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DOP- Finacle – vkUrfjd tkWp



April-2017



DoP Finacle – vkUrfjd tkWp izsj.kkL=ksr ,oa lg;ksx Jh nq";ar eqn~xy] funs’kd ¼eq[;ky;½] jktLFkku ifje.My] t;iqj ¼jktLFkku½



ladyu ,oa ys[ku nsosUnz ’kekZ i;Zo{s kd] dk;ZLFky izf’k{k.k dsUnz] t;iqj ¼jktLFkku½
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izkDdFku tSlk fd fofnr gS fd orZeku esa Hkkjr ljdkj }kjk Mkd?kjksa dks rduhdh :i ls n{k cukus dk iz;kl fd;k tk jgk gS rFkk Mkd?kj dh cpr&cSad lsokvksa esa dksj cSafdax lsok ds ek/;e ls Rofjr ,oa tulqyHk djus dk iz;kl fd;k tk jgk gS A orZeku esa jktLFkku Mkd ifje.My ds leLr Mkd?kjksa esa cSafdax dk;Ziz.kkyh gsrq (Finacle) lkW¶Vos;j dk mi;ksx fd;k tk jgk gS] ftlls Mkd?kj dh vkarfjd dk;Ziz.kkyh esa vkewypwy ifjorZu vk x;k gS A foxr dqN le; ls deZpkfj;ksa dks Finacle ds ek/;e ls gksus okys foRrh; ysu&nsuksa dh vkUrfjd tkWp izfdz;k esa dfri; O;ogkfjd leL;kvksa dk lkeuk djuk iM- jgk Fkk rFkk vkUrfjd tkWp iz.kkyh ds nkSjku u;s ekud fu/kkZfjr fd;s tkus dh vko’;drk eglwl dh tk jgh Fkh A jktLFkku ifje.My dk;kZy; ds dEI;wVj izf’k{k.k dsUnz esa i;Zo{s kd@izf’k{kd ds in ij dk;Zjr Jh nsosUnz ’kekZ }kjk fyf[kr iqLrd ‘Dop Finacle- vkUrfjd tkWp’ iw.kZr;k Finacle ls lacaf/kr vkarfjd tkWp izfdz;k ij vk/kkfjr gS rFkk vius vki esa ,d iw.kZ ekxZnf’kZdk gS A blds fy, iqLrd ds ys[kd Jh nsosUnz ’kekZ /kU;okn ds ik= gSa] eSa jktLFkku Mkd ifje.My iz’kklu dh vksj ls mudk gkfnZd vkHkkj izdV djrk gwa rFkk lkFk gh bl ekxZnf’kZdk dks rS;kj djus esa izeq[k lg;ksx iznku djus okys Jh Hkkjr Hkw"k.k ’kekZ ,oa Jh jkekorkj ’kekZ PA, (ICOSB) Hkh iz’kalk ds ik= gS A eSa buds mTtoy Hkfo"; dh dkeuk djrk gWwa rFkk vk’kk djrk gwWa dh jktLFkku Mkd ifje.My ds lkFk&lkFk vU; ifje.Myksa esa vkarfjd tkap izfdz;k ls tqMsa vf/kdkfj;ksa&deZpkfj;ksa ds fy, Hkh ;g iqfLrdk vR;Ur mi;ksxh ,oa ykHkdkjh fl) gksxh A bl iqfLrdk ds izdk’ku ls tqMs lHkh deZpkfj;ksa dks esjk ân~;iwoZd vfHkuanu]
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izLrkouk fiz; lkfFk;ks]a Mkd foHkkx esa fnlEcj&2013 ls izFke Mkd?kj dksj cSafdax lksY;w’ku (CBS) ds rgr dk;Z djuk ’kq: gqvk A orZeku esa vf/kdka’k Mkd?kj CBS }kjk cpr cSad dh lsok,a iznku dj jgsa gS A dqN le; lsa dbZ Circles esa Finacle esa xcu fd;s tkus ds izdj.kksa dh lwpuk,a izkIr gks jgha gS A vr% orZeku esa ;g vko’;d gks tkrk gS fd gekjh Audit wing (SBCO/IP,ASP) }kjk Finacle esa gksus okys ysu nsuksa dh le; ij tkWp dh tk;sa ftlls fd fdlh Hkh izdkj ds xcu ,oa =qVh dks jksdk tk ldsa A bl ifjizs{; esa vxLr 2016 es tkjh bl iqLrd dk izFke laLdj.k SBCO ,oa IP/ASPs ds fy, tkjh fd;k x;k A ;g iqLrd ,d lgk;d ds :i esa mi;ksxh lkfcr gqbZ gS A vc dqN ifjorZuksa ds lkFk bl iqLrd dk f}rh; laLdj.k tkjh fd;k tk jgk gS vk’kk gS ;g vkids Audit/Inspection ls lacaf/kr dk;Z esa mi;ksxh fl} gksxh A bl Handbook ds fuekZ.k esa izsj.kk ,oa lg;ksx ds fy, ekuuh; Jh nq";ar eqn~xy] funs’kd ¼eq[;ky;½ }kjk fn;s x;s lg;ksx gsrq vkHkkjh gS A lkFk gh Jh Hkkjr Hkw"k.k ’kekZ GS, AISBCEU ,oa Jh jkekorkj ’kekZ PA, ICO(SB) }kjk bl iqLrd ds ladyu esa fd;s x;s lg;ksx gsrw vkHkkjh gwa bl Handbook dk ladyu djrs le; lkekU; :Ik ls Audit esa mi;ksxh izfdz;k n’kkZ;h xbZ gS ysfdu ;fn vkids /;ku esa dksbZ lq>ko@=qVh vk;s rks d`Ik;k [email protected] ij lwfpr djsa A



nsosUnz ’kekZ -4-



vuqdzef.kdk dze la[;k



fo"k;



i`"B la[;k



1



e.My dk;kZy; }kjk /;ku j[kus gsrw egRoiw.kZ rF;



6



2



CBS ykxw gksus ds Ik’pkr SBCO dh Hkwfedk



9



3



SBCO }kjk Finacle esa tkWp djus ls lacaf/kr izfdz;k



27



4



dk;kZy; ys[kks dh tkWp (Office Accounts)



41



5-



C;kt (Interest) ls lacaf/kr tkWp



49



6-



ysu nsu (Transaction) ls lacaf/kr tkWp



51



7-



ysu nsuksa dh tkWp ,oa fglkc feyku gsrq oSdfYid izfdz;k



52



8-



CBS Mkd?kjksa dh tkWp djus ls lacaf/kr iwjd iz’ukoyh (For Inspection)



63



9-



fujh{kd Mkd@lgk;d v/kh{kd }kjk /;ku esa j[kus gsrq egRoiw.kZ rF;



67



10-



Audit ls lacaf/kr Finacle Menu – Commands



72
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1- e.My dk;kZy; }kjk /;ku j[kus gsrw egRoiw.kZ rF; e.Myh; v/;{k ;g lqfuf’pr djsa fd%& 1- muds v/khu lHkh CBS Mkd?kjksa esa dk;Zjr deZpkjh vius User ID/Password ls gh dk;Z dj jgsa gssa A 2- fdlh CBS Mkd?kj esa deZpkjh vodk’k@izf’k{k.k tkus ij muds LFkku ij tkus okys deZpkjh dk User ID/Password lEcaf/kr dk;kZy; ds SOL ls tqMzok;k x;k gS ,oa vodk’k@izf’k{k.k ij tkus okys deZpkjh dk ikloMZ fuf"dz; djok fn;k x;k gS A bl gsrq fu/kkZfjr izk:i esa Excel esa rS;kj dj ,d fnu iwoZ iwokZUg esa CEPT dks CPC ds }kjk Hkstsa 3- ftu deZpkjh;ksa dk CBS esa User ID/Password cuk gqvk gS mudh lsokfuo`rh@fuyfaEcr @e`R;q dh fLFkrh esa mudk User ID/Password CPC }kjk Finacle ls gVok fn;k gS (Delete) A 4- fdlh SB/PPF/SSA/NSS [kkrsa esa C;kt dh jkf’k de ;k T;knk tek gks tkus ij lacfa /kr fjdkMZ dh tkWp dj i;Zo{s kd SBCO dks vkns’k iznku djsa dh og mDr C;kt dh jkf’k dk lek;kstu djsa A 5- psd ls lacaf/kr Finacle esa fu/kkZfjr izfdz;k lHkh CBS Mkd?kjksa }kjk viukbZ tk jgh gSA 6- lHkh fujh{kd Mkd@lgk;d v/kh{kd Mkd?kj ds Finacle esa User ID/Password v/khuLr fdlh HO ds }kjk Auditor ID esa cuok fn;k gS ,oa fd muds }kjk fu/kkZfjr izfdz;k }kjk fujh{k.k fd;k tk jgk gS A e.My v/kh{kd }kjk le; le; ;fn deZpkjh vodk’k ij gks Finacle esa miyC/k Login/Logout fjiksVZ ns[kdj tkWp dh tk;s A 7- lHkh lacfa /kr dk;kZy;ksa esa AML/CFT ls lacaf/kr izko/kkuksa dh vuqikyuk dh tk jgh gS A -6-



8- lHkh lacfa /kr CBS Mkd?kjksa }kjk KYC Form fu;fer :i ls CPC dks Hksts tk jgsa gSa A 9- lHkh CBS Mkd?kjksa ds Migration ds le; Infosys ls izkIr Reconcilation Report dh ,d izfr lacfa /kr dk;kZy; ,oa SBCO esa miyC/k djok nh xbZ gS A (D.G. Post letter No. 16-01/2013-Inspn Dated 15/16.05.2014 Para (A) 1)



10- lHkh CBS Mkd?kjksa esa i;kZIr la[;k esa izf’kf{kr deZpkjh miyC/k gS A 11- SBCO }kjk MIS Server ls LOT Generate dj SO/HO ls izkIr okmpjksa ls feyku fd;k tk jgk gS A ,oa vko’;drk gksus ij vfrfjDr deZpkjh miyC/k djok fn;s gS A 12- eaMy ds v/khu vkus okys lHkh CBS Post Office ds izHkkfj;ksa dks l[r fgnk;r tkjh dh xbZ gS fd Finacle esa izfrfnu fd;s tkusokys ysunsuksa ds okmpjksa dks ;kstukuqlkj Tran ID ds dzekuqlkj tekdj ,oa muds mij Consolidate Journal yxkdj lhy djsa ,oa Consolidate Journal tek ,oa fudklh dh la[;k fy[kdj lacfa /kr i;Zo{s kd }kjk gLrk{kj dj rkjh[k eksgj ls Nkidj HO dks izsf"kr fd;s tk jgs gS A 12- ;fn SBCO }kjk dksbZ izdj.k fjiksVZ fd;k tkrk gS rks e.My dk;kZy; @{kSf=;@ifje.My dk;kZy; fd vUos"k.k ‘’kk[kk (Vigilence Branch) }kjk rqjUr tkWp djok;h tk;sa A 13- SBCO }kjk Consolidate Journal /LOT, Finacle esa rS;kj dj okmpjksa ls tkWp dh tk jgha gS ,oa ;g Hkh lqfuf’pr djsa fd SBCO ‘’kk[kk esa Computer/Printer/Finacle Application lfgr@LVkWQ i;kZIr la[;k esa miyC/k gksa A 14- ;g /;ku esa vk;k gS fd le; le; ij tkjh Li"V funs’kksZ ds mijkUr Hkh cgqr de SBCO Staff, Finacle esa dk;Z dj jgk gS vr% -7-



e.My v/kh{kd Finacle esa miyC/k Login/Logout fjiksVZ dh le; le; ij tkWp dj ;g lqfuf’pr djsa fd SBCO }kjk Finacle esa tkWp dh tk jgh gS A 15- ;g lqfuf’pr djsa fd v/khuLFk CBS Mkd?kjksa }kjk nSfud LOT fizaV ugha dh tk jgh gSa D;ksafd lacaf/kr SBCO }kjk MIS Server esa LOT ns[kdj okmpjksa dk lR;kiu fd;k tkuk gS A 16- fujh{k.k ds nkSjku lacaf/kr vf/kdkfj;ksa }kjk ;g /;ku esa j[kk tkos fd izfr o"kZ [kksys x;s u;s [kkrsa ,oa tkjh cpr i= dks fu;ekuqlkj [kksyk@tkjh fd;k x;k gS A (D.G. Post letter No. 107-6/2004-SB(PG) dated 25.05.04)
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cpr cSad fu;a=.k laxBu (Saving Bank Control Organization) 2. CBS ykxw gksus ds Ik’pkr SBCO dh Hkwfedk SB Order 14/2015 (updated vide SB order No.5/2016) CBS esa gksus okys ysu nsu esa SBCO ,oa CBS PO }kjk fuEufyf[kr izfdz;k viukbZ tk;sxh A 1- lkekU; 1-1 tc fdlh eq[; Mkd?kj ds lHkh miMkd?kj CBS esa dk;Z djus yxsa rks SOSB ’kk[kk ls LVkWQ de dj dkmUVj/CPC/SBCO esa Redeployed fd;k tk;s A 1-2 Ik;Zos{kd SBCO }kjk ,d SBCO PA dks ;g ftEesnkjh nh tk;s fd og lHkh okmpj caMy e; Consolidate miys[kk ’kk[kk ls izkIr dj mudk feyku miMkd?kj lkj o miMkd?kj ys[kk ls djsa A 1-3 Agent Commission Schedule ,oa ACG-17 ls lacaf/kr dk;Z SBCO ls cUn fd;k tk;sa A ACG-17, Agent Commission Report ds lkFk eq[; Mkd?kj dh ys[kk ’kk[kk dks gLrkarfjr fd;k tk;s ftls os vU; Schedules ds lkFk ys[kk dk;kZy; (DAP) dks Hkstsa A 1-4 MPKBY vfHkdrkZ ls nks izfr esa LOT (e; tekiphZ ,oa ACG-17) izkIr dh tk;s] LOT dh ,d izfr Guard File esa j[kh tk;sxh o nwljh izfr tekiphZ RD Vouchures ds lkFk SBCO dks LFkkukarfjr dh tk;s A ACG-17 dks deh’ku fjiksVZ ds lkFk ys[kk ’kk[kk dks Hkstk tk;s A 1-5 SB-3/KYC document [kkrk cUn djrs le; SB-7A ds lkFk SBCO dks LFkkukarfjr ugha fd;k tk;sxk A APM/SPM }kjk “SB-9-



