well as receipts after 

delivery against sale orders. Hence the process of accounting depends up on the receipt 

type i.e. Advance receipt or Receipt after delivery. 

 We are aware that the amount paid by the buyer against Sale Order comprises the 

Basic price (Sale value) and Taxes. Penalty towards delayed payment and delay in lifting of 

material/scrap will be collected separately. 

I. When the payment is received in advance:-  

Path:Payment/Cash Book/Mixed Payment/Mixed payment 

1.Open the Mixed Payment screen. Click On General TAB. 

 

 

2. Click on New or Press “F5”. Select Cash Account as „Receipt Account‟ from LOV or 

“F8”. 

3. Enter payment date. By default this field will be filled up with the system date. 

4. Select “Manual” in the field of Balance method through the Drop down Button. 

5. Give voucher Text as DD Received from M/s.___________ towards Sale order amount 

against sale order No.________________ vide D.D. No._______________Date. 
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6. Click on Transactions TAB 

7. Click on New or  Press “F5” 

8. Select “Manual customer” in Mixed payment Transaction type column from Drop down 

Button. 

9. Give Account No. “046.922” manually or select from LOV. 

10.Give amount in Amount column. Here no need to specify the “Sign”. By default system 

will take as positive amount. 

11.Enter D.D.No., Date and Bank Name in respective columns. 

12.Select Customer ID in payer/Payee identity column. 
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13. Click on Save Button or Press “F12”. 

14. Now the statement will be in “Not Approved” Status. 

 

15. To Approve go to General TAB, Do RMB and click on Approve. The system will 

generate “N” Type voucher. 

 

 Payment received towards penalty for delayed payment as well as for delay in lifting 

of material/scrap shall be accounted duly following the steps explained in Accounting of 

receipts for sale of old news paper and other misc.Receipts. 
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II. When the payment is received after delivery of material/Scrap:- 

Path:Payment/Cash Book/Mixed Payment/Mixed payment 

1.Open the Mixed Payment screen. Click On General TAB 

 

2. Click on New or Press “F5”. Select Cash Account as „Receipt Account‟ from LOV or 

“F8”. 

3. Enter payment date. By default this field will be filled up with the system date. 

4. Give voucher Text as DD Received from M/s.___________ towards Sale order amount 

against sale order No.________________ vide D.D. No._______________Date. 
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5. Click on Transaction TAB.Click on New or Press “F5” 

6. Select Enter Customer Payment in Mixed payment transaction type column. 

7. Put amount “0” in amount column. 

8. Enter D.D. No., Date and Bank Name in respective columns. 

9. Select the  Customer ID (From whom the payment is received) in Payer/Payee identity  

column . 

 

12. Click on save or Press “F12” 

13. Select the line DO RMB Click on “Match Payment” 
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14. Now the system will drag the user to another small window called “Select 

Batch of Inovices” 

15. Click on Populate. Now the system will display the all the Customer Invoices 

which are due to be paid. 

 

16. Select the lines against which payment is received and Click on OK. On 

clicking the OK Button system will match the amount in Matching window. 

17. Copy the amount shown in Rem Amount in Acc cur field. Click on OK. 
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18. Pate the copied amount in amount column of Mixed payment “Transaction 

TAB” window. Here the amount should be in positive. (Receipt should be 

positive in Mixed Payment window) 

 

19. Click on Save or Press “F12”. Now the statement will be in Not Approved 

Status. 
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20. To Approve go to General TAB, Do RMB and click on Approve. The system 

will generate “N” Type voucher. 
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Creation of Customer Invoice against Sale of Material/Scrap against Sale Oreder:- 

 In IFS Applications, we have to prepare Customer Invoice after delivery of 

material/scrap against Sale Order or Customer Order.The following is the process to 

prepare a customer invoice. 

Path:-Customer Orders/Invoicing of Customer orders/Create customer invoices. 

1. Open the Create customer invoices screen. 

2. Click on populate. The system will display all the sales transactions against which 

materil/scrap has been delivered. Here user can query for specific site related to his site. 

