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1 Introduction 

1.1 Overview 

Currently, Andhra Pradesh Capital Region Development Authority (APCRDA) uses different IT/ICT tools to manage their 

functions for Works & Project Management, hence there are challenges faced in terms of project works processing and 

monitoring. This in turn reduces the overall efficiency of the organization.  

To address these challenges, APCRDA has proposed to have an integrated web-based solution as ‘BIM Based Digital Project 

Management System’ (BDPMS) for  APCRDA to improve its works and project management processing and monitoring with 

industry-class dashboards and MIS reports as part of e-Governance.  

1.2 Purpose of the document 

This document provides step-by-step guidance on its features, functions, and navigation on “BIM Based Digital Project 

Management System”. It helps users understand how to effectively operate the application, troubleshoot common issues, 

and maximize its capabilities. This manual ensures smooth user interaction, reducing support needs and enhancing overall 

user experience.  

 

This document manual includes the department process for Billing module of APCRDA application.  
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1.3 About APCRDA 

 

Bim Based Digital Project Management System (BDPMS) is a AI-Driven Digital Platform for Monitoring End to End Life Cycle of 

the Project under ANDHRA PRADESH CAPITAL REGION DEVELOPMENT AUTHORITY. 

The BDPMS lifecycle includes Administrative Approval, Estimations, Technical Sanctions, Contract Management, Bim Based 

Project Monitoring and Billing Management. 

 

The BIM aims to provide a robust framework for better planning, transparency, monitoring, accountability, and management 

of projects. By automating key processes and integrating advanced tools, the system ensures efficient project execution and 

comprehensive oversight, aligning with the strategic goals of the Andhra Pradesh Capital Region Development Authority 

(APCRDA).  

 

The proposed integrated system as BIM Based Digital Project Management System (BIM) is a product that is specifically 

designed to manage the Works/ Projects that are being executed by APCRDA . In this system different types of project works 

shall be executed along with various activities/ processes related to it and manages the complete project work cycle. These 

activities can be defined as Budgeting, Administrative Approval, Technical Sanction, Drafting Tender Papers, and preparing 

Notice for Inviting Tenders, Issuing Work Order and Billing Management, covering all types of projects including roads, bridges, 

and buildings.  
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2 How to Login to Application 

Step 1:  Open Internet Explorer or Chrome or any other Browser on your machine and “Turned off the Pop-Up Blocker”.  

To turn off pop up blocker follow the below steps: 

i) From the Tools menu, select Options.  

ii) From the Content tab, uncheck Block Popup Windows and click "OK".  
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Step 2:  Enter URL in address bar of browser - https:// https://works.apcrda.org/ 

 

 

 
Step 3: Login Page will be displayed as below. 
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Step 4:  Enter User Name. 

Step 5:  Enter the password (the password that you use to login into system). 

Step 6:  If you want the browser to remember your password, select remember my credentials and then click on Login 

button.
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3 Administrative Approval – New Work Entry 

3.1 Insert Project Work – Legacy Data 

3.1.1 Project Entry  

Administrative Approval – New Work Entry (Entry of legacy data of Project) is the process to enter the existing work data 
into the system for further processing of the proposal in the system. 

Please follow the below steps to enter the project work into the system: 
 
Step 1: Once logged in with your credentials, click on the EPM  Administrative Approval  New Work Entry.  
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Step 2:  Enter the AA – Work Detail. 

Step 3: Select Budget/Financial Year. 

Step 4: Select Work Type & Sub-Type(Level 1) & Nature of Work. A drop down as shown below will be available for the 
selection and user should select the appropriate type. 

Step 5: Click on Save Button 
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Step 6: Enter all respective Work details. 

 

 
Step 7: Enter Location details. 
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Step 8: Click on Cost Estimate Button. 

Step 9: Click on Yellow tab. 

 

 
 

Step 10: Click on Add Button. 

Step 11: Select CSR Item. 
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Step 12: Select SOR. 

Step 13: Select the Chapter.  

Step 14:   Select the check box . 
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Step 15: Click on the right side Mesh tab and select for below options. 