3/AOF retained with KYC documents” fjekdZ SB-7A ij yxk;k tk;sxk A ftu [kkrksa dsa lkFk KYC Documents layaXu ugha gks ¼KYC ds ckn esa [kksys x;s [kkrksa dh fLFkrh es½ mu [kkrksa dks cUn djrs le; SB3, SB-7A ds lkFk SBCO dks Hkstk tk;sxk A SOSB ’kk[kk }kjk T;ksgha dksbZ SO CBS esa Migrate gks ml SO ls lacaf/kr lHkh SB-3 lacaf/kr SO dks LFkkukarfjr djsa A ;fn fdlh vU; CBS office dk [kkrk cUn fd;k tk;s rks SB7A ds lkFk SB-10B/Transfer Form, SBCO dks Hkstk tk;sa A 1-6 ;fn fdlh dkj.ko’k fdlh [kkrsa esa C;kt fd jkf’k dk lek;kstu (Adjustment) fd;k tkuk gks rks lacaf/kr APM/SPM }kjk bl vk’k; fd =qVh fy[kdj lacfa /kr eq[; Mkdiky ds }kjk SBCO dks fjiksVZ dh tk;s A ;fn lek;kstu Migration gksus ls igys dk gS rks eq[; Mkdiky }kjk lacaf/kr e.My v/kh{kd dks ;g ekeyk lacaf/kr nLrkost ds lkFk Hkstk tk;s ,oa lacaf/kr e.My v/kh{kd }kjk vkns’k izkIr gksus ds Ik’pkr lacaf/kr Ik;Zos{kd SBCO }kjk HIARM menu }kjk lek;kstu fd;k tk;sA 1-7 PM/APM/SPM dh Finacle esa dk;kZy; ys[kksa (Office A/cs) esa gksus okys leLr ysu nsu fd O;fDrxr ftEesnkjh gksxhA mUgs dk;kZy; ys[kksa esa gksus okys ysu nsus ds izfr iw.kZ lrdZrk cjruh gksxh A
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2- CBS vkWfQl esa nLrkost ,o fyLV dks Seal djus fd izfdz;k esa ifjorZu A 2-1 CBS vkWfQl }kjk izR;sd ysu nsu djrs le; lacaf/kr okmpj ij yky L;kgh ls Scheme ,oa Tran ID fy[kh tk;sxh A 2-2 MIS/SCSS/TD Automatic Transfer ds fy, ,d tek iphZ ,oa ,d fudklh QkWeZ izR;sd ;kstuk ds fy, lacaf/kr CBS vkWfQl }kjk cuk;k tk;sxk A 2-3 izR;sd izdkj ds vfHkdrkZ deh’ku dh lwph ds lkFk ,d tekiphZ cukdj nLrkostksa ds lkFk SBCO dks LFkkukarfjr fd;k tk;sxk A 2-4 POSB psd lek’kks/ku dh jkf’k ls ,d fudklh QkWeZ lacfa /kr APM/SPM }kjk Hkjdj ¼With Cheque Image) nLrkostksa ds lkFk SBCO dks LFkkukarfjr fd;k tk;sxk A 2-5 nSfud dk;Z dh lekfIr ds i’pkr izR;sd CBS vkWfQl }kjk lHkh okmpj Scheme-wise ,oa Tran ID ds dzekuqlkj j[kdj dkmUVj lgk;d ,oa i;Zo{s kd }kjk lacfa /kr LOT dk System ls feyku fd;k tk;sxk A 2-6 lHkh CBS vkWfQl }kjk lHkh ;kstukvksa ds Consolidate Journal nks izfr esa fizaV fd;k tk;sxk A tgkW ij ystj fiazVj miyC/k ugha gks ogk Consolidate Journal Generate djrs le; HFINRPT esa ‘PDF’ ds LFkku ij ‘XLS’ output file name option esa p;u djsa ftlls fd Consolidate Journal ‘Dot Matrix Printer’ ij fizaV fd;k tk ldrk gS A 2-7 lHkh ;kstukvksa ds Consolidate Journal dh ,d izfr lacfa /kr ;kstuk ds okmpj caMy ds mij yxkdj lhy dj HO dks Hkstk tk;sxk ,oa nwljh izfr lacfa /kr CBS vkWfQl esa Js.kkhokj ,oa fnukad vuqlkj Guard File esa j[kk tk;sxk A - 11 -



lacaf/kr APM/SPM }kjk Consolidate Journal ls fglkc feyku ds Ik’pkr okmpj caMy ij jkf’k dks vadks o ’kCnksa esa fy[kdj ,oa tek rFkk fudklh dh la[;k fy[kdj gLrk{kj fd;s tk;saxs A ;fn dksbZ Manual Correction fd;k tkrk gS rks iw.kZ fooj.k ds lkFk =qVh iqfLrdk esa ntZ dj ,d izfr okmpj ds lkFk] ,d izfr dk;kZy; esa Consolidation ds lkFk ,oa ,d izfr lacfa /kr e.My dk;kZy; dks Hksth tk;sxh A 3- SBCO ds izLrkfor dk;Z dk fooj.k dze la[ ;k



dk;Z dk orZeku fLFkfr



CBS ykxw gksus ds ckn



1



Return izkIr djuk



SBCO PA }kjk lh/ks Sub A/c PA fu;e &3 ,oa HO SB ls okmpj o Consolidation izkIr fd;k tk;sxk A



2



LOT dh tkWap (SB60-76)



Finacle esa LOT ns[kdj lacaf/kr okmpj ls [kkrk la[;k ,oa jkf’k dk feyku fd;k tk;sxk A ;fn dksbZ vUrj gks rks LOT dk fizaV ysdj vkiRrh ntZ dh tk;sxh A



fu;e &4



3



bUnzkt ugha fd;s x;s ysunsu (Unposted)



ykxw ugha



fu;e &6
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SBCO Contr ol Manu al ds vuqlkj



4-



LFkkukarj.k ysu nsu ls lacaf/kr jftLVj (SB62a/85a)



5-



vkWfQlokj vfr’ks"k ykxw ugha dk jftLVj (SB63/RD85)



fu;e &8 ,oa 10



6-



lHkh ;kstukvksa dk SBCO }kjk lHkh CBS vkWfQl dk Consolidate Finacle esa Consolidate rS;kj Journal dj mudk feyku SO/HO Summary ,oa miMkd?kj ls izkIr Consolidate ls fd;k tk;sxk A ;fn lHkh SO migrate ugha gq, gks rks mudk Consolidate Journal , Sanchay Post esa cukdj Finacle ds Consolidate esa tksMdj HO Cash Book ls feyku fd;k tk;sxk A



fu;e &9 *



7-



(i)okmplZ dh lkekU; tkWp (ii) Finacle }kjk rS;kj LOT dh okmpjksa ls tkWp



ykxw ugh



fue; &7



(i) isjk 5 esa n’kkZ;h xbZ izfdz;kuqlkj fu;e & 11 (ii) uhps n’kkZ;s x;s okmpj dh ,oa 15 tkWpisjk 5 esa n’kkZ; xbZ izfdz;kuqlkj dh tk;s A (a) lHkh Js.kh;ksa ds cUn [kkrksa ds okmpj (b) lHkh vkorhZ ,oa PPF yksu Hkqxrku ds okmpj A - 13 -



(c) LSG ,oa blls mij ds Mkd?kjksa ds PPF,SB,SSA dsa 20000 ,oa vf/kd ds lHkh okmpj dh tkWp dh tk;sxh ,oa vU; Mkd?kjksa dsa lHkh okmpjksa dh tkWp dh tk;sxh A (d) 5 yk[k ,oa vf/kd jkf’k ds u;s [kkrksa ds lHkh okmpjksa dh tkWp dh tk;sxh A 8-



LFkkukarj.k ls lacaf/kr ysu nsu



ykxw ugha



fu;e & 12



9-



Revivel of Silent A/c (0101-2003 ls igys ds½



ykxw ugha



fu;e & 12¼3½



10-



Oblection jftLVj



orZekuqlkj



fu;e & 13



11-



_.kkRed [kkrksa dh fjiksVZ



ykxw ugha



fu;e & 13¼2½



12-



ystj vfr’ks"kksa dk ykxw ugha lR;kiu



fu;e & 14



13-



okf"kZd C;kt dh tkWp



ykxw ugha



fu;e & 16



14-



C;kt fooj.kh rS;kj djuk e; fuf"dz; [kkrsa



Finacle ls fjiksVZ ysdj cukbZ tk;sxh ,oa dsoy Summary dks DAP dks Hkstk tk;sxk A



fu;e & 16 *



- 14 -



14a



RD/MIS/TD/SC ykxw ugha SS [kkrksa dh okf"kZd lwph rS;kj djuk



fu;e & 38



15



fuf"dz; [kkrksa dk iqu% izorZu dh izfdz;k



ykxw ugha



fue; & 17¼3½



16



viz;qDr psd



orZekuqlkj



fu;e & 18



17



vforfjr ,oa [kjkc iklcqd



orZekuqlkj



fu;e & 19



18



lkaf[;dh jftLVj



dsoy vfoRrh; ysu nsu ds fy,



fu;e & 20



vFkkZr tek]fudklh]u;s [kkrs] cUn [kkrksa dh la[;k 19



fjdkMZ dh vfHkj{kk



orZekuqlkj LOT dks NksMdj



fu;e & 25



20



ekfld izxfr fjiksVZ



ykxw ugha



fu;e & 26



21



vfHkdrkZ deh’ku fcy dh tkWp



ykxw ugha



22



DAP/AO dks Return Hkstuk



dsoy lkaf[;dh jftLVj ¼vfoRrh;½ ,oa C;kt dh summary



fu;e & 40



* tc CSI lHkh dk;kZy;ksa esa ykxw gks tk;sxk rks ;g izfdz;k cUn dj nh tk;sxh A
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4. dk;ksZ ds fuLrkj.k dk izdkj 1



nLrkost izkIr djuk



Physical



2



LOT dh tkWp



Finacle esa ¼vkiRrh gksus ij fizaV ysuk gS½



3



Consolidate Journal*



Finacle/Manual/Excel



4



okmpj dh lkekU; tkWp ,o okmpj Manual & Finacle dh tkWp



5



vkiRrh jftLVj



Manual



6



_.kkRed vfr’ks"k dh fjiksVZ



ykxw ugha



7



Verification of officewise balances



ykxw ugh



8



Checking of Annual Interest



ykxw ugh



9



Preparation of Interest Statement*



Manual/Excel



10



Annual Listing balances RE/MIS/TD/SCSS



ykxw ugh



11



Un-used Cheque Foils



Manual



12



Un-deliverable & spoilt Passbooks



Manual



13



Statistical Register*



Manual/ Excel
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(Grand Summary)



14



Custody and preservation of Manual records



15



Monthly Progress Report



ykxw ugh



16



Checking of Agents Commission bill



ykxw ugh



17



Submission of returns to DAP



Manual/ Excel



* tc CSI lHkh dk;kZy;ksa esa ykxw gks tk;sxk rks ;g izfdz;k cUn dj nh tk;sxh A 5- SBCO PA/Supervisor dk izLrkfor nkf;Ro ¼Duties) 5.1 HO/SO ls izkIr Consolidate Journal dh tkWp 5.2 Finacle ls ns[kdj LOT dh tkWp ,o Daily/Prograssive total dh Cash Book ls tkWp ,oa okmpj dh lkekU; tkWp 5.3 vkiRrh fy[kuk ,oa vkiRrh jftLVj rS;kj djuk A 5-4 C;kt lek;kstu djuk ,oa blls lacaf/kr fjdkMZ jftLVj esa j[kuk A 5-5 viz;qDr psd 5-6 vforfjr ,oa [kjkc iklcqd 5-7 lkaf[;dh jftLVj ¼vfoRrh;½ 5-8 DAP/AO dks Return Hkstuk 5-9 tkWp ds fy, okmpj dh ekax 5-10 pkfc;ksa fd vfHkj{kk - 17 -



5-11 nLrkostksa dk laj{k.k 5-12 vU; dksbZ Hkh dk;Z tks Ik;Zos{[email protected] v/kh{kd@AO(ICO) }kjk vkns’k iznku fd;k tk;s A 5-1-1 lacfa /kr PA SBCO }kjk lHkh ;kstukvksa ds lhy okmpj caMy ,oa Consolidate miys[kk lgk;d ls izkIr fd;s tk;saxs ,oa PA SBCO }kjk Finacle esa Consolidate Journal Generate djus ds Ik’pkr HO/SO ls izkIr Consolidate ls feyku fd;k tk;s A nksuksa Consolidate Journal dk feyku miMkd?kj ys[kk ,oa miMkd?kj lkjka’k ls gksuk pkfg;sa A HO ls izkIr okmpj ,oa Consolidate dk feyku Hkh PA SBCO }kjk Generate Consolidate Journal lsa ,oa eq[; Mkd?kj lkjka’k ls gksuk pkfg, A lkFk gh Progressive Total dk feyku Cash Book ls fd;k tk;s A ;fn dksbZ vUrj gks ,oa vUrj ds dkj.k dk dksbZ nLrkost@=qVh ,oa v/khd`r Lohd`rh okmpj caMy ds lkFk layXu ugha gks rks rqjUr Ik;Zo{s kd SBCO dks iwjs izdj.k dh fjiksVZ dh tk;s ,oa lHkh okmpj caMy Ik;Zos{kd SBCO dks lqinq Z dj fn;s tk;sAa Finacle ls Consolidate Journal rS;kj dj feyku djuk vko’;d gSA 5-1-2 Ik;Zos{kd SBCO }kjk ;g tkWp ,oa lR;kfir fd;k tk;sxk fd izR;sd cpr ;kstuk okmpj caMy ,oa Consolidate ij mi@lgk;d Mkdiky }kjk inuke eksgj lfgr gLrk{kj fd;s gq, gS vkSj Consolidate Journal ij vafdr okmppjksa dh la[;k dk feyku okmpj caMy esa miyC/k okmpjksa ls gks i;Zo{s kd izR;sd Consolidate Journal ij vius gLrk{kj djsx a k ,oa lacaf/kr PA SBCO dks okmpj caMy ,oa Consolidate gLrkarfjr fd;k tk;sA ;fn dksbZ =qVh /;ku esa vkrh gS rks Ik;Zos{kd SBCO vkiRrh jftLVj esa ntZ dj Mkdiky@v/kh{kd Mkd?kj@lrdZrk ’kk[kk {ks=h; ;k ifje.My dk;kZy; dks mldh ,d izfr nh tk;sA *CSI ,oa FSI gksus ds ckn ;g izfdz;k cUn dj nh tk;sxh Aa - 18 -



5-2 Finacle esa LOT rS;kj dj izkIr okmpj dk feyku dj nSfud ;ksx@vxzsf’kr ;ksx dk Cash Book ls feyku djus ,oa okmpj dh tkWp ls lacaf/kr izfdz;k %& 5-2-1 SBCO i;Zo{s kd Ik;Zos{kd }kjk okmpj izkIr dj Consolidate Journal rS;kj dj SBCO PA dks okmpj gLrkarfjr fd;s tk;sx a s A lqfo/kk gsrw i;Zos{kd }kjk Finacle esa Set ID }kjk Consolidation Journal Generate dj Excel File esa Download dj rFkk mlesa vko’;d la’kks/ku dj cuk ldrs gS A Consolidate Journal ds ;ksx dk feyku Cash Book ls djuk gksxk ,oa vxzsf’kr ;ksx dks Consolidate Journal esa Manually nSfud :Ik ls fy[kuk gksxk A ;fn dksbZ vkWfQl Finacle esa Migrate ugha gqvk gks rks mudk Consolidate Journal Sanchay Post esa rS;kj dj Cash Book ls feyku djuk gksxk A ¼;fn fdlh Hkh miMkd?kj esa Transit ugha gks rks Set ID ds }kjk Finacle esa Consolidate Journal rS;kj fd;k tk ldrk gS ½ 5-2-2 SBCO PA (a) Ik;Zos{kd ls okmpj izkIr gksus ij lgk;d }kjk MIS Server esa Login dj lacaf/kr Mkd?kj dh LOT rS;kj dj vxzfyf[kr izfdz;k viukbZ tk;sxh %& (i) okmpj esa ntZ lHkh izfof"V;k iwjh gSa ,oa muesa fdlh Hkh izdkj dh lansgkLin dkWV NkV ,oa ifjorZu u fd;k x;k gSa A (ii) okmpj ij lacfa /kr Mkd?kj dh rkjh[k eksgj Nih gSa A (iii) fudklh QkWeZ ij lacfa /kr [kkrk/kkjd ds gLrk{kj fu/kkZfjr LFkku ij gSa A - 19 -



