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ABBREVIATIONS 
Sl. No. Abbreviation Description 

1 APT Advanced Postal Technology 
2 CGST Central Goods and Services Tax 
3 DTR Daily Transaction Report 
4 GST Goods and Services Tax 
5 HO Head Office 
6 ID Identification 
7 Info Information 
8 Misc Miscellaneous 
9 Prcc Process 

10 SGST State Goods and Services Tax 
11 SO Sub Office 
12 SOP Standard Operating Procedure 
13 TCB Treasurer's Cash Book 
14 UTGST Union Territory Goods and Services Tax 
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1 Introduction 
 
Fee towards demographic and biometric updation of Aadhaar is collected from the 
residents against successful updation through Aadhaar.  Consolidated amount may be 
accounted in PO accounts in two ways i.e. either through Treasury module or through 
Booking Solutions. 
 
This document describes both procedures. 

2 Accounting through Treasury Module 

2.1 Role of Treasury Operator : 
 

 
 
Treasury operator need to access ‘Misc Transactions’ through 
Treasury→Cash/Cheques→Misc Transactions. 
 

 
 
After selecting Misc Transactions, page as shown appears. 
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Total amount (including GST) for each demographic updation collected from the 
residents is Rs. 50/- (Updation Fee : Rs.42.37 , CGST : Rs.3.815   SGST / UTGST : 
Rs.3.815   = Total Rs. 50/-) 
 
Total amount (including GST) for each biometric updation with or without demographic 
updation collected from the residents is Rs. 100/- (Updation Fee : Rs.84.75, CGST : Rs. 
7.625   SGST / UTGST : Rs.  7.625 = Total Rs. 100/-) 
 

 
 
Select / Enter the following details either individual for demographic updation and 
biometric updation   
 
Transaction Type  : Receipt 
Transaction Mode  : Cash 
Remarks   : Suitable remarks within 50 characters including spaces 
 
Account Code :  
 
1201005500→ Aadhaar other Biometric/Demography Updation 
8661003300→CGST-Collection on Business Auxillary Services    
8661003400→SGST-Collection on Business Auxillary Services       
8661003500→UTGST-Collection on Business Auxillary Services (if applicable) 
Amount   : For each account multiplied with number of updation  

  (Demographic / Biometric updation) 
 
Click on “Insert” after entering details for each account code. 
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After selecting / making necessary entries, click on ‘Insert’ button. 
 

 
 
After inserting entries for Aadhaar fee, CGST, SGST / UTGST as applicable, account 
code, details of account code and amount will be shown as above.   
 
For Example : Above screen shows entry of Updation fee for 10 Nos. demographic 
updation totalling to Rs. 500/-. 
After confirming account codes and amount.   Click on ‘Submit’ 
 
Note : -  Though, treasury operator inserted 3 amounts for 3 different account codes, it 
will appear as a consolidated amount to Treasury Supervisor for verification and entry in 
TCB.  But, in DTR these 3 account code wise amount will reflect separately in Part-I & 
Part-III of DTR. 
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2.2 Role of Treasury Supervisor  
 
Treasury Supervisor need to verify the miscellaneous transaction submitted by treasury 
operator as described in 1.1 above 
 

 
 
Access ‘Misc Transactions Approval’ through Treasury→Approval→Misc Transactions 
Approval. 
 

 
 
After clicking on ‘Misc Transactions Approval’ page as shown above will appear.   In 
case, the supervisor wishes to view the breakup amount account code wise, click on 
‘View Info’ button. 
 

 
 
After clicking on ‘View Info’, button a pop-up showing transaction information with 
details of account code, account code and amount will be shown.    Close the pop-up.  
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To approve the entry, enter suitable remarks under the column header ‘Remarks’ 
against the corresponding entry and click on ‘Approve’ button. 
 

 
 
 
 

 
After clicking on ‘Approve’  button, a dialogue box seeking approval confirmation will 
appear.  To confirm approval and proceed, click on ‘Confirm’ button.  After clicking on 
‘Confirm’ button, a flash pop-up message as “Success: The Transaction has been 
Approved’ will appear in the bottom right corner of the screen. 
 

2.3 Entry in TCB and DTR after approval by treasury Supervisor 
 

 
 
After approval of transaction by treasury supervisor as described in 1.2 above, access 
TCB report through Treasury→Reports→TCB. 
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Select the desired date.  (By default, page display current business date) and click on 
‘Generate’ button. 
  