 

 
 
Step 16: Click on Overhead Cost tab. 
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Step 17: Click on Add Row button. 
 

Step 18: Select the Over Head options. 
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Step 19: Enter all respective details and Save. 
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Step 20: Please check Overhead Cost details. 
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Step 20: Click on Attachment Button.  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 



Confidential - SoftTech Engineers Ltd., Pune Page 20 of 108 

User Manual of BIM Based Digital Project Management System (IPMS) for APCRDA   Version 1.0 
 
 

 

 

Step 21: Click on Select Button and Add.  
Step 22: Click on Upload Button.  
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Step 23: Click on Send Forward Button and send to Authority for Approval.  
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Enter all Technical Sanction (TS) details.  
Step 1: Click on Work Name. 
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Step 2: Click on Mesh tab. 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Confidential - SoftTech Engineers Ltd., Pune Page 24 of 108 

User Manual of BIM Based Digital Project Management System (IPMS) for APCRDA   Version 1.0 
 
 

 

 

Step 3: Click on Site Photos and select the site photo Gallery. 
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Step 4: Click on Detailed Estimate button. 
Step 5: Click on Import AS Button. 
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Step 6: Select the check box an Click on Import Button. 
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Step 7: Click on Yellow tab and edit the estimate. 
 
 

 
 

Step 8: Click on save button the data and proceed to enter the further project information. 
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Step 9: Click on Send forward button and send to Approval. 
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Please follow the below steps to enter the further project details into the system:  
 
Step 1: Go to EPM  Tender Management  Approved AA/TS.  
Step 2: Go to ‘Works Approved Tender Not Started’, click to view/open the work proposal on the respective proposal 

‘Work Name’ for further processing.   
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Step 3: Click on Add DTP Button. 
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Step 4: In ‘General Information’ tab, provide the ‘Tender Information’ details as shown in the screen. Enter the 
respective ‘Important Dates’ of the tender. Click on Save button to update the DTP details later from EPM  
Tender Management  Draft Tender. 
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Step 5: In ‘BID Forms’ tab, click on ADD button to add the BOQ Schedule of the respective work proposal, Schedule dialog 
box will open.  
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Step 6: In ‘Schedule’ dialog box, provide ‘Tender Type’, Variation factor and click on ‘Save’ button.  
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Step 7: Select the respective estimate from the approved TS list, and click on Right arrow estimate to move the estimate to 
List of Schedules estimates. Click on ‘Save’ and ‘Close’. Schedule will be added in BID forms.   

 

 
 
 
 
Step 8: Click on ‘Save’ button to save the progress 
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Step 9: Go to ‘Standard Clauses’ to add/select the tender clauses applicable from the standard list of clauses. 
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Step 10: Click on Right Arrow button to add selected clauses to the document. To remove, select any clause and click on 
‘Delete Document’ button.  

 
Step 11: Click on ‘ADD Document’ button to add any additional document in the tender document. Click on ‘Save’ button to 

save the progress. 
 

 
 

 
Step 12: Go to ‘Tender Document’ tab to review the list of clauses and final tender document. Click on ‘Generate Tender 

Document’ to save the final tender document with the project proposal.   
 
 

Step 13: Go to ‘Tender Evaluation Criteria’ tab to select Conditions for Post Qualifications. Select ‘Tender Criteria’ and 
review the ‘Tender Cost’ as per detailed estimate.  
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Step 14: Go to ‘Fees and Deposits’ tab to enter payment related details.  
 
Step 15: Select applicable performance guarantee checkbox for the project work and select respective mode as 

‘Lumpsum/Percentage/Custom’. Enter the Total amount for Lumpsum and Percentage value for Percentage mode. 
Enter the ‘Initial’ value to be deposited by the concessionaire/consultant after the tender award. Enter the 
‘Through RA Bill’ value to be deposited by the concessionaire/consultant after the tender award 

 
 
 
 

 
 

Step 16: Click on ‘Save’ button to save the progress.  
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Step 17: Click on ‘Attachment’ button to save the progress.  
 