(iv) fudklh QkWeZ ij lacfa /kr Mkdiky@miMkdiky ds fudklh vf/kd`r@Lohd`r djus ds gLrk{kj gSs (v) fudklh QkWeZ ds ikorh Hkkx esa tekdrkZ@lans’kokgd ds jkf’k izkfIr fy[kdj gLrk{kj fd;s gq, gSa (vi) ;fn [kkrk/kkjd dh igpku yh xbZ gks rks og fu/kkZfjr izk:i esa gSas A (vii) ;fn [kkrk/kkjd fuj{kj gSa rks vaxwBk fu’kku dks okmpj ds nksuksa rjQ lR;kfir fd;k x;k gSa A (viii) tekiphZ@fudklh QkWeZ ij fy[kh xbZ jkf’k ¼tek@fudklh@pwd@NwV½ vkfn dh jkf’k dk feyku Finacle Mis serve esa rS;kj LOT ls djsa A okmpj ij fy[kh fnukad LOT dh fnukad ,d gksuh pkfg, ;fn buesa dksbZ vUrj gksrks fof/kor =qVh izk:i ,oa l{ke vf/kdkjh }kjk v/khd`r dh gqb gSa ¼lek’kks/ku dh bUnzkt NksMdj½A ;fn dksbZ vUrj gks rks ysu nsu Finacle esa HTI }kjk tkWp djsa ,o ,oa ;fn vko’;drk gks rks vkiRrh ntZ dj lacfa /kr HO ds Postmaster dks nLrkost lfgr fy[ksaA (b) SBCO PA }kjk Finacle esa LOT rS;kj djus ds i’pkr fuEu tkWp dh tk;sxh %& (i) SB-103/SB-7/SB-7a esa n’kkZ;h jkf’k dk dk feyku Finacle esa rS;kj dh xbZ LOT ls fd;k tk;sA (ii) tekdrkZ }kjk okmpj ij vafdr [kkrk la[;k dk feyku Finacle esa rS;kj dh xbZ LOT ls fd;k tk;sA (iii) ;fn okmpj ,oa Finacle esa rS;kj LOT dh Transaction Date esa vUrj gS rks mlds lkFk error extract ,oa l{ke vf/kdkjh dh Lohd`rh gksuh pkfg, ¼vU; cSadksa dh psd ls tekvksa dks NksMdj½ ‘;fn vUrj 3 fnu ls vf/kd dk gks ¼lek’kks/ku ds vfrfjDr½ vkSj 7 fnu ls vf/kr vUrj psd dh n’kk esa gks rks ml ysu nsu dh iw.kZ tkWp HTI }kjk dh - 20 -



tk;s vkSj ;fn vko’;d gks rks vkiRrh ntZ dh tk;sxh A vkiRrh dh izfrfyih Mkdiky dks Hkstrs le; LOT/Screen shot of HTI layXu djuk gksxk A (iv) 5000 ls vf/kd dh fudklh ij nks deZpkfj;ksa ds gLrk{kj gksus pkfg, ¼,dy Mkd?kj dks NksMdj½A ¼,dy Mkd?kjksa dh lwph lacfa /kr e.My v/kh{kd }kjk SBCO dks miyC/k djokbZ tk;s A (v) ;fn ysu nsu psd ls gks rks psd ls lacfa /kr lHkh izfdz;k, viukuh pkfg, A CTS psd dh n’kk esa psd dh QksVks izfrfyih psd ds led{k ekU; gksxh A SBCO PA }kjk Finacle esa feyku djus ds i’pkr izR;sd Vouchure ij lai.w kZ gLrk{kj djus gksaxs A okmpj tkWp jftLVj cukus dh vko’;drk ugha gS A (c) tgkW ij i;Zo{s kd SBCO ¼fu;qDr@miyC/k½ gS 5 izfr’kr okmpjksa dh tkWp dh tkWp mijksDr b esa n’kkZ;s vuqlkj dh tk;sxh ¼tkWp ds fy, 50000 ls vf/kd ds okmpjksa dk p;u fd;k tk;s½ ,oa tkWp fd;s x;s okmpjksa dks iw.kZ izfrgLrk{kfjr fd;k tk;sxk A 5-3 vkiRrh fy[kuk ,oa vkiRrh jftLVj cukus ls lacaf/kr izfdz;k 5-3-1 ;fn dksbZ vfu;ferrk /;ku esa vk;s rks Li"V ,oa laf{kIr ’kCnksa esa vkiRrh jftLVj esa ntZ dh tk;s ,oa bldh ,d izfr HO ds iksLVekLVj dks nLrkostksa ds lkFk nh tk;s A 5-3-2 ;fn dksb vfr;ferrk ysu nsu dh oS/kkfudrk ls lacaf/kr gks tSls fd tekdrkZ dh ikorh jkf’k esa dkaV NkaV gks rks og jkf’k vkiRrh esa ntZ gksuh pkfg, A ,d ckj okmpj SBCO esa izkIr gksus ds ckn iqu% HO dks okil ugha fn;k tkuk pkfg, A 5-3-3 dksbZ Hkh vfu;ferrk /;ku esa vkus ij rqjUr lacaf/kr Mkdiky dks vfxze dk;Zokgh gsrq /;ku esa ykbZ tk;s A - 21 -



5-3-4 Ik;Zo{s kd SBCO }kjk ,slh vkifRr;k ftuesa tkWp dh vko’;drk gks ,oa 30 fnu ls vf/kd gks x;s gks lacaf/kr e.My v/kh{kd dks fy[kk tkuk pkfg, A 5-4 Finacle esa C;kt dk la’kks/ku ,oa C;kt la’kks/ku jftLVj dks cukuk 5-4-1 Ik;Zos{kd SBCO }kjk C;kt la’kks/ku jftLVj cukuk gksxk ,oa l{ke vf/kdkjh ls vkns’k izkIr gksus ds Ik’pkr C;kt la’kks/ku HIARM menu }kjk fd;k tk;sxk A 5-4-2 C;kt la’kks/ku ls lacaf/kr fooj.k izR;sd ekg ds Ik’pkr DAP ,oa AO(ICO) dks Hkstuk gksxk A 5-5 viz;qDr psd 5-5-1 ;fn dksbZ cpr [kkrk ¼psd [kkrk½ [kkrk/kkjd }kjk cUn djok;k tkrk gS rks lacaf/kr lgk;d Mkdiky@miMkdiky }kjk viz;qDr psd izkIr dj mUgs Cancel djus ds Ik’pkr gLrk{kj ,oa eksgj izR;sd psd ds mij yxkuh gksxh A 5-5-2 bu viz;qDr psdksa dks okmpj lwph esa bUnzkt dj SBCO dks LFkkukarfjr fd;k tk;sxk A 5-5-3 Ik;Zos{kd SBCO }kjk viz;qDr psdks dks lR;kfir fd;k tk;sxk ,oa viuh O;fDrxr vfHkj{kk esa j[kk tk;sxk A ;fn dksbZ psd Cancel gksus ls jg x;k gks rks Ik;Zos{kd SBCO }kjk vius gLrk{kjksa }kjk Cancel fd;k tk;sxk A 5-5-4 SBCO }kjk viz;qDr psdksa dk fooj.k ,d jftLVj esa ntZ dj izkfIr dh rkjh[k Hkh fy[kh tk;sxh A jftLVj esa dze la[;k izfro"kZ 1 ls ’kq: gksxh A 5-5-5 bu viz;qDr psdks dks AO(ICO) ds fujh{k.k ds nkSjku mudh mifLFkrh esa u"V fd;k tk;sxk A - 22 -



5-6 vforfjr@[kjkc iklcqd@vizkIr nLrkost 5-6-1 ;fn dksbZ [kjkc iklcqd dh ,ot esa ubZ ikl tkjh dh tkrh gS rks [kjkc gqbZ iklcqd dks HO/SO }kjk SBCO dks okmpj ds lkFk gLrkarfjr fd;k tk;sxk A 5-6-2 SBCO }kjk bl izdkj izkIr iklcqd dh izfof"V ,d jftLVj esa dh tk;sxh A 5-6-3 bl jftLVj dh dzela[;k izfr foRr o"kZ ¼1 vizsy ls½ esa 1 ls ‘’kq: dh tk;sxh A ;s iklcqds i;Zos{kd SBCO dh O;fDrxr vfHkj{kk esa j[kh tk;sxh A 5-6-4 ;fn fdlh dkj.ko’k dksbZ nLrkost SBCO dks izkIr ugha gksrk gS rks “will follow” fVIi.kh lacaf/kr Mkd?kj }kjk fy[kk tkuk pkfg, A 5-6-5 ;fn bl vk’k; dk fjekdZ ugha fy[kk gqvk gks rks SBCO }kjk fcuk okmpj caMy dh lhy [kksys eq[; Mkdiky ds /;ku esa yk;k tk;sa A 5-6-6 bl izdkj ugha izkIr gksus okys nLrkostks dh izfof"V ,d jftLVj esa dh tkuh pkfg, ¼ifjf’k"V 3 fu;e 4 cpr cSad fu;a=.k laxBu fu;e iqLrd½ ,oa izfof"V djus ds Ik’pkr og dze la[;k lacaf/kr LOT @caMy ij fy[kh tkuh pkfg, A 5-7 lkaf[;dh jftLVj ¼vfoRrh;½ 5-7-1 Ik;Zos{kd@lgk;d SBCO }kjk izR;sd ekg ds vUr esa HO Set ID ds }kjk Finacle MIS server }kjk vfofRrh; lkaf[;dh fjiksVZ rS;kj dh tk;sxh ,oa bldh ,d izfr DAP and AO(ICO) dks Hksth tk;sxh A ;fn dqN Mkd?kj CBS esa Migrate ugha gq, gks rks mudh izfof"V bl fjiksVZ esa tksMh tk;sxh A 5-7-2 vfoRrh; ysu nsu ls rkRi;Z [kkrksa ,oa ysu nsu dh la[;k ls gS A
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5-8 ekfld fjiksVZ izs"k.k dze fooj.k la[;k



dk;kZy; dk uke



fjiksVZ Hkstus dh ns; frFkh



1



lkf[;dh jftLVj ¼vfoRrh;½



DAP/AO(ICO)



vxys ekg dh 10rkjh[k



2



fuf"dz; [kkrksa dh fjiksVZ



DAP



vxys ekg dh 10rkjh[k



3



okf"kZd C;kt lkjka’k



DAP/AO(ICO)



vizsy ekg esa



CSI ykxw gksus ds ckn ;g Hkstus dh vko’;drk ugha D;ksafd lacaf/kr dk;kZy; }kjk dksbZ Hkh fjiksVZ ns[kh tk ldsxh A 5-9 tkWp ds fy, okmpj dh ekax gksus ij 5-9-1 Mkdiky@v/kh{kd dks ikorh ysdj fn;k tk ldrk gS A 5-9-2 okmpj ekax i= Mkdiky@v/kh{kd }kjk Lo;a gLrk{kfjr gksuk pkfg, A 5-9-3 ;fn dksbZ okmpj dh iqfyl foHkkx dks tkWp gsrq vko’;drk gks rk muds }kjk eq[; iksLVekLVj tujy dks bl vk’k; dk ekax i= nsuk gksxk A eq[; iksLVekLVj tujy }kjk lacfa /kr Lohd`rh izkIr gksus ij gh okmpj fn;k tk ldrk gS A 5-9-4 iqfyl okmpj nsrs le; lacfa /kr okmpj dh izfrfyfi] izkIr djus okys iqfyl vf/kdkjh ls lR;kfir djok dj fjdkMZ esa j[ksa A 5-9-5 ;fn okmpj Mkd }kjk Hkstk tkuk gks rks chekd`r Mkd ls Hksts A 5-9-6 bl izdkj fn;s x;s okmpj dk ,d jftLVj j[kuk gksxk ,oa lfdZy dk;kZy; dks fy[kdj okmpj iqu% izkIr djus dk iz;kl djuk pkfg, A
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5-9-7 tc dksbZ okmpj iqu% izkIr gksrk gS rks Ik;Zos{kd SBCO }kjk lacfa /kr caMy esa og okmpj j[kuk gksxk ,oa lR;kfir izfr dks vyx ls xkMZ QkbZy esa j[kuk gksxk A 5-9-8 ;fn dksbZ okmpj xcu ds izdj.k esa v/kh{kd Mkd?kj }kjk izkIr fd;k tkrk gS mUgs SBCO }kjk iqu% izkIrh fd vko’;drk ugha gS A uksV%& ;fn iksLVekLVj@fufj{kd }kjk dksbZ okmpj dh ekax dh tkrh gS rks dsoy fyf[kr esa izkIr ekax i= ij gha miyC/k djok;k tk;sxk A 5-10 pkfc;ksa fd vfHkj{kk 5-10-1 SBCO esa iz;qDr vyekjh;ksa dh nwljh pkch AO(ICO) dh O;fDrxr vfHkj{kk esa jgsaxh A 5-10-2 Ik;Zo{s kd SBCO }kjk 100 : ds iathd`r chek iklZy }kjk AO(ICO) dks ,d fyLV ¼ftlesa pkfc;ksa ds dzekad vafdr gks½ ds lkFk Hkstx sa aAs 5-10-3 ;fn SBCO }kjk ewy pkch [kks nh tkrh gS rks bl vk’k; dh fjiksVZ AO(ICO) dks djuh gksxh A muds }kjk Duplicate Key, lacaf/kr jftLVj esa fjekdZ fy[kdj tkjh dh tk ldrh gS A 5-10-4 Dupliate Key dks 100 : ds iathd`r chek iklZy iksLV ls Hkstk tk;sa A 5-11 vfHkys[kksa dk laj{k.k (i) Vouchures and Consolidation (ii) Consolidated Journal (iii) Undeliverable Passbooks (iv) Statistical Register (v) Objection Register vkiRrh;ksa ds fuLrkj.k ds ckn (vi) Interest Adjustment Register