 

3.Select the row for which invoice is to be done. Do RMB click on Create Invoice. 
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3.System will throw the information message as “Create Invoice for Selected Customer 

Order(s)”. Clcik on OK.  

 

4. The particular line will disappear from the screen and the system will generate one 

customer invoice which can be viewed in customer invoice screen on doing the following 

steps. 

5. Path:-Customer Orders/Invoicing of Customer orders/ Customer invoice. 

6.Open the customer invoice screen. Query with the Customer Order No. 
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7. Click on OK. Now the system will display the customer invoice against queried Order 

which will be in preliminary status. 

 

8. To post the Invoice, Do RMB and click on Print Invoice. 

 

9. The system will through the information message as “The customer Invoice will be 

Printed” Click on OK. 
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10. Now refresh the Customer Invoice screen. Then the status of the Invoice will be 

changed to “PostedAutho”. 

 

11. To view the invoice postings, DO RMB Click on Query customer invoice postings. 
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12. Now the system will drag to the Customer Invoice posting screen, where user can find 

the postings against the customer invoice. 

 

13.User can also get the invoice copy by doing the following steps. 

14.DO RMB on the customer invoice screen, click on Print work copy. 
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15. Report print screen will be pop-up where the user has to click on either preview or 

on OK.  

 

16. If user click on preview, the system will display the preview as follows. 
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17. If user clicks on OK, The system will give the Print copy. 
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CLEARANCE OF ADVANCE  RECEIVED FOR SALE OF SCRAP/MATERIAL              

( CUSTOMER OFFSET):- 

 To clear the Advance received for sale of scrap/material, at first instance we have to 

create the Customer Invoice duly following the steps as explained in creating of Customer 

Invoice.  

 After creating customer invoice the following steps are to be carried out for 

clearance of Advance payment. 

Path:-Payment/Manual Payment/Customer Payment/Customer offset. 

1. Open the Customer offset screen. The screen will be as follows. 

 

2. Click on New or press “F5”. Verify the payment date and voucher date. The 

screen will be as follows. 
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3.Click on Transaction TAB.The screen will be as follows. 

 

4. Do RMB on the empty line, click on Select Batch. 

 

5. Now the small Pop-up box window called “Select batch of invoices” will be 

opened. The User has to click on Populate Button. 
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6. Now the system will display the list of  all the customer invoices and 

advance payments received from the customers. 

7. Select the rows of Customer Invoice and advance payment. Click on Ok. 

 

8. Selected lines will be flown to the Transaction window. Here the user has 
to ensure that the amount shown in “Remaining Amount in payment” field 
should be come “Zero”. Here in the transaction TAB window, there is an option to edit 

the invoice open amount as well advance amount in “Amount in Pay curr column”. So that 

we can adjust either actual invoice amount or advance amount to pair off the advance 

payment to the extent of invoice processed or advance paid as the case may be. 

 

 

9.Now Click on Save Button or Press “F12”. The system will generate “B” 

Type voucher. 
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10. Click on Ok. 
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Refund of S.D and E.M.D which is received by way of Cash/D.D :- 

 The user has to follow the following steps while refunding the Security Deposit as 

well as Earnest Money Deposit which is received  either in the form of Cash or Demand 

Draft or cheque. The steps involved in accounting of these transactions at the time of 

receipt has been explained  vide Item No.34 page No.100-102. As seen from these steps, we 

can observe that the receipts towards S.D. and EMD has been accounted for against the 

supplier through the manual method. Like wise refunds should also be accounted for 

against the supplier. 

Path:- Payment / Cash book / Mixed payment / Mixed payment. 

1. Open the mixed payment screen. Click on New or Press “F5”. 

2. Select Cash Account as “Drawing Account” from LOV. 

3. Verify the payment date. 

4. Enter voucher text as “Refund of SD/EMD to M/s._________________received vide D.D. 

No. and voucher No.____________Date.________________. 

 

5.Click on transactions TAB. Click on New or press “F5”. 