 
 
TCB for the selected date will get generated.  Click on ‘Print’ button.   
 

 
 
Amount submitted/verified as explained in 1.1 & 1.2 will appear under receipt column. 
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After approval of transaction by treasury supervisor as described in 1.2 above, access 
DTR report through Treasury→Reports→DTR 
 

 
Select the desired date.  (By default, page display current business date) and click on 
‘Generate’ button. 
 

 
 
DTR for the selected date will get generated.  Click on ‘Print’ button. 
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PDF format of the DTR  / HO Summary (in case of HO) will gets generated and displayed.  
Aadhaar updation fee submitted and verified as described in 1.1 and 1.2 will appear in 
Part-I of DTR  / HO Summary. 
 

 
 
CGST, SGST / UTGST amount submitted and verified as described in 1.1 and 1.2 will 
appear in Part-III of DTR  / HO Summary. 
 

3 Accounting through Booking Solution 
 
Aadhaar fee collected may be accounted through Booking Solution also.   
 
Note :-  User may choose either of one method i.e. (either through Treasury or through 
Booking Solution) 
 
In this section, accounting through booking solution is described. 
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3.1 Role of Counter Operator  

3.1.1 Submit amount in miscellaneous transactions 
 

 
 
Counter operator to click on ‘Booking Solution’ card 

 
 
Access ‘Miscellaneous Transactions Accounting’ option through Booking 
Solution→Counter Operations→Miscellaneous Transactions Accounting. 
 

3.1.1.1 Entering and Submitting amount for Aadhaar updation fee (excluding GST) 
 

 
 
After clicking on ‘Miscellaneous Transactions Accounting’ page, as shown appears. 
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In ‘Payment Description’ field Select ‘Aadhaar other Biometric / Demography 
Updation – (Receipt Side – Positive)’ from the drop down list. 
 

 
In ‘Amount’ field, enter the amount excluding GST.  Enter suitable remarks in ‘Remarks’ 
field and click on ‘Submit’ button. 
 

 
After clicking on ‘Submit’ button, a flash pop-up message as “Transaction completed 
successfully” will appear. 

3.1.1.2 Entering and Submitting amount for CGST on Aadhaar updation fee  
 

 
 
Next, in ‘Payment Description’ field Select ‘CGST-Collection on Business Auxillary 
Services – (Receipt Side – Positive)’ from the drop down list. 
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In ‘Amount’ field, enter the calculated amount of CGST.  Enter suitable remarks in 
‘Remarks’ field and click on ‘Submit’ button. 
 
 

 
 
 
After clicking on ‘Submit’ button, a flash pop-up message as “Transaction completed 
successfully” will appear. 
 

3.1.1.3 Entering and Submitting amount for CGST on Aadhaar updation fee  
 
 

 
 
 
Next, in ‘Payment Description’ field Select ‘CGST-Collection on Business Auxillary 
Services – (Receipt Side – Positive) or UTGST-Collection on Business Auxillary 
Services – (Receipt Side – Positive) ’  as applicable from the drop down list. 
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In ‘Amount’ field, enter the calculated amount of CGST / UTGST.  Enter suitable remarks 
in ‘Remarks’ field and click on ‘Submit’ button. 
 

 
 
After clicking on ‘Submit’ button, a flash pop-up message as “Transaction completed 
successfully” will appear. 
 

3.1.2 Check Wallet 
 
After completion of steps mentioned in 3.1.1.1, 3.1.1.2 & 3.1.1.3 as described above, 
click on wallet icon adjacent to profile icon in the home screen. 
 

 
 
Consolidated amount entered and submitted as described 3.1.1.1, 3.1.1.2 & 3.1.1.3 
will get added and shown against Booking.   
 
Note :-   Amount shown in wallet under Booking includes the amount collected through 
other transactions of Booking Solution also. 
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3.1.3 Common Submit Account (before transfer of cash) 
 

 
 
 
Access ‘Common Submit Accounts’ through Booking Solution→Counter 
Operations→Common Submit Accounts. 
 
 

 
 
 
 
After clicking on ‘Common Submit Accounts’ click on Generate Account, Check 
Status & Fetch Account by following instructions given in the page itself. 
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After clicking on ‘Fetch Account’, all the transaction details performed through 
Booking Solution will be shown in Part-A & Part-B as above.   User needs to check and 
confirm with the transaction details shown and need to transfer / request cash 
depending upon the amount shown in ‘Receipts and Payments Difference’. 
 

