
GPF MISSING CREDIT



Login Page



Step 1: Menu bar Option ‘फॉर्म भरें’→‘गुर्शुदा कटौत्रा फॉर्म’-- List of employees with missing credit information in the database.



Step2:’ गुर्शुदा कटौत्रा ’-This button will redirect to ‘गुर्शुदा कटौत्रा फॉर्म’ page.



Step3: ‘गुर्शुदा कटौत्रा फॉर्म’-In this form, the DDO will have two types of entries

1. टे्रज़री माध्यम 2. चालान माध्यम.



Step4: By clicking the 'Treasury Wise' radio button, as shown below, a dropdown box will be enabled. 
After filling in all the details in the dropdown, the 'Add' button will be activated. 
Upon clicking the 'Add' button, a grid will populate with data (Voucher Date, Voucher Amount, Gross Amount) fetched 
from the database, along with a 'Save' button. The DDO can add multiple rows of missing credit months and save 
them all at once by clicking the 'Save' button.



Step:5 गुर्शुदा कटौत्रा List 



If the Voucher No. and Bill No. are available in the database for the employee's particular missing credit, the 
corresponding details will be displayed



Save option



If the Voucher No. and Bill No. are not available in the database for an employee for a particular missing credit, a 
message stating 'Voucher No. and Bill No. not available' will be displayed.



Step6:  After clicking the 'OK' button, textboxes for 'Voucher No,' 'Bill No,' 'Employee's Gross Amount,' 'Voucher 
Amount,' and 'Voucher Date' will be enabled.



Step7: After filling in all the details in the provided textboxes, the ‘Show' button will be enabled. Upon clicking the Show' 
button, the data will be populate  in the grid. 



Click the 'Save' button to save the data in the database. 



Save message.



Step8 By clicking the 'Challan Entry' radio button, as shown below, a dropdown box and textboxes will be enabled. 
After filling in all the details, the 'Save' button will be activated, allowing the data to be saved in the database.



Challan ‘Save’ button.



Step9: In the menu bar, by clicking on‘प्रकरण’ →’सुरक्षित ककये गये प्रकरण’ all saved data will be available.



Step10: The 'Missing Credit' button will redirect to the 'गुर्शुदा कटौत्रा फॉर्म' page, where the DDO can add multiple months' records for 
the specific employee.



Step11:  ‘Upload’ button will redirect to another page for month wise pdf upload.



Record uploaded by DDO



After saving the details of the documents ‘Next’ button will be enabled.



Sep12. On this page, the DDO will upload month-wise PDF documents for the employee. 
After clicking the 'Upload' button, the document will be stored in the database.





To check and view the uploaded document(GPF Schedule and Passbook)



Step13: ’Report’ button will generate report for the missing month details of employee.



Step14: The 'Save' button will generate the 'गुर्शुदा कटौत्रा क्रर्ाांक' (Application Number), and the data will be saved
in the database. 



Step15 : After clicking ‘Save’ button ‘गुर्शुदा कटौत्रा क्रर्ाांक‘ generated.



Step16: Details of the employee’s missing credit that are added by the DDO.



Step17: After saving the report, the 'Dispatch' button will be enabled. By clicking the 'Dispatch' button, a modal 
popup will appear with two radio button options.



Step18: The first option will be 'By Hand.' In this case, the DDO will send the employee’s document to the AG by hand. 
The DDO will only need to add the 'Postal Date,' and this date will be saved in the database.



The second option will be 'By Post.' In this case, the DDO will send the document by post to the AG. The DDO will need 
to add both the 'Postal Number' and 'Postal Date,' which will then be saved in the database.





Step19: After adding the dispatch details, the 'Send To AG' button will be enabled. By clicking this button, the details will be sent
to the AG level. Once the details are sent to the 'AG Level,' the DDO will not be able to modify them. If the DDO wants to add 
another missing credit month for the same employee, they will need to follow the same steps mentioned above.



Step20: In the menu bar, under the option 'AG को भेजे गये प्रकरण,' the DDO can view the details that have been sent to the AG.



AG LEVEL

Step21: A list of employees sent by the DDO at the AGA (AVAK) level will be available. Here, the AGA can view the 
documents sent by the DDO.



To view the document sent by the DDO, the AG will click on the 'Document' button. A modal will pop up with a grid 
view of the data. The AG can see the uploaded document for each month by clicking the 'View' button.



Report View.



In report there will be 2 options available

1.Save 2.Objection



If the AGA has any objections regarding the physical document sent by the DDO or any other issues, the AGA can click the 
'Objection' button, select the Month and Year from the given dropdown box, write remarks in the text box, and send it back 
to the DDO.



The AGA can add multiple remarks for different month-year combinations regarding the objection and send the 
objections back to the DDO.



Objection sent message and data after objection



Save Missing Credit



Select Nidhi and send to AGN



DDO Objection List



DDO LEVEL

Step22: In the menu bar, under the option 'AG से प्राप्तआपत्ति प्रकरण,' the list of objections sent by the AG level to the DDO will be 
available.



DDO Edit Button



DDO Edit Details



DDO Remark Button 



Popup to add and save  remark



Upload Button to add new documents



AG Level
The details of the objected employees will be sent again to the AGA level by the DDO after clearing the objection.



View Document sent by DDO



AGN Level



Button to add AO Details 





View Report



Step24 :AGN Level have 2 option 1st
→‘Objection’  and   2nd

→ ‘Send’

1. The 'Objection' button will follow the same process as the AGA's 'Objection' button.
2. The 'Send' button will send the employee's data from the AGN to the AGAO.



AGAO Level
List of employees sent by AGN.

The 'Dispatch' button will generate a report for the AG. Here, the AGAO will download the PDF and upload the DSC 
(Digital Signature Certificate) sign in the PDF.



Click the 'Create PDF' button to download the dispatch report.



AGAO Level

After DSC sign AGAO will upload the signed document by clicking ‘DSc Upload’ Button.



Step25: AGAO Will upload the DSC Document by clicking ‘Upload’ Button 



After uploading the DSC document, the AO will click the 'Send' button to send the details to AGJ (Jawak).



AGJ (Jawak)
Step26: A list of employees sent by the AGAO will be available. By clicking the 'Send' button, the AGJ will finalize 
the employee's Missing Credit details, and the current status will be updated to 'AGJ_DT'.



THANK YOU