6. Select “Enter supplier payment” in mixed payment transaction type column. 

7. Put amount as “0” in amount column. 

8. Enter Cheque No. , Date, and Bank name. 

9. Select supplier ID to whom refund is to be made from LOV in payer/payee identity 

column. 
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10. Click on Save Button or press “F12”. 

11. Now select the row, Do RMB click on Match payment. 

 

12. Now the system will drag on to another small window called “Select batch of invoices”. 

13. Click on Populate Button. Now the system will display all the  Open invoices , SD/ 

EMD receipts  and advance payments of the selected supplier. 
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14. Select the row/rows which are going to be refunded and click on OK. 

 

 



IFS Applications Finance Module Activity Wise Course Material 

 130 

15. Now the system will drag to “Matching” screen where the user has to copy the 

amount shown in “Rem Amount in Acc cur” field and click on OK. 

 

16. Now paste the amount copied in amount column with negative sign. 

17.  Click on Save Button. Now the transaction will be in “Not Approved” Status. 

 



IFS Applications Finance Module Activity Wise Course Material 

 131 

18. To Approve, Do RMB  and click on Approve. 

 

19.Now the system will drag to small pop-up window called “Create Voucher”  where the 

use has to click on OK. 
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19. On clicking the OK, the system will give message as “New payments have been 

created where the user has to click on OK. 

 

20. On clicking the OK, the system will create “N” Type voucher and the status will be 

changed to Approved. 
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Depreciation:- On implementation of IFS Applications in Aptransco, the Fixed Asset 

balances are being maintained Accounting Unit wise from the financial year 2006-07. 

Thus every Accounting Unit having Fixed Assets shall create provision for Depreciation 

every year. The Steps to be followed for creation of Depreciation provision are as 

follows. 

Path: - Fixed Assets / Depreciation Proposal /Depreciation Proposal 

1. Double click on Depreciation Proposal or Select the Depreciation Proposal, Do 

RMB, Click on Open. The Depreciation Proposal screen is opened as follows. 

 
 

2. Do RMB on the the Header of the screen, Click on Create Depreciation Proposal. 
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3. A Pop-Up window “ Create Depreciation Proposal” is opened as follows. 

 
 

4. Tick on the Object or Object Group. If we tick on the Object system runs the 

depreciation against particular object given in the object field. If we tick the object 

Group system runs the depreciation against the entire object group given in object 

group field. 

5.  Select the object or object group based on the requirement from the list button. 

6. Select the Book “Electricity” from list Button. 

7. Enter the Depreciation Year and Period. 

8. Give the name in Proposal Description. Click on Ok. 
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9. System will create the Depreciation Proposal for all the objects of the selected 

Object group and display the period wise depreciation as appeared in the below 

screen and the status will be created. 

 
 

10. Do RMB on the header of the screen click on “Authorize Depreciation Proposal”. 
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11. Now the status will be changed to “Authorized” 

 

 
 

12. Do RMB on the header of the screen. Click on “Post Depreciation Proposal”. 

 
 

 

 

 

 

 



IFS Applications Finance Module Activity Wise Course Material 

 137 

 

 

13. A Pop-Up window called Post Depreciation Proposal is opened as follows. 

 

 
 

14. Click on Ok. Now the system will post the Depreciation and “A” Type voucher will 

be generated by debiting the Depreciation A/c. and Crediting the provision for 

Depreciation. 
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Process in ERP for Stock verification and adjustment of Differences:- 

 All the users are aware that the stock of all stores of APTRANSCO should be got verified 

by the Accounts officer /Special once in a year who works under the direct control of SAO ( 

Stores) / VS/  Hyd. Verification of physical balances of material at the stores with that of the 

ledger balances is called as stock verification. The step by step process in ERP for completion of 

stock verification process is as follows. 

1. Before starting the stock verification, the list of items to be verified on each day has to 

be prepared by the Accounts officer /Special in consultation with the Stores custodian and they 

shall ensure that all the receipts and issues took place before the verification have been entered in 

the ERP and correct balance is arrived. The following steps are required to be followed in ERP 

for generation of list of items to be verified on a day. 