3.1.4 Transfer of cash to treasury 
 

 
 
Access ‘Transfer Cash’ option available in Booking Solution→Counter 
Operations→Transfer Cash 
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After clicking on ‘Transfer Cash’ option, page as shown above will be displayed. 
 

 
 
By default, ‘Transfer Cash’ radio button will be selected.  Select ‘Counter to Treasury’ 
option from the drop down and enter the amount to be transferred to treasury and click 
on ‘Enter Denominations’ button. 
 

 
 

Enter the denomination-wise amount and click on ‘Submit Denominations’. 
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Details of denominations submitted will be shown as above.  Click on ‘Submit’ button. 
 
 

 
 

 
After clicking on ‘Submit’ button, a flash pop-up message as shown above will appear. 
 
 

 
 
 
After successful transfer of cash to treasury, status of acknowledgement will be shown 
as ‘Pending’  when clicked on ‘View Transferred cash status’  radio button until the cash 
transferred id acknowledged by Treasury Operator. 
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3.2 Role of Treasury Operator  

3.2.1 Acknowledge cash transferred by counter operator. 
 
Click on ‘Treasury’ card 
 

 
 
After clicking on ‘Treasury’ card, treasury management dashboard and sub cards as 
shown above will be displayed.  Under ‘Cash Transactions Status’ number of cash 
transactions pending to be processed will be shown as ‘Prcc : <No. of cases to be 
processed>’.  Click on ‘Prcc’. 
 

 
 
Process pending transactions page as shown above will be shown.  To process the cash 
transferred from counter operator click on ‘Process’ button against the corresponding 
row entry. 

 
 
 
 
 

 
After clicking on ‘Process’ button, a dialogue box seeking confirmation to process cash 
remittance transaction will appear.  To confirm processing of cash remittance i.e. 
acknowledging cash transfer from counter to treasury, click on ‘Confirm’ button.  After 
clicking on ‘Confirm’ button, a flash pop-up message as shown above will appear. 
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3.2.2 View TCB 
 

 
 
After acknowledging cash as described in 3.2.1 above, view TCB report through 
Treasury→Reports→TCB.   Total amount of cash transferred by counter operator and 
acknowledged by treasury operator will appear under ‘Receipts’ column.  
 

3.3 Role of Counter Operator 

3.3.1 Check wallet 
 

 
 
After completion of steps mentioned in 3.2.1 as described above (i.e. After 
acknowledgment of cash by treasury operator), click on wallet icon adjacent to profile 
icon in the home screen.   Wallet amount against Booking will be shown as ZERO. 
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3.3.2 Common Submit Account 
 
After acknowledgment of cash by treasury operator, counter operator need to perform 
submit account through Booking Solution→Counter Operations→Common Submit 
Account 
 

 
 
After clicking on ‘Common Submit Accounts’ click on Generate Account, Check 
Status & Fetch Account by following instructions given in the page itself. 
 

3.4 Role of Counter Supervisor 
 
After submission of common submit account by counter operator, the same needs to 
be verified by counter supervisor. 

3.4.1 Verify submit account of counter operator 
 

 
 
Access ‘View Counter Status’ option through Booking Solution→Counter 
Operations→View Counter Status 
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Counter status of all counters for the selected period will be shown as above.  Click on 
green tick mark available under ‘Submit & Verify Account’ column header against the 
desired employee ID. 
  

 
After clicking on verify submit account, a dialogue box as shown above will appear.  By 
following the instructions, Generate Account, Check Status and Fetch Account. 
 
 

 
 
Scrutinise the details of transactions appeared in Part-A and Part-B and click on ‘Verify 
Account’. 
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3.5 Role of Counter Operator 
 
After verification of submit account by supervisor as described in 3.4.1 above, counter 
operator need to perform counter shift end. 

3.5.1 Counter Shift End 
 

 
 
Click on ‘End You Shift’  in Booking Solution→Counter Operations→End your Shift. 
 

 
 
Click on ‘End Shift’ button after ensuring the instructions mentioned in the Shift End 
page. 
 

 
 
After clicking on a flash pop-up message as “Shift End Done Successfully” will appear. 
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3.6 DTR after counter shift end 
 
Treasury user may generate DTR through Treasury→Reports→DTR. 
 

 
 
Updation fee will reflect in Part-I of DTR 
 

 
 
CGST, SGST/UTGST will reflect in Part-III of DTR. 
********************************************************************************** 
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