 

 
 

Step 18: Go to ‘DTP Approval’ tab to review the Mandatory DTP condition, BOQ Change History details and Work Status.  
 
Step 19: Go to Work Status, click to view/download all the documents in the Dockets section.  
 
Step 20: Click on Attach drawing button to attach respective drawings.  
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Step 21: Click on Send Forward to process the proposal to next user for their action.  
 

 

 
 
 
 

Step 22: in Send To dropdown, select the user to which the proposal is to be forwarded for their action. If you want to 
change the Send Forward Date and Time, select the appropriate and forward. Enter Reference No. and Outward 
No. if available. Enter the Flow remarks and click on Send to send and Close button to close the dialog box.  
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3.1.2 Contract Management Details:  

 
Step 1: Once DTP Approved, go to EPM -> Contract Management -> Letter of Acceptance 
 
Step 2: Go to ‘Pending With Me’ tab, click on Work Name to open and process the respective work. 
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Step 3: In ‘DTP Dates’, select or enter Tender Opening Date, NIT Number.  
 
Step 4: In ‘Consultant Details’, click on Mesh to select the respective consultant from the master list or Add the respective 

Consultant to master list. 
 
Step 5: To add the Contractor/Concessionaire in ‘Awarded Contractor Details’, click on ADD Contractor button to select 

the respective Contractor/Concessionaire from the master list or Add the respective Contractor/Concessionaire to 
master list. Click on Delete Contractor button to remove the Added Contractor from ‘Awarded Contractor Details’ 
list, if any. 
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Step 7: Select the bidder criteria – Above/Below/At par. In case of Percentage, enter bid percentage, amount shall be 
calculated based on the provided value. Enter Rebate value if any. Net amount shall be calculated based on the 
provided values.    
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Step 8: Click on ‘Submitted Rate’ – Blue Mesh to enter Bidder Rates for Item rates.  Click on Save to save in progress. Click 
on Close to close the dialog box. Add any attachments, if required, in Attachment.  
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Step 9: In ‘Comparison Details’, click on Blue Mesh to enter comparative details. Then click on yellow icon to view the 
comparative statement.   

 
Step 10: Click on Acceptance Letter button to view the Letter of Acceptance.  
 
Step 11: Click on Save button to save the progress to edit later.   
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Step 12: Click on View Report.   
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Step 13: in Send To dropdown, select the user to which the proposal is to be forwarded for their action. If you want to 
change the Send Forward Date and Time, select the appropriate and forward. Enter Reference No. and Outward 
No. if available. Enter the Flow remarks and click on Send to send and Close button to close the dialog box. 
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3.1.1 Work Order Details:  

 
Step 1: Once LOA process is done, go to EPM -> Contract Management -> Work Order.  
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Step 2: In Work Order Details, provide required work order details and in Agreement details, fill the respective agreement 
details.  
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Step 3: In Receivable Deposit Details, click on ‘Recovery Mode’ - Mesh to ADD to the received deposit details for Initial 
Security deposit. 
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Step 4: In Receivable Deposit Details, click on ADD to add the rows to provide the received deposit details. Enter the 
respective details as Purpose, Amount, No. Validity, Bank Name. 
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Step 4: Click on ‘Save’ button to save the progress.  
 
Step 5: Click on “Send Forward” to send the Work Order in the approval flow. Click on “APPROVE/BYPASS” button to 

approve. 
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1 Billing Management – Record Entry/Request for 
Inspection 

 

Preparing Measurements & Measurement Abstract 

Once the Work Order is approved, the project work shall be available for processing of the bills. 

Following are the steps involved in preparing record entries and Request for Inspection (RFIs) for measurements done and 
abstract for further creation and processing of the bills in the system. 

1.1.1 Add Record Entry – MB Measurement (Web Application) 

Step 1: Login  Engineering Project Management (EPM)  Billing Management  MB Measurement  
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Step 2: Go to “My Jobs” tab to create a record entry for a new work or “Pending with Me” tab for ongoing works. Click on 
the work Name. 
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Step 3: Click on any Work Name to add the record entry.  