-



5 o"kZ 1 o"kZ 1 o"kZ 3 o"kZ 2 o"kZ lHkh



- 5 o"kZ



5-12 SBCO Staff dk Nominal Roll, Computerized Form esa rS;kj djuk %& - 25 -



i;Zo{s kd (SBCO) }kjk Nominal Roll fu/kkZfjr izk:i MS-12 ds vUrxZr dEI;wVj esa rS;kj fd;k tk;sxk ftldh tkWp fujh{k.k@foftV ds nkSjku dh tk;sa A vU; 1- SBCO staff }kjk MIS Server ls LOT Generate dj izkIr okmpj dk feyku djus ds i’pkr izR;sd okmpj ij gLrk{kj fd;s tk;saxs A 2- SBCO staff }kjk MIS Server ls LOT Generate dj izkIr okmpj dk feyku djrs le; izR;sd ysu nsu dh Value Date ,oa Transaction Date dh tkWp djsa ;fn Clearing ds ysu nsu ds vfrfjDr fdlh Hkh ysu nsu esa 3 fnu ls vf/kd dk vUrj gks ,oa mlls lacaf/kr =qVh e; l{ke vf/kdkjh ds vuqeksnu ds izkIr ugha gqbZ gks rks vkiRrh ntZ djsa A
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3. SBCO }kjk Finacle esa tkWp djus ls lacaf/kr izfdz;k cpr cSad fu;a=.k laxBu dk ijEijkxr dk;Z gS fd cpr cSad esa gksus okys ysu nsu dh ’kq}rk dh tkWp djuk ,oa fdlh Hkh izdkj dh vfu;ferrk feyus ij muds lq/kkj gsrw iz;kl djkuk A Finacle ykxw gksus ds ckn ysu nsu dh tkWp djuk dkWQh lqfo/kktud gS ysfdu lkFk gh ;g iwjs Hkkjr esa ysu nsu djus dh lqfo/kk iznku djrk gS vr% tkWp dk nk;jk ,oa izdkj dkWQh foLr`r gks x;k gS A Finacle esa Audit gsrw fofHkUu izdkj ds Menu Command miyC/k gSA lkFk gh SBCO }kjk ;fn dqN vfrfjDr lko/kkuh j[kh tk;s rks fdlh Hkh izdkj ds xcu dh vk’kadk dks jksdk tk ldrk gS ,oa ;fn gks rks rqjUr gh og idMk tk ldrk gS A tSls fd %& 1- Migration ds le; izkIr Reconcilation Report dk feyku Officewise/Statistical Registar ls djuk A ;fn dksbZ QdZ vk;s rks mldk rqjUr fuLrkj.k gsrw iz;kl djsa A (D.G. Post letter No. 16-01/2013-Inspn Dated 15/16.05.2014 Para (A) 1)



2vf/kd jkf’k ds 3mudh tkWp A 45678-



fdlh Hkh CBS vkWfQl esa Silent A/cs dh tkWp ,oa ;fn Silent A/c Revive gksdj cUn gq, gks rks mudh tkWp A iwoZ esa cUn gks pqds [kkrsa rks Migrate ugha gks pqds gks nSfud ysu nsu dh tkWp A vf/kd jkf’k ds tek@fudklh ds okmpj dh tkWp A psd ls lacaf/kr ysu nsuksa dh tkWp A Teller ls lacaf/kr ysu nsuksa dh tkWp A InterSOL ls lacaf/kr ysu nsuksa dh tkWp A



1- Finacle esa ysu&nsu lwph (LOT) ns[kuk@fizaV djuk %& Finacle esa fjiksVZ ds fy, eq[; :Ik ls nks izfdz;k, viukbZ tk;sxh A HFINRPT ds }kjk fjiksVZ Generate dh tk;sxh rFkk HPR ds }kjk fjiksVZ ns[kh@fizUV@Save dh tk ldrh gS A Current Date dh fjiksVZ Finacle ds Live Server ,Iyhds’ku esa ns[kh tk ldrh gS A - 27 -



SB Order 14/2015 ds vuqlkj LOT dk fizaV ugha ysuk gS ,oa MIS Server esa LOTs Generate dj] muls lacaf/kr okmpj dk feyku djuk gS ] ;fn fdlh fnukad esa fglkc esa yh xbZ jkf’k @Consolidation Journal ls feyku ugha gks rks gh LOT dk fizaV ysa A tkWp dk;Z lqpk: :i ls gks ldsa bl gsrq ;g izfd;k viuk ldrs gS %& 1- izfr ekg vius Desktop ij lacfa /kr ekg dk ,d QksYMj cuk;sa ¼mnkgj.kr% July.2016) 2. ml QksYMj esa vius lHkh miMkd?kj ,oa eq[; Mkd?kj dh SOL ID ds QksYMj cuk;sa ¼mnkgj.kr% July.2016  HO SOL ID So1 SOLID So2 SOLID 3- lacfa /kr Mkd?kj dh LOT ,oa Consolidate , HFINRPT menu ls Generate djus ds ckn HPR menu esa lacaf/kr fjiksVZ p;u dj Print Screen ij fDyd djsa ,oa fjiksVZ dks Save djus gsrq Floppy ds Icon ij fDyd dj lacaf/kr QksYMj p;u djsa ¼mnkgj.kr% “Desktop  July.2016 SO/Ho SOL ID folder) Qkby uke esa Scheme/LOT or Consolidate ds lkFk fnukad fy[kdj Save ij fDyd djsa A ¼mnkgj.kr 8 tqykbZ 2016 ds fy, % SBLOT080716 or RDCons080716 ) 4- ;g iz;kl djsa fd dkmUVj le; ds igys ;k ckn vius dk;kZy; ds vUrxZr lHkh HO/SO dh LOT/Consolidate generate dj , save dj ysa ftudk ckn esa lacaf/kr okmpj ls feyku fd;k tk ldrk gS A ;g izfdz;k viukus ls ;fn dHkh Finacle Server /khes@ a ugha pyus ij Hkh vkidk dk;Z izHkkfor ugha gksxk A fiNyh fnukad dh fjiksVZ ns[kus ds fy, vyx ls fjiksVZ loZj dk mi;ksx - 28 -



fd;k tk;sxk A ftldk URL gS %& MIS Server URL: https://dpdcpflmis.fsi.indiapost.gov.in:1443/finbranch/ ui/SSOLogin.jsp vkt fd fjiksVZ ns[kus ,oa Consolidate Journal] Live server ls ns[k ldrs gS A ftldh URL gS%& Live Server URL:https://dpdcpfjc.fsi.indiapost.gov.in:1443/finbranch/ui/ SSOLogin.jsp Live Server/MIS server Finacle esa LOT Menu :- HFINRPT  GO rS;kj djuk  Common counterwise Transaction report – SB/RD/SCSS/MIS/PPF/TD ¼tks fjiksVZ Generate djuh gks og p;u djsa A  From Date – Enter Date  To Date EnterDate ¼vf/kdre ,d lkFk 5 fnu fd fjiksVZ ns[kh tk ldrh gS ½  SOL ID – Enter Sol ID  Submit Finacle esa fjiksVZ Menu : HPR  GO ns[kuk@fizaV lacaf/kr fjiksVZ esa Radio Button ij fDyd djsa A djuk Print Screen or Print ij fDyd djsa A
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LOT dksa ;fn vki pkgsa rks Save dj ldrsa gS A leLr ysu nsu dks lacaf/kr okmpj ls feyku djsa A ;fn fdlh izdkj fd =qfV /;ku esa vk;s rksa fu;ekuqlkj dk;Zokgha djsa A 1- SB Consolidate ls jkf’k dk feyku djus gsrw bu lHkh fjiksVZ dk mi;ksx gksxk A A. Common Counterwise Transaction Report – SB (18 – MIS Server) B. Common SB Automatic Transfer List Report (27 – Live Server) C. Common Standing Instruction- SB to RD report (28 – Live Server) D. HTTUM – Transfer Transaction Upload List Report (43 Live Server) E. APY- Auto Credit Report (1- Live Server) F. Auto renewal -Batch Job Report for PMSBY and PMJJY (12 –Live Server) G. Agents Agent Commission Consolidation Report- (8 – Live Server) 2- RD Consolidate ls jkf’k dk feyku djus gsrw bu lHkh fjiksVZ dk mi;ksx gksxk A A. Common Counterwise Transaction Report- RD (16 – MIS Server) B. Agents Agent Listwise Consolidation Report(11 – Live Server) C. Common Standing Instruction- SB to RD report (28- Live Server) 3. MIS Consolidate ls jkf’k dk feyku djus gsrw bu lHkh fjiksVZ dk mi;ksx gksxk A - 30 -



A. Common Counterwise Transaction Report – MIS (14- MIS Server) B. Common SB Automatic Transfer List Report (27- Live Server) 4. SCSS Consolidate ls jkf’k dk feyku djus gwrq bu lHkh fjiksVZ dk mi;ksx gksxk A A. Common Counterwise Transaction Report – SCSS (17- MIS Server) B. Common SB Automatic Transfer List Report – (27- Live Server) 2- Consolidate Journal ns[kuk@fizaV djuk %& ;fn fdlh eq[; Mkd?kj ds vUrxZr vkus okys lHkh miMkd?kj Finacle esa Migrate gks tkrs gS rks vius lacfa /kr CPC dks vius HO ,oa SOs ds SOL ID fy[kdj Hksts ,oa lHkh fd ,d la;qDr “Set ID” cuok;sa ftlls fd vki lHkh Mkd?kjksa dks Consolidate Journal ,d lkFk Set ID ds }kjk rS;kj dj ldrs gS A ;fn Transit ugha gks rks vkidk Consolidate rS;kj gks tk;sxk A ;fn Transit gks rks Consolidate dks Excel esa ml fnukad ls save dj mlesa vko’;d la’kks/ku dj Cash Book/SO Summary/HO Summary ls feyku djsa A Consolidate Journal dh jkf’k dk feyku lacaf/kr fjdkMZ (HO Summary/SO Summary/LOT/Cash Book etc..) ls djus ds nkSjku ;fn dksbZ vfu;ferrk ikbZ tk;s rks lacaf/kr e.My dk;kZy; dks lqfpr djsa A Live Server Finacle esa Menu :- HFINRPT  GO Consolidate rS;kj ftl ;kstuk dk Consolidate Journal dks djuk Generate djuk gks ml ij Click djsa A  Date – Enter Date - 31 -



Finacle esa Consolidate fjiksVZ ns[kuk@fizaV djuk



 SOL ID – Enter Sol ID/Set ID  Channel ID – lacaf/kr Mkd?kj dh fjiksVZ ns[kuh gks rks BRN fy[ksa ,oa ‘’kk[kk Mkd?kj ds RICT device ysu nsu ns[kus gks rks SDP fy[ksa A  Submit Menu : HPR  GO lacaf/kr fjiksVZ esa Radio Button ij fDyd djsa Print screen or Print ij fDyd djsa A



3- Inter-SOL transaction fjiksVZ ns[kuk %& ;g fjiksVZ egRoiw.kZ fjiksVZ gS bldh fu;fer :i ls tkWp djsa fd fdlh fo’ks"k Mkd?kj }kjk lansgkLin ysu nsu rks vU; Mkd?kjksa esa ugha fd;s tk jgsa gS A Live Server Finacle esa fjiksVZ Menu :- HFINRPT  GO rS;kj djuk  Common counterwise Transaction report – Inter Branch  From Date – Enter Date  To Date EnterDate ¼vf/kdre ,d lkFk 5 fnu fd fjiksVZ ns[kh tk ldrh gS ½  SOL ID – Enter Sol ID/Set ID  Submit Finacle esa fjiksVZ Menu : HPR  GO ns[kuk@fizaV djuk lacaf/kr fjiksVZ esa Radio Button ij fDyd djsa A Print Screen or Print ij fDyd djsa A
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4. A/C Ledger ns[kuk@fizaV djuk %&;fn fdlh [kkrk/kkjd ds [kkrs fd ystj dkWih ns[kuh@fizaV djuh gks A Live Server Finacle esa ystj dkWih ns[kuk



Finacle esa ystj rS;kj djuk



Finacle esa fjiksVZ ns[kuk@fizaV djuk



Menu – HACLI  Go  A/c ID – [kkrk la[;k fy[ksa  From Date --To Date -- From Amount--To Amount ¼;fn fdlh jkf’k ds ysunsu gh ns[kus gks  From Instrument – To Instrument ;fn dsoy dqN psd ls lacaf/kr ysu nsu gh ns[kus gks A  Go Menu :- HACLPCA  GO  Report to – PM  From A/c ID – Customer A/c No  To A/c ID - Customer A/c No  CCY – INR  Period From ---- Start Date  Period to ---- End Date  Submit Menu : HPR  GO lacaf/kr fjiksVZ esa Radio Button ij fDyd djsa A Print Screen or Print ij fDyd djsa A



5- Exception ls lacaf/kr fjiksVZ ns[kuk %& Finacle esa dkmUVj lgk;d }kjk ysu nsu djrs le; fofHkUu fLFkfr;ksa esa Exception Display gksrs gS ;g dkmUVj lgk;d }kjk tkWp djus ds i’pkr gh mUgs Accept or - 33 -



Cancel djuk gksrk gS A vr% Exception Report }kjk ;g tkudkjh dh tk ldrh gS fd dkmUVj lgk;d }kjk dksbZ Exception xyr rks Accept ugha fd;k x;k gS A tSls fd vkorhZ tek [kkrk 3 o"kZ iwoZ cUn djuk A Live Server Exception fjiksVZ Generate djuk



Exception fjiksVZ ns[kuk@fizaV djuk



Menu – HEXCPRPT  Go  Report to – PM  Sol ID –  Off a SOL ID/ON a SOL ID/By a SOL ID – vko’;drkuqlkj p;u djsa A  Financial / Non Financial -vko’;drkuqlkj p;u djsa A  From Date –  To Date –  Submit Menu : HPR  GO lacaf/kr fjiksVZ esa Radio Button ij fDyd djsa A Print Screen or Print ij fDyd djsa A



6- Silent [kkrksa dh fjiksVZ ns[kuk MIS server Silent [kkrksa dh fjiksVZ rS;kj djuk



Menu – HFINRPT  Go  Select – Saving_Sinent Account Count  Sol ID— - 34 -



 From Date –  To Date –  Submit



Or in Live Server



fjiksVZ ns[kuk@fizaV djuk



Menu – CSIREP  Go  Sol/Set ID – ¼ftl SOL dh fjiksVZ ns[kuh gks og fy[ks½  Silent Status as on – 01.04.YYYY ¼lacfa /kr o"kZ fy[ks½  Submit Menu : HPR  GO lacaf/kr fjiksVZ esa Radio Button ij fDyd djsa A Print Screen or Print ij fDyd djsa A



7- ;fn fdlh Hkh ;kstuk ds [kkrksa dh la[;k ,oa vfr’ks"k ns[kuk gks Live Server Menu -- HACSP  Go  Sol ID -¼ftl SOL dh fjiksVZ ns[kuh gks og fy[ks½  Scheme Code -- ¼ftl Scheme dh fjiksVZ ns[kuh gks og lpZj ls p;u dj fy[ks½  Include Future Balance - No  Submit ;fn fjiksVZ fiazV djuh gks rks Print ij fDyd djsa A
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8- ;fn fdlh [kkrk/kkjd ds gLrk{kjksa dk feyku lacaf/kr okmpj ls djuk gksa A Live ServerMenu – IES  Go  Cif ID –  Go  Signature –Image ij fDyd djsa ;fn Access control eslst vk;s rks “Allow Access” ij fDyd djsa