2.Path:  Inventory/ Counting/ Create Count Report. The screen shot of Create Count 

Report is as follows. 
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3. Select Site, from ware house (Indoor/Out door), to ware House where the counting has to 

be done from the list. Select the part number from and to range from the list button. 

4. If recently counted parts are to be excluded from counting, the last counted days can be 

entered in box “exclude parts since last counted days” 

5. If the Freeze while counting check box is on, the items would be available for any 

transaction till the counting results are entered and approved. Uncheck is this condition is 

not to be put. 

6. Uncheck Only parts with cyclic count box. The screen will be as follows. 

 
 

7. Click OK. This will create the count report. 

Steps for accessing the generated count report: 

1. Go to Info Services/ Order Reports. You will find a report with name Inventory Count 

Report.   
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2. Select the Count report No. from List. Click Ok. System will drag on to Report print 

screen. Click on preview. 

 
 

3. You will find the count report as follows. 
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4. Check the site and parts that are printed to be sure that you are accessing the right report. 

. 

5. The report shows the item site and location wise and a blank space is provided to enter 

the physical counting. 

6. This report is printed and used for noting physical counting results. 

Steps for entering results of the physical count in the system: 

1.  Go to  Inventory/ Counting/ Count per Count Report. Query for the Report Number as 

shown in Count Report. The screen appears as follows. 
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2. All the parts that were included in the count report will appear on the screen. You will 

find a box for Qty counted to enter the count result. If there are many parts with no 

difference then you can select the multiple lines at a time and click right mouse button 

and click on the option Counting without differences. This will automatically enter 

quantity on hand in the quantity counted box. If there are any differences between 

Physical and ledger quantities, enter actual qty found during verification in quantity 

counted box and save. 

 
3. Once all the results are entered, select all the lines, click RMB and click Confirm, this 

will confirm the entries. It is suggested to verify the entries before confirming. Confirm 

has to be done by the stores custodian. 
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4. After confirming any discrepancy noted would require approval from the authorizer i.e. 

the user who has the access to the transaction of approval. This user(s) would be from 

finance. 

Steps for approving the results of the physical count in the system: 

1. Query for the Report Number, as in the print out in Inventory/ Counting/ Count Result 

per Count Report. 
2. All the lines with counting difference would appear in the window. 

. 

3. It is possible to change the results in this screen as well. After the results are changed or 

viewed, select all the lines, click right mouse button and click Approve.  
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4. This will complete the counting process.  

5. The results are posted in Inventory and Financials. 

6. After completing counting process, inventory parts are available for transactions 

(depending upon the flag at create count report stage, i.e. Freeze while counting is 

checked on) 

7. The total value of excess stock found during physical verification is debited to the stock 

A/c.(022.600) by crediting the A/c.(022.800) like wise shortages are also accounted for 

by the system through the posting control “M1 and M7” 

Steps to get the details of excess and shortages:- 

Path: - Info services/Quick Report Navigator/Finance/Material Transaction Voucher 

details 
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1. Double click on the “Material Transaction voucher details”. The Pop Box will be 

opened as follows. 

 
2. Enter the Year/Month/Company and click on Ok. System will display all the 

material transaction of selected month and year of particular company as follows. 
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3. The transaction code “Count In” refers to excess material and Transaction code 

“Count Out” refers to Shortages. This report can be exported to Ms-Excel. 

Through the Ms-Excel user can get the Excess and shortage report separately. 

4. Statement III (Statement of excesses and shortages of materials of like nature and 

like quantities) has to be prepared manually by the user based on the excess and 

shortage reports obtained through the item No.3 above. 

5. Statement IV (Statement of excesses and shortages of material of like nature but 

unlike quantities) has to be prepared manually by the user based on the excess and 

shortage reports obtained through the item No.3 above. 

6.  Statement V (Statement of shortages placed under personal account of Physical 

Custodian) has to be prepared manually by the user based on the excess and 

shortage reports obtained through the item No.3 above after adjustment of like 

nature material. All these statements shall be got approved from the competent 

authority. 