 

Step 4: Click on “Add Record Entry” Button.  
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Step 5: Select Record Entry Date, Measurement From Date, Measurement To Date. Enter MB No., Page No. from and Page 
No. To and the Description for the record entry. 

Step 6: Click on save button.  
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Step 7: Click on Blue mesh to add RE items. 

 

Step 8: Click on “Select items” button.  
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Step 9: Click on check box to select tender items for the respective record entry. 

Step 10: Click on select button. 

Step 11: Click on save of selected items. Selected items will display as given below: 
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1.1.2 Add measurements of each tender/BOQ item 

Step 1: Click on ‘Magnifying glass image’ to add measurements. 
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Step 2: Click on “Measurements” tab. 
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Step 3: Click on “Add” Button to add measurements to the respective item.  

 

Step 4: Select “New Row(s)”.  
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Step 5: Enter the Nos. of rows required for measurements and click on OK button or CANCEL to go back.  
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Step 6: Enter the Nos., Length, Breadth & Depth/Height, PMS Bill No., Layer No., Chainage From, Chainage To, Chainage 
Diff in KM, Side.  

 Select checkbox for TO PAY QUANTITY, if measurement is to be forwarded for bill payment. 

Select checkbox for TO BE DELETED, if measurement is not to be forwarded for bill payment.  

Select checkbox for VERIFIED, if measurement is verified to be forwarded for bill payment. 

Click on BLUE MESH to add attachments for respective measurements.  

Click on ‘Update Quantity’ button to update the final quantity. 
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Step 7: Click on “Site Photos” button to enter Latitude/ Longitude and view/upload the site images from the system 
gallery.  

Step 8: Click on “UPLOAD IMAGES” button to enter Latitude/ Longitude, browse and upload the site images from the local 
drive of the system.  
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Confidential - SoftTech Engineers Ltd., Pune Page 69 of 108 

User Manual of BIM Based Digital Project Management System (IPMS) for APCRDA   Version 1.0 
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Step 9: Close the SITE PHOTOS GALLERY window and click on SAVE button to save the entered and uploaded details of the 
measurements. 

Step 10: Click on REPORT button to see the measurement report. Once done, click on CLOSE button. 
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Step 11: Repeat the process for other items for measurements. Check the final Quantity measurements and total amount 
calculated.  

Step 12: Click on ‘Save’ button to save the record entry and ‘Back’ button to go to respective measurement or RFI. 
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Step 13: On Record Entries page, click on “RE Date” to go review and send the RE in the approval flow.  
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Step 14: Click on Attachment to upload any document with the respective Record Entry (RE).  

Step 15: Click on “Notesheet” in Dockets to enter the user note for further users in the workflow. 

Step 16: Click on “Send Forward” to send the RE in the approval flow. Click on “APPROVE” button to approve the RE. Click on 
Internal Review to send the RE to another authority for review.  
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1.1.3 Measurement Abstract for Running/Final Bill  

1.1.4 Step 1: Click on E-Measurement from left menu, under Billing management.  
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Step 2: Click on Work Order No. or Description, to view the measurement Abstract. 
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Step 3: Click on “Open New Bill” button. Once new bill window is opened, enter the Running Bill No. 

Step 4: Enter the New Bill Details. Click on ‘Save’ button.  

Add the following details in the open window 
 

i. Bill Number : Enter the Bill no. 
ii. Is Bill : Select the type of Bill. 

Bill from Date : Enter the Bill from date 
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Step 5: Select the REs for the added bill. Click on Save. 

 

Step 6: Click on mesh to view the RE items. 

 

Step 7: Click on mesh to view the RE items. Click “Select items” to add new items from the BOQ.  
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Step 8:  Click on magnifying glass to view the existing items measurements. 
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Step 9: Click on “Back” button and then click on “Abstract” button to view the below measurement abstract for the bill. 

 

 

 

Step 10: Click on “Back” button to go to the Bill and send in the approval flow. 
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1.1.5 Procedure for Part Rate / Reduced Rate. 

Step 1: On below Abstract Measurement screen, click on “Rate” of the item.  
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Step 2: Click on “Add” button to add the new row for Part rate details as below screen. 
Step 3: Enter “Quantity”, “Current Rate” and Reason for part rate. Click on “Save” button. 