9- Silent A/c ij C;kt x.kuk ds nkSjku dVkSrh fd;s x;s Service Charge dh lwpuk ns[kuk Live Server Menu – HFINRPT  Go  Select Consolidate Report for Savings A/c  Sol ID –  Date – 01-04-YYYY ¼lacfa /kr foRr o"kZ fy[ksa tSls fd 2016½  Submit  ok  HPR  Go  Go  Consolidate Report p;u dj Print Screen ij fDyd djsa izkIr fjiksVZ esa Withdrawal Amount esa n’kkZ;h xbZ jkf’k Service Charge dh jkf’k gksxh A
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10- fdlh ’kk[kk Mkd?kj esa fLFkr [kkrksa dh fyLV ns[kuk Live Server Menu – HACSP or HACS  Go  SOL ID –  Scheme Code – ftl ;kstuk dh fyLV ns[kuh gks og lpZj ls p;u djsa A  Include Future Balance - No  Free Code No – 10  Free Codes – lpZj ls lacaf/kr BO dk Code p;u djsa A  Submit 11- ,d CIF ds vUrxZr [kksys x;s [kkrksa dh lwph ns[kuk Live Server Menu -- HCRV  Go  Click on “Accounts” tab  CIF ID –  Go 12- fdlh MIS [kkrk/kkjd dh lHkh [kkrksa esa tek jkf’k tkuuk Live Server Menu – CLIMIT  Go  Cif ID –  Go 13- ;g tkWp djuk fd fdlh CBS Mkd?kj esa dksbZ vfoRrh; ysu nsu rks lR;kfir gksus ls ugha jg x;k gS D;ksafd ;fn fdlh [kkrsa esa dksbZ lR;kiu - 37 -



ckdh gS rks okf"kZd C;kt x.kuk ds le; mDr [kkrsa esa C;kt dh x.kuk ugha gksxh A Live Server Menu – HAFI  Go  Sol ID –  Entered By -- lpZj ls p;u djs@ a ;wtj ID VkbZi djsa A  Entered On – ftl fnukad ds vlR;kfir fofRrh; ysu nsu ns[kus gksa A  Not Authorize ij fDyd djsa A  Go



14. lqdU;k le`f} ;kstuk ls lacaf/ky ysu nsu dh LOT ns[kuk@fizaV djuk A Live Server Menu – HFTR  Go     



Sol ID – Start Date – End Date General Ledger Sub Head Code – 30042 Additional Critaria - Todays Transaction Only ij fDyd dj lgh dk fu’kku gVk;saA  MRT File Name – mrt for financial transaction p;u djsa A  Submit Ldzhu ij ns[kdj lR;kfir fd;k tk ldrk gS A ;fn vko’;drk gks rks Print ij fDyd dj fizaV Hkh fd;k tk ldrk gS A Total Manual yxkuk gksxh A
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15- okf"kZd C;kt fooj.kh rS;kj@fizaV djuk %& MIS Server Menu – HFINRPT  Go  Click on - GL-Monthly Productwise Interest Balance Report (No.31 MIS Server)  Sol ID/Set ID  ftl CBS PO dh C;kt fooj.kh cukuh gks mldh SOL ID fy[ks  Product Group  lpZj ls p;u djsa ;k SBGRP,PPFGP, SSA, NSS87, NSS92 fy[ksa A  Date  01-April-YYYY ¼ftl o"kZ dh fooj.kh cukuh gks og o"kZ fy[ksa mnkgj.kr% 2015&2016 ds fy;s 2016 fy[ks ½



 Go HPR esa dqN le; i’pkr C;kt fooj.kh rhu izfr esa fizaV djsa A HO/SO dh izkIr fjiksVZ ls ,d Summary cuk;sa ,o ,d izfr dk;kZy; gsrw nwljh izfr AO(ICO), rhljh izfr DAP Office Hkstsa A ;fn fdlh dkj.ko’k Interest Statement rS;kj ugha gks jgk gks rks



MIS Server      



Menu –HFINRPT Common Account Statics Report Sol ID – ftl vkWfQl dk ns[kuk gks A Scheme – ftl ;kstuk dk ns[kuk gks From Date – 01/04/YYYY To Date – 01/04/YYYY  Submit
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16- SB/PPF/NSS [kkrks esa Migration ls iwoZ ds ysu nsu ns[kuk Menu – TIPM  Go  Account Number --- ftl [kkrsa ds ysu nsu ns[kus gks ] u;k [kkrk la[;k fy[ks  Start Date -- 01-01-1900  End Date -- Current Date/Migration Date  Submit
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4- dk;kZy; ys[kks (Office Accounts) dh tkWp KkrO; gS fd iwoZ esa cpr cSad ls lacaf/kr ys[ks bdgjk ys[kk i}fr ls rS;kj fd;s tkrs Fks A os ys[ku dh n`f"V ls rks ljy Fks ysfdu oS?kkfud ,oa vf/kd mi;ksxh ugha Fks A Finacle esa cpr cSad ls lacaf/kr ys[kkadu nksgjk ys[kk i}fr ij vk/kkfjr gS vFkkZr gj ysu nsu esa nksuks i{k izHkkfor gksx a s A (Debit and Credit) A bl mnns’; ls Finacle esa vkUrfjd ys[kkdau gsrq dk;kZy; ys[kksa(Office Accounts) dk iz;ksx fd;k x;k gS A dk;kZy; ys[ksa lkekU;r% rhu izdkj ds gksrs gS %& 1 Office Accounts Basic (OAB) :- lkekU;r% vk;] O;;] lEifRr] nkf;Ro vkfn [kkrsa bl Js.kh esa vkrs gS A 2- Office Accounts Pointing (OAP):- ;g [kkrsa lkekU;r% Transit A/cs dh rjg gksrs gS ftuesa dqN le; ds fy, fdlh jkf’k dks j[kk tkrk gS rFkk le; le; ij og jkf’k lacf/kr en esa tek dj nh tkrh gSA tSls fd Suspense A/c, Sundry A/Cs 3. Office Account System (OAS):- ;g vkUrfjd ys[kkadu ls lacaf/kr [kkrs gksrs gS A tSls fd Interest, Discount ect. dk;kZy; ys[kksa esa gksus okys ysu nsu dh tkWp gksuh vfr vko’;d gS A Finacle esa ;g lqfo/kk gS fd dk;kZy; ys[kksa esa gksusokys ysu nsus dks ns[k ldsa ,oa vko’;drk gksus ij fizaV Hkh ys ldrs gS A dk;kZy; ys[ks fd la[;k lkekU;r% 12 vadksa dh gksrh gS vFkkZr SOL ID + 0000
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dqN eq[; dk;kZy; ys[ksa bl izdkj gS %& Office Account Description ATM transaction A/c O/W Clearing O/W Clearing New A/C Cr.PPF/RD/SSA PPF Transit A/c Sundry Deposit TD Int. Interest payment Sundry Deposit MIS Int



A/c 0006 No. 0017 0382 0322 0335



Office Account Description FD 5 Year C.D.S. 1963 5 Years CTD 10 Years CTD 15 Years CTD



A/c 0139 No. 0140 0141 0142 0143



0337 Interest On NDC



0415



Sundry Deposit SCSS Int



0338 Interest On 10 Year SSC



0414



BO Sattlement A/c



0339 Interest On 15 Year CTD



0412



PMs Cheque A/c SCSS Transit A/c Outward Credit ECS



0340 Indira Vikas Patras 0437 Interest On 10 Yr.DDC 0096 Interest On NSAC



0144 0416 0417



ECS Suspense Account Inward Clearing Dr. A/c. O/S Cheque Clearing Pension Upload A/c (Dr.) Salary Upload Account (Dr.) DBT Upload Account (Dr.) RD Default Fee A/c SCSS Transit A/c Agent Comm. Dr. A/c TDS Cr. A/c (Agents) TDS Cr. A/c (SCSS)



0098 0101 0110 0408 0409 0410 0384 0437 0251 0321 0293



NDB 10 Years SSC 12y NDC 10 Years DDC NSAC 12 Years NPSC 10 Years NPSC 12 Years NSC 7 Years NSC Mahila Samridhi Yojna RD Rebate Fee MIS/TD Deduction MIS Bonus



0145 0146 0147 0148 0149 0150 0151 0152 0153 0138 0181 0181 0076



Interest On MSY 0418 Interest On CDS 1963 0419 Interest On IVP 0420 Interest On NDB 0421 Interest On 12 Yr NPSC 0422 Interest On 10 Yr. NPSC 0423 Interest On 12 Yr. NSC 0424 Interest On 7 Years NSC 0425 Interest On 5 yr. NSC 0426 Interest On FD 5 Year 0413 Interest On NSC 1st Issue- 0427 NSC II-Issue0428 III-Issue -0429 IV-Issue-0430 V-Issue- 0431 VI Issue-0432 VII Issue- 0433 Interest On10 Years CTD 0411 Interest On15 Years CTD 0412 Int. On 10 Yr Nsc I Issue 0434 Int. On 5 Year PO CC 0435 Interest On 5 Years CTD 0436 RD Default Fee 0181 SCSS deduction 0184 PPF Default Fee 0184 SSA Default Fee SSA04
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Migration gksus ls iwoZ esa MIS/TD/SCSS [kkrksa esa cdk;k C;kt tksfd Hkqxrku ugha gqvk gks dh Inquiry Menu – HIOT  GO  Sold ID  A/c ID – Interest Sundry A/c No (MIS (SOL ID+0337), (TD-SOL ID+0335)(SCSS-SOL ID+0338))  Start Amount –  End Amount ¼ekfld@=sekfld C;kt dh jkf’k fy[ksa½  Filter – Partially or Unresponded p;u djs a A  Ref No. – TD / MIS / SCSS A/c No.fy[ksa  Go Next Screen – Unpaid Interest amounts ;fn dksbZ gks rks ns[k ldrs gS A ;fn Migration ds ckn TD/MIS/SCSS [kkrsa esa cqd C;kt dh jkf’k ns[kuh gks rks  Menu – HTDTRAN  Go  A/c ID – A/c No. of TD/MIS/SCSS  Go fdlh Hkh Office Account ls lacaf/kr ysu nsu ns[kuk Menu – HACLINQ  Go    



A/c Id – Office A/c No. --ok Start Date – ftl fnukad ds ysu nsu dh tkWp djuh gks End Date – Go
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iksLVekLVj psd [kkrs dh tkWp djuk Menu- HACLINQ  Go  A/c ID – SOL ID +0340  ok  Start Date – ftl fnukad ds ysu nsu dh tkWp djuh gks  End Date –  Go cpr ’kk[kk }kjk tkjh psd fyLV dh ,d izfr ls feyku djsa A ATM }kjk gksus okys ysu nsu dh tkWp Menu – HACLINQ  Go  A/c ID – SOL ID + 0006 --ok  Start Date – ftl fnukad ds ysu nsu dh tkWp djuh gks  End Date –  Go psd lek’kks/ku ls lacaf/kr tekvksa dh tkWp Finacle esa u;s [kkrsa [kksyus gsrw leLr psd SOL ID + 0382 esa ntZ fd;s tkrs gS rFkk lek’kks/ku ds i’pkr bl [kkrsa ls lacaf/kr psd dh jkf’k gLrkarfjr dj u;k [kkrk [kksyk tkrk gS a Finacle esa vkorhZ tek @yksd Hkfo"; fuf/k@lqdU;k le`f} ;kstuk esa ckjs esa gksus okyh tekvksa ds psd SOL ID + 0017 esa ntZ fd;s tkrs gS A lek’kks/ku ds i’pkr lacaf/kr [kkrksa esa gLrkarj.k }kjk jkf’k tek dh tkrh gS A Menu – HACLINQ  Go  A/c ID -- SOL ID + 0382 or SOL ID + 0017 --ok  Start Date – ftl fnukad ds ysu nsu dh tkWp djuh gks  End Date –  Go lek’kks/ku ds i’pkr izkIr fyLV ls feyku djsa A
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’kk[kk Mkd?kjksa ls lacaf/kr ysu nsu dh tkWp Menu – HACLINQ  Go -- ok  A/c ID - SOL ID + 0339  Start Date – ftl fnukad ds ysu nsu dh tkWp djuh gks  End Date –  Go ‘’kk[kk Mkd?kjksa esa fd;s x;s lHkh ysu nsu ¼lHkh ;kstukvksa ds½ bl dk;kZy; [kkrsa ds }kjk fd;s tkrs gS vr% BO Summary vkfn ls feyku djsa A isU’ku@osru viyksM ls lacaf/kr ysu nsu dh tkWp Menu – HACLINQ  Go --ok  A/c Id -- Sol ID + 0408 (Pension) or SOL ID + 0409 (Salary) -- OK  Start Date –  End Date –  Go viyksM jkf’k dk feyku ys[kk ’kk[kk }kjk izkIr fyLV@tek iphZ }kjk djsa A DBT (Mnregs/Other Pension/Others) viyksM ls lacaf/kr ysu nsu dh tkWp Menu – HACLINQ  Go  A/c Id – SOL ID + 0410 --ok  Start Date –  End Date –  Go izkIr psd@fyLV dh jkf’k ls feyku djsa A
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Agents ls dh xbZ TDS dVkSrh dh jkf’k dh tkWp @feyku Menu -- HACLINQ  Go    



A/c ID – SOL ID + 0321 --ok Start Date – End Date – Go



SCSS [kkrksa esa dh xbZ TDS dVkSrh dh tkWp@feyku Menu -- HACLINQ Go  A/c ID – SOL ID + 0293 --ok  Start Date –  End Date –  Go Teller A/c ds vfr’ks"k dh tkWp Menu – HTCPIAE  Go Employee ID -- lacaf/kr deZpkjh dk uke lpZj }kjk izkIr fyLV esa ls p;u djsa A Go
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;g tkWpuk fd fdlh fuf’pr fnukad dks fdlh Teller A/c esa D;k ysu nsu gq, ;k D;k vfr’ks"k Fkk A HTCPIAE menu }kjk lacfa /kr lgk;d dk Cash A/c uksV djsa Menu -- HACLINQ  Go --ok ¼;fn fdlh SO ds user dk Teller A/c No. tkuuk gks rks A/C Id ds ikl lpZj ij fDyd djsa ½ Scheme Code = CASH SOL ID



= lacaf/kr CBS PO dh SOL ID fy[ksa



GO ¼lacfa /kr User dh Teller A/C la[;k ij fDyd djsa A  A/c ID – Cash A/c No (Teller A/c No))  Start Date –  End Date –  Go vkorhZ tek esa Default/Rebate/MIS and TD Deduction ls lacaf/kr ysu nsu ns[kuk Menu -- HACLINQ Go A/c ID – SOL ID + 0181 --ok Start Date – End Date – Go SCSS [kkrksa esa Deduction ls lacaf/ky ysu nsu ns[kuk  Menu -- HACLINQ Go  A/c ID – SOL ID + 0184 --ok  Start Date –  End Date –  Go 
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MIS [kkrksa esa Hkqxrku fd;s x;s Bonus ls lacaf/kr ysu nsu ns[kuk Menu -- HACLINQ Go  A/c ID – SOL ID + 0076 --ok  Start Date –  End Date –  Go fdlh Hkh Office Account ls lacaf/kr ysu nsuksa dk fizaV ysuk Menu – HACLPOA  Go  Report to – PM  From A/c Range – Office Account No.  Period From –  Period To –  Submit or Menu – HFINRPT –> Go  Select - Office Account Transaction Report (No.58)  From Date –  To Date –  Sol ID/Set ID –  Office A/c Number –  Submit HPR – GO –Go lacaf/kr fjiksVZ esa Radio Button ij fDyd djsa A Print Screen or Print ij fDyd djsa A
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5- C;kt (Interest) ls lacaf/kr tkWp%& Finacle esa fdlh Hkh [kkrsa esa Hkqxrku ,oa vftZr gksus okys C;kt ls lacaf/kr tkudkjh djus gsrq fofHkUu izdkj ds Menu Command miyC/k gS A C;kt ls lacaf/kr tkudkjh dks ns[kk Hkh tk ldrk gS fizaV fy;k tk ldrk gS ,oa vko’;d gksus ij C;kt esa la’kks/ku Hkh fd;k tk ldrk gS A HAITINQ



fdlh Hkh izdkj ds [kkrsa esa dqy Hkqxrku fd;s x;s C;kt ls lacaf/kr jkf’k ,oa C;kt x.kuk ls lacaf/kr foLr`r tkudkjh blds }kjk dh tk ldrh gS Menu – HAITINQ  Go