7. Finally the Net excess shall be transferred to A/c. 062.905 by debiting the A/c. 

022.800 like wise net shortages shall be kept under the Personal A/c. (028.400) of 

Stores custodian by crediting the A/c. 022.800. The value difference of like nature 

adjustments shall be transferred to the respective works where the material is 

consumed.  

The Balance under A/c.022.800 should be “Zero” after making all adjustments. 

These entries are to be made through the Voucher Entry manually in ERP. 
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Bank Reconciliation:-   The Bank Reconciliation process in IFS Application is as follows. 

 

Path:- Payment / Cash Book / Bank Reconciliation / Match Bank Transactions / Internal 

manual matching. 

 

1. Double click on Internal Manual matching or Select the file , Do RMB , Click on 

Open. The screen is opened as follows. 

 
 

2. Click on Populate or Press “F2”. The system will display all the cash account 

transactions. 
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3. Select the Cash Account for which Bank Reconciliation is to be done from the drop 

down button of Account Field. 

 
 

4. Tick the Match Transaction as per Bank scroll and  click on save or press F12. 
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5. If any transaction is matched erroneously, the user has to roll back the matched 

transactions as follows. 

Path:- :- Payment / Cash Book / Bank Reconciliation /  Queries and reports / Overview 

Internal Manual matched transactions.  

1. Double click on Overview Internal Manual matched transactions or Select 

the file , Do RMB , Click on Open. The screen is opened as follows. 
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2. Click on Populate or Press “F2”. The system displays all the matched transactions. 

 
3. Select the row of erroneously matched transaction, DO RMB , Click on “Roll back 

internal manual matching”. 
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4. Now the matched transaction will move to the internal manual matching screen. 

 

To obtain the Bank Reconciliation statement follow the following steps. 

 

Path:- Info services/Order Reports/ Fin Bank Reconciliation-Drawing Account Report  

Steps:- 1.Select Fin Bank Reconciliation-Drawing Account Report  from drop down button  of 

order reports window. The window will be as follows. 

 

2. Enter company. Select Account Name from list. Enter From Date, To date and click on OK. 
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3. On clicking OK, the system will drag on to the report print window. Where the user can view 

the preview by clicking on preview button. 
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4. The Preview is as follows. By clicking the page scroll buttons (Arrow marks) the user can 

view the preview as follows 

 

5. To have a print out click on printer icon. 
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USER MANUAL FOR PROCESSING  LEGAL CHARGES PAYMENT- IN ERP  

 

STEPS FOR PROCESSING LEGAL CHARGES PAYMENT IN IFS-ERP  RELATING TO 

FINANCE MODULE: (This activity is to be done after processing the legal charges sanction id 

in the  legal cases interface package) 

 

Open the supplier invoice entry screen : path :-  Invoice/ supplier invoice/ supplier invoice entry 

screen. 

 

 For  processing the Legal case payment invoice 

 

 Step 1:   Click new (F5) for processing new invoice. 

 

Step 2 :   Select the sanction id in the sanction id field from list of values. 

 

Step 3:   Give the Invoice  number in the Invoice identity filed. 

 

Step 4:  Select the Authorizer from list of values. 

 

Step 5:   In the line information, give tax code as „N‟   

 

Step 6:  click Save /(F12) 

 

 

 
 

 

Step 7:  Do RMB and  click on “Generate Sanction Posting” 

 

Step 8:  Now click on Save or F12 for saving the invoice. 

 

The invoice will be in the preliminary state. 
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  If any recoveries are to be made, check on the Deductions applicable and do the further 

process as being done for the regular supplier invoices. 

 

Step 9:  Do RMB  and click on   “PostInvoice..” 

 

 

 
 

 

 

 

Payment Process for the Legal Invoices:  The steps that are being followed for the regular 

suppliers invoices payment are to be followed for the Legal supplier invoice payment also. 

 

 

 

 

 

 