  Step 4:    Click on “Attachment” button to upload any document in reference to part rate. 
Step 5: Click on “Close” button to close the window. 
 

Note: The part/reduced rate item rate box shall be highlighted as per given screen 
 

Step 6: On Abstract Measurement screen, click on “Update amount” button. 
Step 7: Close window. 
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1.1.6 Approval of Abstract 

Step 1: Go to Left Menu -> Billing Management -> Measurement Abstract. 
Step 2: Click on Work Name. 
Step 3: Click on “Running/Final bill” which are not approved. 

 

Step 4: Click on “Send Forward” button. 
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Step 5: Follow the same procedure as followed in approval of RE, for approval of Abstract Bill. 

 

 
Step 6: After Approval of Abstract Bill Go Billing Management -> Abstract -> My jobs. 

 

Step 7: Click on blue mesh. 
Step 8: Select the record entry. 
Step 9: Click on Abstract button. 
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Step 10: Click on reports button to verify the reports before generating bill. 
 
Note: Once the bill is generated and approved, you will not be able to make changes in measurements. 
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RA Bill Report will be like this 
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2 Running/Final Bill 

Preparing Running/Final Bill 

Following are the steps involved in preparing Running/Final Bill. It is very important process to be done in System. 

Step 1: Login  Engineering Project Management  Billing Management  Billing  
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Step 2: Click on the respective Work name. 

Step 3: Click on Blue Mesh against the bill added. 
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Step 4: In “Recoveries” tab, click on “Update Material Recovery” button, to review and update the details about the 
recovered material. 
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Step 5: In “Advance recoveries” tab, select the mode of payment of Mobilization (as we had provided the Mobilization bill, 
which needs to be recovered). 
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Step 6: Select Mode percentage or Lumpsum. If lumpsum then enter the amount to be recovered. 

Step 7: Enter Mobilization Interest rate to calculate mobilization interest. 

Step 8: Click on save button. 

Step 9: Go to Recurring/recovery taxes tab. 

Step 11: Click on the ‘Add’ button, to add a tax. 

 

Step 12: Check the ‘Delete’ checkbox and click on the ‘Delete’ button to delete the desired tax. 

Step 13: Check the ‘Select’ checkbox, and select the desired ‘Description’ from the dropdown list. 

Step 14: In the ‘Mode’ column select ‘LumpSum/Percentage/Custom’. 

Step 15: Enter the Security deposit amount in percentage or lumpsum. 
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Step 16: Enter Tax Details same as details entered for Security Deposit above. 

 

 

Step 17: Click the ‘Save’ button to save the updated details. 
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Step 18:  Click on the ‘+’ button to view the detailed Bill Summary. User can also click on Part Payment, Update Amount, and 
View Abstract. 
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Step 19:  To view/download RA Bill and other related documents, click on Report button and click on respective report to 
view/download the report for the particular RA/Final Bill. 
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3 Mobilization/Advance Bills 

Preparing Mobilization/Advance Bill 

Following are the steps involved in preparing mobilization/advance bill payment. 

Step 1: Login  Engineering Project Management  Billing Management  Billing 

Step 2: Click on the respective Work name. 

Step 3: Select Bill Detail of ‘Mobilization/Advance Payment’. 

Step 4: Click on “Add bill form” button. 
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Step 5: Enter the bill details as below. 
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Add the following details in the open window 
 

i. Bill Number : Enter the Bill no. 
ii. Bill Date : Enter the Bill date 
iii. WO Amount : Shown as per WO approved. 
iv. Already Paid Amount : Shown the amount if already paid 
v. Lumpsum /Percentage : Select the type 
vi. Amount : Enter the Amount to be paid 
vii. Remark : Enter the remark if any. 

Step 6: Click on “Save” button.  

Step 7: Click on “Back” button. 
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Step 8: Click on “Advance bill no.” 

Step 9: Click on Send Forward button. 
 

Note: Follow the process for Approval of bills same as other modules. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