HLINTI



 A/C Id – [kkrk la[;k fy[ksa  Go fdlh Hkh izdkj ds yksu [kkrsa ls lacaf/kr C;kt ,oa jkf’k@cdk;k jkf’k dh tkudkjh izkIr dh tk ldrh gSA Menu – HLINTI  Go



HINTTI



 A/c ID – [kkrk la[;k fy[ksa  Go fdlh Hkh [kkrsa esa izkIr gksus okys C;kt dh nj Kkr dh tk ldrh gS A Menu – HINTTI  Go



HIARM



 A/c Id –  Start Date –  End Date –  Go ;fn fdlh [kkrsa esa C;kt dh jkf’k fdlh Hkh dkj.ko’k de ;k vf/kd tek gks xbZ gks rks SBCO Supervisor }kjk lacaf/kr v/kkh{kd Mkd?kj ls vkns’k izkIr gksus ds i’pkr lq/kkj gsrw izfof"V dh tk ldrh gS A blls lacaf/kr ,d - 49 -



jftLVj cuk;sa rFkk tks Hkh C;kt jkf’k dk Adjustment fd;k tk;s og mlesa izfo"V fd;k tk;sa A ;g Adjustment lacaf/kr [kkrsa esa C;kt fd x.kuk ds le; izHkkoh gksxk A ¼mnkgj.kr% 01-04-YYYY) Menu -- HIARM  Go  Function -- Add  A/c/Bill Disbursement – A/cs p;u djsa  A/c/Bill/Disbursement ID – A/c Number fy[ksa  Go  Adjusted Amount – ftl jkf’k dk Adjustment djuk gks fy[ksa  Debit/Credit Interest – Debit or Credit p;u djsa A  Run Indicator -- Debit or Credit p;u djsa A  Applicable from date – ftl fnukad ls Adjustment fd;k tkuk gks A  Remarks – Adjustment ls lacaf/kr fooj.k fy[ksa A  Submit ;fn ,d ls vf/kd Adjustment ,d [kkrsa esa djus gks rks Add djsa A
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6- ysu nsu (Transaction) ls lacaf/kr tkWp%& Finacle esa fd;s tkus okys lHkh ysu nsuksa ls lacaf/kr tkudkjh dHkh Hkh dh tk ldrh gS A Finacle esa gksus okys izR;sd ysu nsu dh ,d Unique ID curh gS ftls Transaction ID (Tran ID) dgrs gS A ysu nsu djus ds i’pkr izR;sd dkmUVj lgk;d dh ;g ftEesnkjh gS fd lacaf/kr nLrkost ij Tran ID fy[ksa A Finacle esa LOT Tran ID ds vuqlkj gh curh gS A HTI



;fn fdlh ysu nsu ls lacaf/kr tkWp djuh gks rks Tran ID ds }kjk dh tk ldrh gS  Menu – HTI  Go  Tran ID –  Tran Date –  Go izR;sd ysu nsu ds de ls de nks Hkkx gksrs gS Debit and Credit A bUgS ge ij fDyd dj ns[k ldrs gS A ;fn dksbZ [kkrk la[;k irk gks ysfdu [kkrk fdl ;kstuk dk gS ;g irk djuk gks ;k [kkrk la[;k ls CIF ID Kkr djuh gksa A  Menu – HACCDET  Go  A/C ID -- [kkrkla[;k fy[ksa  Go fdlh [kkrk/kkjd ls laacfa /kr lkekU; tkudkjh ns[kuh gks  Menu – HCUDET  Go  Cif ID - Go
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7- ysu nsuksa dh tkWp ,oa fglkc feyku gsrq oSdfYid izfdz;k lkekU; :Ik ls CBS dk;kZy;ksa esa gksus okys leLr ysu nsuksa dh tkWp ,oa muls lacaf/kr fglkc feyku ,d foLr`r dk;Z gS ,oa nSfud dk;Z ds nkSjku fuEu ifjfLFkfr;kW vkus ij ;g dk;Z vf/kd nq"dj gks tkrk gS tSls fd 1- MIS Server ugha py jgk gks 2- MIS Server /khek py jgk gks 3- MIS Server esa fjiksVZ Generate ugha gks jgha gks A ,oa ;fn MIS Server dk;Z dj Hkh jgk gks ,oa fdlh eq[; Mkd?kj ds vUrxZr vf/kd miMkd?kj gks rks leLr ysu nsuksa dh Consolidate and LOT generate dj tkWp djus esa dkQh le; yxrk gS A vr% fuEu oSdfYid izfdz;k viukdj dk;Z dk lEiknu fd;k tk ldrk gS A ftlls fd tkWp dk;Z izHkkfor ugha gksxk A General Ledgers (GL) :- Finacle esa ys[kkadu gsrw lHkh ;kstukvksa ds vyx& vyx GL heads cuk;s x;s gS ftuds }kjk Hkh vkWfMV djrs le; lacaf/kr GL heads fd fjiksVZ ns[kh o fizaV dh tk ldrh gS A SB 30001, PPF33001,NSS87-30021, NSS92 -30022, SSA- 30042, MIS- 30016, NSC 10 year-32003, NSC 5 year- 32001, RD- 30010,KVP- 32002 KVP2016- 32027, TD -30011. SCSS - 30020
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A. lHkh ;kstukvksa ds Consolidate Journal dk feyku lacaf/kr CBS Mkd?kj }kjk Hksts x;s Consolidate Journal/SO Summary ls djuk A 1- lHkh ;kstukvksa ds izkr% fiNys fnu ds Consolidate Journal , SET ID ls Generate dj mudk fizaV ysdj izR;sd ;kstuk dk ,d Qkby esa j[ksa A 2- ftu miMkd?kjksa ls vkt dk;Zfnol esa Consolidate Journal ¼e; okmpj½ izkIr gq, gks mudk SET ID }kjk vius ;gkW Generate fd;s x;s Consolidate Journal/SO or HO Summary ls feyku djsa A ;fn dksbZ vUrj ugha gks rks lacaf/kr Mkd?kj dh izfof"V ds vkxsa lR;kiu dk fu’kku yxk;sa A 3- ;fn fdlh Mkd?kj dk Consolidate Journal iwoZ dh fnukad ls lacaf/kr gks (ie- Transit) rks Qkby esa miyC/k lacaf/kr fnukad dk SET ID }kjk Generate Consolidate Journal/SO or HO Summary ls feyku djsa A fofHkUu ;kstukvksa ds ysu nsuksa dk lR;kiu djuk SB :- ;fn fdlh CBS Mkd?kj esa vf/kd ysu nsu gks rks igysa “Part Transaction type” esa dsoy tek Credit ds ysu nsu lR;kfir djsa ,oa ckn esa fudklh ¼Debit) ds ysu nsu lR;kfir djsa A Menu – HFTI  Go  Sol ID – lacaf/kr Mkd?kj dh SOL ID fy[ksa A  Start Date – ftl fnukad ds okmpj dk feyku djuk gks og fnukad fy[ksa A  End Date  General Ledger Sub Head Code – 30010  Filteration Criteria (3) = No System Cash/Part Transaction - 53 -



 Filteration Criteria (4) = No Trading Part Transaction  Filteration Criteria (6) = Exclude Referred Transaction  Additional Critaria -- Todays Transaction only ds Check Box ij fDyd dj lgh dk fu’kku gVk;s A  Submit Ldzhu ij ns[kdj IN tran Id okys ysu nsu lR;kfir djsa A



MIS



Menu – HFTI  Go  Sol ID – lacaf/kr Mkd?kj dh SOL ID fy[ksa A  Start Date – ftl fnukad ds okmpj dk feyku djuk gks og fnukad fy[ksa A  End Date  General Ledger Sub Head Code – 30016  Additional Critaria -- Todays Transaction only ds Check Box ij fDyd dj lgh dk fu’kku gVk;s A  Submit Ldzhu ij ns[kdj IN tran Id okys ysu nsu lR;kfir djsa A esa udn Hkqxrku fd;s x;s C;kt ds ysu nsuksa dk lR;kiu Menu – HFTI  Go MIS



   



Sol ID – lacaf/kr Mkd?kj dh SOL ID fy[ksa A A/c ID - SOL ID + 0337 Transaction Type – Cash/Normal Payment Start Date – ftl fnukad ds okmpj dk feyku djuk gks og fnukad fy[ksa A  End Date  Additional Critaria -- Todays Transaction only ds Check Box ij fDyd dj lgh dk fu’kku gVk;s A - 54 -



 Submit MIS ls SB esa LFkkukarfjr gq, C;kt ls lacaf/kr ysu nsu SB ds ysu nsua ksa dh tkWp ds nkSjku djsa A ;fn MIS Bonus lsa lacaf/kr ysu nsuksa dk lR;kiu djuk gks rks A/c ID = SOL ID+0076 fy[ksaA ;fn MIS Deduction ls lacaf/kr ysu nsuksa dk lR;kiu djuk gks rks A/c ID = SOL ID+0181 fy[ksaA SCSS Menu – HFTI  Go  Sol ID – lacaf/kr Mkd?kj dh SOL ID fy[ksa A  Start Date – ftl fnukad ds okmpj dk feyku djuk gks og fnukad fy[ksa A  End Date  General Ledger Sub Head Code – 30020  Additional Critaria -- Todays Transaction only ds Check Box ij fDyd dj lgh dk fu’kku gVk;s A  Submit Ldzhu ij ns[kdj IN tran Id okys ysu nsu lR;kfir djsa A SCSS esa udn Hkqxrku fd;s x;s C;kt ds ysu nsuks dk lR;kiu Menu – HFTI  Go    



Sol ID – lacaf/kr Mkd?kj dh SOL ID fy[ksa A A/c ID - SOL ID + 0338 Transaction Type – Cash/Normal Payment Start Date – ftl fnukad ds okmpj dk feyku djuk gks og fnukad fy[ksa A  End Date  Additional Critaria -- Todays Transaction only ds - 55 -



Check Box ij fDyd dj lgh dk fu’kku gVk;s A  Submit SCSS ls SB esa LFkkukarfjr gq, C;kt ls lacaf/kr ysu nsu SB ds ysu nsua ksa dh tkWp ds nkSjku djsa A ;fn SCSS Deduction ls lacaf/kr ysu nsuksa dk lR;kiu djuk gks rks A/c ID = SOL ID+0184 fy[ksaA TD Menu – HFTI  Go  Sol ID – lacaf/kr Mkd?kj dh SOL ID fy[ksa A  Start Date – ftl fnukad ds okmpj dk feyku djuk gks og fnukad fy[ksa A  End Date  General Ledger Sub Head Code – 30011 (1Yr ) 30012 (2 Yr) 30013 (3 Yr) 30014 (5 Yr)  Additional Critaria -- Todays Transaction only ds Check Box ij fDyd dj lgh dk fu’kku gVk;s A  Submit Ldzhu ij ns[kdj IN tran Id okys ysu nsu lR;kfir djsa A TD esa udn Hkqxrku fd;s x;s C;kt ds ysu nsuks dk lR;kiu Menu – HFTI  Go  Sol ID – lacaf/kr Mkd?kj dh SOL ID fy[ksa A  A/c ID - SOL ID + 0335  Transaction Type – Cash/Normal Payment - 56 -



 Start Date – ftl fnukad ds okmpj dk feyku djuk gks og fnukad fy[ksa A  End Date  Additional Critaria -- Todays Transaction only ds Check Box ij fDyd dj lgh dk fu’kku gVk;s A  Submit TD ls SB esa LFkkukarfjr gq, C;kt ls lacaf/kr ysu nsu SB ds ysu nsua ksa dh tkWp ds nkSjku djsa A ;fn TD Deduction ls lacaf/kr ysu nsuksa dk lR;kiu djuk gks rks A/c ID = SOL ID+0181 fy[ksaA



PPF Menu – HFTI  Go  Sol ID – lacaf/kr Mkd?kj dh SOL ID fy[ksa A  Start Date – ftl fnukad ds okmpj dk feyku djuk gks og fnukad fy[ksa A  End Date  General Ledger Sub Head Code – 33001  Additional Critaria -- Todays Transaction only ds Check Box ij fDyd dj lgh dk fu’kku gVk;s A  Submit Ldzhu ij ns[kdj IN tran Id okys ysu nsu lR;kfir djsa A SSA Menu – HFTI  Go  Sol ID – lacaf/kr Mkd?kj dh SOL ID fy[ksa A  Start Date – ftl fnukad ds okmpj dk feyku djuk gks og fnukad fy[ksa A - 57 -



 End Date  General Ledger Sub Head Code – 30042  Additional Critaria -- Todays Transaction only ds Check Box ij fDyd dj lgh dk fu’kku gVk;s A  Submit Ldzhu ij ns[kdj IN tran Id okys ysu nsu lR;kfir djsa A



RD Menu – HFTI  Go  Sol ID – lacaf/kr Mkd?kj dh SOL ID fy[ksa A  Start Date – ftl fnukad ds okmpj dk feyku djuk gks og fnukad fy[ksa A  End Date  General Ledger Sub Head Code – 30010  Additional Critaria -- Todays Transaction only ds Check Box ij fDyd dj lgh dk fu’kku gVk;s A  Submit Ldzhu ij ns[kdj IN tran Id okys ysu nsu lR;kfir djsa A ;fn vkorhZ tek esa fdlh SOL esa vf/kd Agent LOT gksa rks MIS Server esa LOT Generate dj feyku djsa A



NSC Menu – HFTI  Go  Sol ID – lacaf/kr Mkd?kj dh SOL ID fy[ksa A  Start Date – ftl fnukad ds okmpj dk feyku djuk gks og fnukad fy[ksa A  End Date  General Ledger Sub Head Code – 32001 - 58 -



 Additional Critaria -- Todays Transaction only ds Check Box ij fDyd dj lgh dk fu’kku gVk;s A  Submit Ldzhu ij ns[kdj IN tran Id okys ysu nsu lR;kfir djsa A KVP Menu – HFTI  Go  Sol ID – lacaf/kr Mkd?kj dh SOL ID fy[ksa A  Start Date – ftl fnukad ds okmpj dk feyku djuk gks og fnukad fy[ksa A  End Date  General Ledger Sub Head Code – 32002  Additional Critaria -- Todays Transaction only ds Check Box ij fDyd dj lgh dk fu’kku gVk;s A  Submit Ldzhu ij ns[kdj IN tran Id okys ysu nsu lR;kfir djsa A blesa dsoy fudklh ls lacaf/kr ysu nsu gh ns[ksa tk ldrs gS A KVP tek ls lacaf/kr ysu nsu ns[kus gsrq Menu – HFTI  Go  Sol ID – lacaf/kr Mkd?kj dh SOL ID fy[ksa A  Start Date – ftl fnukad ds okmpj dk feyku djuk gks og fnukad fy[ksa A  End Date  General Ledger Sub Head Code – 32027  Additional Critaria -- Todays Transaction only ds Check Box ij fDyd dj lgh dk fu’kku gVk;s A  Submit Ldzhu ij ns[kdj IN tran Id okys ysu nsu lR;kfir djsa A
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1. fdlh vof/k ds nkSjku 10 yk[k ls vf/kd jkf’k ds ysu nsu dh lwph ns[kuk A Menu – HFTI  Go      



Sol ID – lacaf/kr Mkd?kj dh SOL ID fy[ksa A Transaction Amt.(Low) – 1000001 Transaction Amt.(High)- 9999999 Start Date – ftl fnukad ls ysu nsu ns[kus gks End Date – ftl fnukad rd ds ysu nsu ns[kus gks Additional Critaria -- Todays Transaction only ds Check Box ij fDyd dj lgh dk fu’kku gVk;s A  Submit 2- fdlh dk;kZy; esa fdlh vof/k ds nkSjku u;s [kksys x;s [kkrksa ls lacaf/kr fjiksVZ rS;kj djuk A Menu – HACS  Go  Sol ID – lacaf/kr Mkd?kj dh SOL ID fy[ksa A ¼;fn fdlh HO ,oa mldsa varxZr lHkh CBS SOs esa [kksys x;s [kkrksa dh fjikVZ ns[kuh gks rks SET ID fy[ksa A½     



Scheme Code- lpZj ls lacaf/kr ;kstuk p;u djsa A Open Date (low) - ftl fnukad ls fjiksVZ ns[kuh gks A Open Date (High) – ftl fnukad rd fjiksVZ ns[kuh gks A Include Future Balance - No Submit



or Menu – HFINRPT  Go



(MIS Server)



 Select – Gl_monthly report for new accounts (32)  SOL ID/Set ID – ;fn ,d CBS PO dh fjiksVZ ns[kuh gks rk SOL ID fy[ksa ,oa HO/SO lHkh dh fjiksVZ ns[kuh gks rks SET ID - 60 -



fy[kas A  Month –  Product Group -- lpZj ls p;u djsa A  Year –  Submit 3- fdlh dk;kZy; esa fdlh vo/kh ds nkSjku cUn gq, [kkrksa ls lacfa /kr fjiksVZ rS;kj djuk A Menu – HACS  Go  Sol ID – lacaf/kr Mkd?kj dh SOL ID fy[ksa A ¼;fn fdlh HO ,oa mldsa varxZr lHkh CBS SOs esa [kksys x;s [kkrksa dh fjikVZ ns[kuh gks rks SET ID fy[ksa A½     



Scheme Code- lpZj ls lacaf/kr ;kstuk p;u djsa A Close Date (low) - ftl fnukad ls fjiksVZ ns[kuh gks A Close Date (High) – ftl fnukad rd fjiksVZ ns[kuh gks A Include Future Balance - No Submit



4- fdlh dk;Zy; esa fLFkr [kkrksa dh fjiksVZ ns[kuk Menu – HACS  Go  Sol ID – lacaf/kr Mkd?kj dh SOL ID fy[ksa A ¼;fn fdlh HO ,oa mldsa varxZr lHkh CBS SOs esa [kksys x;s [kkrksa dh fjikVZ ns[kuh gks rks SET ID fy[ksa½  Scheme Code- lpZj ls lacaf/kr ;kstuk p;u djsa A  Close Date (low) - ftl fnukad ls fjiksVZ ns[kuh gks A  Close Date (High) – ftl fnukad rd fjiksVZ ns[kuh gks A  Include Future Balance – No Submit - 61 -



5- fdlh dk;kZy; esa fLFkr 0 vfr’ks"k [kkrksa dh lwph ns[kuk Menu – HACS  Go  Sol ID – lacaf/kr Mkd?kj dh SOL ID fy[ksa A ¼;fn fdlh HO ,oa mldsa varxZr lHkh CBS SOs esa [kksys x;s [kkrksa dh fjikVZ ns[kuh gks rks SET ID fy[ksa½  Scheme Code- lpZj ls lacaf/kr ;kstuk p;u djsa A  Include Future Balance – No  A/c Balance Type- Credit Balance  Min. Balance Amt.- 0  Max. Balance - 0 Submit 6. fdlh dk;kZy; esa fLFkr fdlh jkf’k ls vf/kd vfr’ks"k ds [kkrksa dh lwph ns[kuk Menu – HACS  Go  Sol ID – lacaf/kr Mkd?kj dh SOL ID fy[ksa A ¼;fn fdlh HO ,oa mldsa varxZr lHkh CBS SOs esa [kksys x;s [kkrksa dh fjikVZ ns[kuh gks rks SET ID fy[ksa½  Scheme Code- lpZj ls lacaf/kr ;kstuk p;u djsa A  Include Future Balance – No  A/c Balance Type- Credit Balance  Min. Balance Amt.- jkf’k fy[ksa  Max. Balance - 999999999 Submit - 62 -



8. CBS Mkd?kjksa dh tkWp djus ls lacaf/kr iwjd iz’ukoyh (For Inspection) A. Migration 1. Migration ds le; Infosys ls izkIr Reconcilation Report dk feyku lacfa /kr SBCO/CBS PO ds fjdkMZ ls djsa A D;k budh ,d izfr SBCO/Divisional Head dks nh xbZ gS \ ;fn ugha rks bl laca/k esa vko’;d dk;Zokgh djsa A 2- ;g tkWp djsa fd ml dk;kZy; ds oks [kkrsa tks lap; iksLV eas ugha Fks ¼Certificates/NSS/ Others)s Finacle esa Upload gks pqdsa gS ;fn ugha gq, gS rks bl gsrw vko’;d dk;Zokgh djsa A 3- ;g tkWp djsa fd lHkh [kkrksa ds gLRkk{kj Upload gks pqds gS A VsLV psd gsrw de ls de 10 [kkrksa ds gLrk{kjksa dks Finacle esa ns[ksa A Menu – IES  Go  Cif ID –  Go  Signature –Image ij fDyd djsa ;fn Access control eslst vk;s rks ‘Allow Access” ij fDyd djsa



4- dk;Zjr deZpkfj;ksa ls vkus okyh eq[; leL;kvksa dh tkudkjh ys A B. Functions and Operations 1. ;g tkWp ys fd dk;kZy; esa Ik;kZIr izf’kf{kr deZpkjh gS A ;fn ugha rks vko’;d dk;Zokgh gsrw e.My v/kh{kd dks fy[ksa A 2- ;g tkWp djs fd ysu nsuksa dk lR;kiu Ik;Zos{kd }kjk rqjUr fd;k tk jgk gS ;k ugha ,oa Job Aids(Help Book) dk;kZy; esa miyC/k gS A - 63 -



3- ;g tkWp ys fd fusns’kky; }kjk tkjh funsZ’k@izfdz;k lacfa /kr Mkd?kj esa miyC/k gS ;fn ugha rks bl gsrq vko’;d dk;Zokgha djsa A 4- ;g tkWp djsa fd User Manual lacaf/kr dk;kZy; esa miyC/k gS ;k ugha ;fn ugha rks vko’;d dk;Zokgh djsa A 5- ;g tkWp ys fd dk;Zjr deZpkfj;ksa ds ikl lacaf/kr Helpdesk/Cpc/Div.IT. Team/Sify ds Qksu uacj ,oa bZey s gksa ;fn ugha rks vko’;d funsZ’k@dk;Zokgh djsa A 6- ’kq:vkr esa vkbZ Hand Holding Support Team dh dk;Ziz.kkyh ls lacaf/kr izfrfdz;k ysa A 7- ;g vko’;d tkWp ysa fd iksLVekLVj }kjk dk;kZy; ys[kksa (Office Accounts) esa gksus okys ysu nsuksa dh jkstkuk tkWp dh tk jgh gS A     



Menu – HACLINQ  GO A/c Id – Office A/c No.  Go Start Date – End Date – Go



8@9- dk;kZy; esa miyC/k psdksa dk Finacle ls HkkSfrd lR;kiu djsa A Menu – HIIA  Go  Location Class – EM  Location Code – lacaf/kr deZpkjh dk uke lpZj }kjk izkIr fyLV esa ls p;u djsa A  Go



- 64 -



10- dkmUVj ij miyC/k jksdM dk Teller A/c ls feyku dj tkWp djsa deZpkjh dh Teller A/c dk vfr’ks"k ns[kuk



Menu – HTCPIAE  Go Employee ID -- lacfa /kr deZpkjh dk uke lpZj }kjk izkIr fyLV esa ls p;u djsa A Go



11- ;g tkWp ysa fd lHkh vfHkdrkZvksa dksa Lot cukus ls lacaf/kr izf’k{k.k fn;k tk pqdk gS ,oa og Agent Portal ij Lot cuk jgsa gS A 12- 4 fnu ds Consolidate Journal dk feyku LOT ,oa lacaf/kr fjdkMZ ls djsa A Finacle esa Menu :- HFINRPT  GO Consolidate rS;kj ftl ;kstuk dk Consolidate Journal dks djuk Generate djuk gks ml ij Click djsa A  Date – Enter Date  SOL ID – Enter Sol ID/Set ID  Submit Finacle esa Consolidate fjiksVZ ns[kuk@fizaV djuk



Menu : HPR  GO lacaf/kr fjiksVZ esa Radio Button ij fDyd djsa Print screen or Print ij fDyd djsa A



13- ;g ns[ksa fd ml dk;kZy; esa ATM LFkkfir gS ;fn gkW rks og lgh :Ik ls dk;Z dj jgk gS] ;fn cUn@[kjkc gks rks vko’;d dk;Zokgh djsa A
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14- ;g tkWp ys fd ml dk;kZy; esa Ik;kZIr ek=k esa ATM Card/Welcome Kit miyC/k gS A 15- dqN iklcqdksa dk vfr’ks"k dk feyku Finacle ds vfr’ks"k ls djsa A Finacle esa ystj dkWih ns[kuk



Menu – HACLI  Go  A/c ID – [kkrk la[;k fy[ksa  From Date --To Date -- From Amount--To Amount ¼;fn fdlh jkf’k ds ysunsu gh ns[kus gks  From Instrument – To Instrument (;fn dsoy dqN psd ls lacaf/kr ysu nsu gh ns[kus gks A½ Go



16- ;g tkWp ys fd Ik;kZIr ek=k esa u;s [kkrs [kksyus ds QkWeZ ,o iklcqd mDr dk;kZy; esa miyC/k gS ;fn ugha rks vko’;d dk;Zokgh gsrq funsZ’k ns 17- --18- ;g tkWp ys fd fu;fer :i ls KYC Forms, CPC dks Hksts tk jgsa gS A ;fn ugha rks vko’;d funsZ’k nsa A 19- ;g tkWp ysa fd CPC }kjk vkiRrh lfgr ykSVk;k x;k KYC Form mDr dk;kZy; esa =qVh lq/kkj gsrq cdk;k u gksa ;fn gks rks vko’;d funsZ’k iznku djsa A 20- ;fn dksbZ NC(4a) tkjh dh xbZ gks rks mldk fuLrkj.k gqvk gS ;k ugha ;g tkWp djsa A 21- ;g tkWp djsa fd dksbZ cpr i= dk;kZy; esa vforfjr rks ugha j[kk gqvk gS A ;fn gks rks vko’;d funsZ’k iznku djsa A 22- Finacle ls lacaf/kr cdk;k leL;kvksa dh ,d lwph rS;kj djsa ftudk lek/kku Infosys }kjk fd;k tkuk gS ,oa SPOC, CPC }kjk mudsa lek/kku gsrq vko’;d dk;Zokgh djsa A 23- ;g tkWp ysa fd lacaf/kr Mkd?kj }kjk CPC/Infosys dks fdlh leL;k ls lacaf/kr Li"Vhdj.k fn;k tkuk ckdh u gksa ;fn gksa rks vko’;d funsZ’k iznku djsa A 24- ;g tkWp djsa fd SBCO }kjk lHkh okmpj dh 100% tkWp Finacle esa dh tk jgha gS ;fn ugha rks vko’;d dk;Zokgh djsa A - 66 -



9. fujh{kd Mkd@lgk;d v/kh{kd }kjk /;ku esa j[kus gsrq egRoiw.kZ rF; 1. lHkh fujh{kd Mkd@lgk;d v/kh{kd Mkd }kjk vius lacaf/kr eq[; Mkd?kj lsa laca} Lo;a dh User ID/Password fu/kkZfjr izi= esa Hkjdj e.My dk;kZy; }kjk cuok;sa A ;g ID Auditor ID ds :i esa cuok;sa A 2- fujh{k.k ds nkSjku ;g tkWp djsa lHkh CBS dkmUVj lgk;d viusa Teller A/c dk vfr’ks"k dk;Z lekfIr ij 0 dj jgsa gS A 3- ;g /;ku j[kssa fd fdlh CBS Mkd?kj esa dksbZ vfoRrh; ysu nsu rks lR;kfir gksus ls ugha jg x;k gS D;ksafd ;fn fdlh [kkrsa esa dksbZ lR;kiu ckdh gS rks okf"kZd C;kt x.kuk ds le; mDr [kkrsa esa C;kt dh x.kuk ugha gksxh A     



Menu – HAFI  Go Sol ID – Entered By -Entered On – Go



4- fujh{k.k ds le; ;g tkWp djsa fd lacaf/kr dk;kZy; esa dk;Zjr lgk;d ,oa i;Zo{s kd Lo;a ds User ID/Password ls dk;Z dj jgsa gksa 5- fujh{k.k ds nkSjku ;g ns[ksa fd cpr cSad ls lacaf/kr psdks dk fuLrkj.k Finacle esa fu/kkZfjr izfdz;k }kjk fd;k tk jgk gS A 6- tkWp ds nkSjku 10&12 vkorhZ [kkrksa ds vfr’ks"k dk lR;kiu Finacle esa ls ysdj [kkrk/kjd ls laidZ dj vfr’ks"k dk lR;kiu djsa A (F.No.111-14/2001-SB dated 29.08.2005) 7- izR;sd ,dy@vfrfjDr foHkkxh; miMkd?kj esa tkWp ds nkSjku [kkrk/kkjdksa ls iklcqd izkIr dj 10 lko/kh [kkrksa ds vfr’ks"k dk lR;kiu - 67 -



Finacle ls ysdj [kkrk/kjd ls laidZ dj vfr’ks"k dk lR;kiu djsa A A (POSB Manual Part I Rule 149(2)) 8- fujh{k.k ds nkSjku ;g /;ku j[ksa fd cpr ;kstukvksa esa [kqys [kkrsa@cpr i= lgh ,oa fu;ekuqlkj [kksys@tkjh fd;s x;s gSa A (SB Order No 4/2005) 9. High Value Withdrawal ds lR;kiu gsrq ikIr Kkiu i= dk fu/kkZfjr le; lhek esa tekdrkZ ls lR;kiu dj iqu% ykSVk;sa A (POSB Manual Part I Rule 85(3)) 10. ;g tkWp dj ys fd AML/CFT ls lacaf/kr izko/kkuksa dk ysu nsu ds le; lacaf/kr Mkd?kj esa /;ku j[kk tk jgk gS ;fn ugha rks vko’;d funsZ’k iznku djsa A 11. ;fn fdlh dkj.ko’k fdlh [kkrsa esa gksus okys ysu nsu dks jksduk gks (Freezing) ,oa iqu% ysu nsu ’kq: djuk gks (Unfreezing) rks lacaf/kr Mkd?kj dks nLrkost lfgr bls lacaf/kr eq[; Mkd?kj dks Hkstuk gksxk ,oa bl vk’k; dh izfof"V ,d jftLVj esa djuh gksxh A 12- ;fn dksbZ Hkh [kkrk@cpr i= ,d CBS Mkd?kj ls nwljs CBS Mkd?kj esa LFkkukarfjr djuk gks rks ;g izfdz;k dsoy eq[; Mkd?kjksa esa dh tk;sxh A ;fn fdlh lacaf/kr miMkd?kj esa LFkkukarj.k gsrw vkosnu izkIr gks rks mUgs ,d jftLVj esa bl vk’k; dh izfof"V dj nLrkostksa lghr lacaf/kr eq[; Mkd?kj dks Hkstuk gksxk A lacfa /kr eq[; Mkd?kj }kjk nLrkost izkIr gksus ij gLrk{kjksa dk feyku Finacle esa djus ds mijkUr LFkkukarj.k dj lacaf/kr CBS miMkd?kj dks nLrkost ykSVk fn;s tk;saxs A miMkd?kj }kjk bu nLrkostksa dks ,d Guard File esa j[kk tk;sxk A fujh{k.k ds nkSjku bu nLrkostksa dh tkWp dh tkuh pkfg, A 13- ;fn fdlh [kkrs@cpr i= dks ,d ;kstuk (Schehme) ls nwljh ;kstuk (Scheme) esa LFkkukarfjr djuk gks rks ;g izfdz;k dsoy eq[; Mkd?kjksa esa dh tk;sxh A ;fn fdlh lacfa /kr miMkd?kj esa LFkkukarj.k gsrw - 68 -



vkosnu izkIr gks rks mUgs ,d jftLVj esa bl vk’k; dh izfof"V dj nLrkostksa dks dkj.k lfgr lacaf/kr eq[; Mkd?kj dks Hkstuk gksxk A lacaf/kr eq[; Mkd?kj nLrkost izkIr gksus ij gLrk{kjksa dk feyku Finacle esa djus ds mijkUr LFkkukarj.k dj lacfa /kr CBS miMkd?kj dks nLrkost ykSVk fn;s tk;saxs A miMkd?kj }kjk bu nLrkostksa dks ,d Guard File esa j[kk tk;sxk A fujh{k.k ds nkSjku bu nLrkostksa dh tkWp dh tkuh pkfg, A 14- fuf"dz; cpr [kkrksa dks iqu% izorZu (Revival) djuk gks rks ;g dsoy eq[; Mkd?kj }kjk fd;k tk;sxk A ;fn bl vk’k; dk dksbZ vkosnu lacaf/kr CBS miMkd?kj esa izkIr gksrk gS rks miMkd?kj }kjk vkosnu QkWeZ ,oa KYC QkWeZ ¼nks izfr esa½ e; nLrkost izkIr ,d jftLVj esa ntZ dj lacaf/kr eq[; Mkd?kj dks Hkstuk gksxk A eq[; Mkd?kj }kjk gLrk{kjksa dk feyku Finacle ls dj ,oa nLrkostksa dh tkWp ds i’pkr lacaf/kr [kkrs dk iqu% izorZu (Revival) dj KYC QkWeZ dh ,d izfr CPC dksa ,oa KYC QkWeZ dh ,d izfr e; nLrkost lacfa /kr miMkd?kj dks ykSVk nh tk;sxh A miMkd?kj }kjk bu nLrkostksa dks ,d Guard File esa j[kk tk;sxk A fujh{k.k ds nkSjku bu nLrkostksa dh tkWp dh tkuh pkfg, A 15- TD/KVP/NSC dks Pledge/Release djuk gks rks ;g izfdz;k dsoy eq[; Mkd?kjksa esa dh tk;sxh A ;fn fdlh lacfa /kr miMkd?kj esa bl gsrw vkosnu izkIr gks rks mUgs ,d jftLVj esa bl vk’k; dh izfof"V dj nLrkostksa lfgr vuqeksnu dj lacfa /kr eq[; Mkd?kj dks Hkstuk gksxk A lacaf/kr eq[; Mkd?kj nLrkost izkIr gksus ij gLrk{kjksa dk feyku Finacle esa djus ds mijkUr LFkkukarj.k dj lacfa /kr CBS miMkd?kj dks nLrkost ykSVk fn;s tk;saxs A miMkd?kj }kjk cpr i=ksa ij bl vk’k; dh fVIi.kh ntZ dj cpr i= [kkrk/kkjd dks ykSVk nsus pkfg, ,o nLrkostksa dks ,d Guard File esa j[kk tk;sxk A fujh{k.k ds nkSjku bu nLrkostksa dh tkWp dh tkuh pkfg, A 16- Duplicate Passbook dsoy eq[; Mkd?kj }kjk tkjh dh tk;sxh A ;fn fdlh miMkd?kj esa bl vk’k; dk vkosnu izkIr gksrk gS rks vkosnu - 69 -



i= ,oa nLrkostksa dh tkWp dj lHkh dk;Zokgha iwjh djus ds i’pkr vuqeksnu dj ,d jftLVj esa ntZ dj lacaf/kr eq[; Mkd?kj dks Hktk tk;sxk A eq[; Mkd?kj }kjk Duplicate Passbook tkjh dj SO Slip esa ntZ dj lacfa /kr miMkd?kj dks Hksth tk;sxh A miMkd?kj }kjk izkfIr ,oa [kkrk/kkjd dks lqinq Z djus dh rkjh[k jftLVj esa ntZ dh tk;sxh ,oa gLRkk{kj ysdj iklcqd lacfa /kr [kkrk/kkjd dks lqinq Z dh tk;sxhA fujh{k.k ds nkSjku jftLVj dh tkWp dh tkuh pkfg, A 17- fufj{k.k ds nkSjku lacfa /kr vf/kdkfj;ksa }kjk ;g /;ku esa j[kk tkos fd izfr o"kZ [kksys x;s u;s [kkrsa ,oa tkjh cpr i= dks fu;ekuqlkj [kksyk@tkjh fd;k x;k gS A ;fn dksbZ vfu;ferrk ikbZ tk;s rks lHkh lacaf/kr i{kks ds /;ku esa yk;k tk;s ,oa mldk fu;ekuqlkj fuiVku gsrq dk;Zokgh djkuk lqfuf’pr djok;sa A (D.G. Post letter No. 107-6/2004-SB(PG) dated 25.05.04)



18-fujh{k.k ds nkSjku %& v- eq[; Mkd?kj %& SB/RD/TD/MIS/SCSS/PPF/Mnregs/SSA izR;sd ;kstuk dh 5 iklcqd [kkrk/kkjd ls izkIr dj vfr’ks"k dk lR;kiu Finacle/Ledger ls djsa A iklcqd izkIr ugh gksus dh fLFkfr esa SB-46 tkjh djsa A c-miMkd?kj ¼,dy Mkd?kj dks NksMdj½ %& SB/RD/TD/MIS/SCSS/PPF/Mnregs/SSA izR;sd ;kstuk dh 5 iklcqd [kkrk/kkjd ls izkIr dj vfr’ks"k dk lR;kiu Finacle/Ledger ls djsa A iklcqd izkIr ugh gksus dh fLFkfr esa SB-46 tkjh djsa A l-,dy miMkd?kj %& SB/RD/TD/MIS/SCSS/PPF/SSA izR;sd ;kstuk dh 10 iklcqd ¼Mnregs dh 5 iklcqd½ [kkrk/kkjd ls izkIr dj vfr’ks"k dk lR;kiu Finacle/Ledger ls djsa A iklcqd izkIr ugh gksus dh fLFkfr esa SB-46 tkjh djsa A - 70 -



n- ’kk[kk Mkd?kj %& SB/RD/TD/SSA izR;sd ;kstuk dh 5 iklcqd ¼Mnregs dh 10 iklcqd½ [kkrk/kkjd ls izkIr dj vfr’ks"k dk lR;kiu Finacle/Journal ls djsa A iklcqd izkIr ugh gksus dh fLFkfr esa SB-46 tkjh djsa A blds vfrfjDr 2 vkorhZ [kkrsa Discontinued dh tkWp djsa A ¼ Govt. of India, Min. of Comm. & IT, DoP(Inspection Unit) New Delhi, vide No. 16-01/2013-Inspn. Dated 21.01.2016)
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10- Audit ls lacaf/kr Finacle Menu – Commands Finacle esa Audit djus gsrw fofHkUu izdkj ds Menu Command miyC/k gS ftuls fdlh Hkh izdkj ds ysu nsu dh tkWp dh tk ldrh gS A ysfdu orZeku esa Infosys }kjk dqN gh MenuCommand , Audit gsrw miyC/k (Enable) fd;s gS A vkidh tkudkjh ds fy, Audit ls lacaf/kr yxHkx lHkh MenuCommand dk fooj.k vkxs fn;k tk jgk gS A tc Hkh dksbZ Hkfo"; esa Audit gsrq miyC/k Menu-Command (Enable) fd;k tk;s vki mldk mi;ksx dj ldrs gS A Office Accounts-ls lacaf/kr Menu Options Sl. No



Menu-



Description



Command 1



HIOT



Inquire on Transaction



2



HIEARP



Income and Expenditure Analysis Report



3



HIEMRP



Income and Expenditure Monitor Report



4



HMSGOIRP



Minor Subsidiary outstanding item report



5



HMSTRP



Minor Subsidiary transaction report



6



HIPGLT



Inquiry on GL transactions



7



HACLINQ



Office A/c Ledger Inquiry



8



HACLPOA



Office A/c Ledger Print



Interest Inquiry ls lacaf/kr Menu Command 1



HAITINQ



Account Interest Inquiry
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2



HCUIR



Customer Interest report (on CIF ID)



3



HAINTRPT



Account Interest Report



4



HINTTI



Interest Rate detail Inquiry



5



HLINTI



Inquiry on Loan Interest on loan A/c



6



HIARM



Interest Adjustment by Supervisor SBCO



Charge Inquiry ls lacaf/kr Menu- Command 1



HCCI



Customewise Carges Inquiry



2



HCHGIR



Charges Income Report



3



IFD



Inquiree Fee deducted on account



4



CCCSA



Charges deduction report on Silent A/c



5



HGCHRG



General Fees report



Other Reports ls lacaf/kr Menu- Command 1



HBR



Balancing Report



2



HQBR



Quick Balancing Report



3



HPR



Print Report



4



HISTR



Inter SOL Transaction Report



5



HISAR



Inter SOL Audit Report



6



HEXCPRPT



Exceptions Report



7



HFINRPT



Common menu for various reports
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8



HGR1



General Report



9



HPDB



Day Book Printing



10



HSPRG



Generate Stop Payement Register Report



11



HSCWRPT



Shroff Cash Report



12



CWDREP



SB Withdrawal exceeding prescribed limit



13



CATREP



Account Transfer Report



14



HMR



Monthly/Yearly Statistical Report



15



CSCB



Scheme Balances



16



CNSR



HNSR (Monthly/Yearly Nomination Statistical Reports)



17



HMEMOPAD



Memo Pad Maintainance



Customer A/c Inqury ls lacfa /kr Menu Command 1



HCUSEL



Customer Selection



2



HACS



Account Selection/ Schemewise List Generation



3



HACSP



Account Selection/ Schemewise List Generation/Print



4



HACCBAL



To see various componant of Balance in A/c



5



HACCBALI



Account Balance Inquiry



6



HACLI



Account Ledger Inquiry



7



HABMR



Account below minimum balance report



8



HACLPCA



Account ledger print
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9



HCUACC



Accounts of Customer



10



HCUSUM



Customer Summary



11



HCRV



Various Inquiry on Customer



12



HCUDET



Inquiry on General Details of Customer



13



HACI



Customer A/c detail Inquiry



14



VSPH / IES



View Signature and Photograph of CIF



Cheque Book Inquiry and Report ls lacaf/kr Menu Command 1



HCHBIR



Cheque book issue register



2



HISAI



Inventory Split and Inquiry



3



HIIA



Inventory Inquire All



4



HIMI



Inqire on Inventory Movement



5



HISI



Inquiring on the inventory



Clearing ls lacfa /kr Menu- Command 1



HPICS



Print inward clearing statement



2



HMICZ



Print inward clearing validation report



3



HREJREP



Clearing rejection report



4



HINWREMI



Inward Remittance Details Report



5



HOUTREMI



Outward Remittance Detail Report



6



HOIQ



Outward Clearing Instrument Inqury
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Loan Accounts ls lacaf/kr Menu - Command 1



HLAOPI



Loans overdue position inquiry



2



HCULA



Loan accounts of customer report



3



HCOLINI



Collateral and Insurance details report



4



HLARSH



Loans Repayment Schedule Report



5



HLNGI



Loan General Details



6



HLACLI



Loan Ledger Inquiry



Deposit Accounts ls lacaf/kr Menu- Command 1



HFDD



Flow wise distribution of deposits



2



HRDD



Rate wise distribution of deposits



3



HSDD



Schemewise distribution of deposits



4



HMDD



Maturitywise distribution of deposits



5



HACDET



Account details



6



HGDET



General Deposit Details



7



HRELACI



Renewed accounts Lookup for Deposit



8



HDN



Due Notice



9



HIRRDEP



Irregular recurring depositreport



10



HPLIST



List Pending Installments of RD



11



HCUMAT



Customer A/cs maturities



12



HCUTD



TD accountsof the customer



13



HDTRS



DepositTransactionsReport Summary
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14



HRENHIST



Term Deposit Renewal History Details of Account



15



HTDSIP



Tax Report Options



16



HTDSREP



Customerwise TDS Report



Transactions Inquiry ls lacfa /kr Menu- Command 1



HTI



Transaction Inquiry on Tran ID



2



HFTI



Various kind of Financial Transaction Inquiry



3



HFTR



Various kind of Financial Transaction Inquiry/Report



4



HTCPIAE



Teller cash position Inquiry – User ID wise



5



HTCPIAC



Teller cash position Inquiry- Office



6



HOCI



Outward Cheque Inquiry



7



HABI



Balance Inquiry



8



HACSBIO



A/c Shadow Balance Inquiry



9



CNSTRP



Transactions Report



Saving A/c Other Report 1



CATREP



Accounts Transfer Report



2



CHQREP



Cheque Report Generation



3



CMITMA



Minor to Major Report



4



CRVACC



Dormat Accounts Revived Report



5



CSIREP



Silent Accounts Report
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6



CAFUREP



Accounts Freeze and Unfreeze Report



7



CWAREP



Welcome Kit Account Report



8



CWDREP



Report of SB Withdrawals above Rs. 10000



9



HACDET



A/c Balance Details



10



CNAC



Old A/c Number to New A/c Number Inquiry



11



HACCDET



Inquiry on General Details of Account



12



HSSII



Inquire on Standing Instruction Maintenance



13



HSIREPTS



Standing Instructions Reports
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