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Disclaimer 
The information contained in this user manual is provided solely for 
informational and guidance purposes only. Each module user should, 
conduct his/her own independent investigations and analysis and is free to 
check the accuracy, reliability and completeness of the information in this 
document. DJB, Govt. of NCT of Delhi and NIC shall incur no liability under 
any law, statute, rules or regulations as to the accuracy, reliability or 
completeness of information contained in this user manual. Users are 
advised to refer relevant Government Orders, Financial Handbooks, and 
Budget Manuals etc. before preparing any payment bill through the system. 
In case any inaccuracies are spotted, users of this manual are requested to 
inform the Help Desk of Delhi Jal Board. 
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1. Introduction 

1.1. Purpose of this document 

This User Manual contains all essential information for the 
division AAO users so that they can make full use of the 
centralized billing/payroll software. This manual includes a 
description of the system functions and capabilities, contingencies 
and alternate modes of operation, and step-by-step procedures 
for system access and use. For better understanding of the users, 
graphics has been used wherever possible in this manual 
 
This document is a generic user guide document for using 
centralized billing/payroll software and has all the details 
regarding centralized billing/payroll software which is helpful for 
divisions AAO users. It provides guidance to assist the respective 
AAO users in fulfilling their day-to-day financial obligations. It is 
also useful background reading for anyone involved in monitoring 
of the centralized billing/payroll software. This document 
expresses all the working of the software in very simple manner, 
so that whosoever goes through this piece of document finds it 
interesting and convenient to work with the software. 

 

1.2. Scope 

IFMS software caters to the financial requirements of Delhi Jal 
Board, Govt. of NCT of Delhi. Different users like division dealing 
hand, drawing and disbursing officers and accounts officers make 
use of the system as per their needs and obligations. This user 
manual is intended to be used by Assistant Accounts Officers. 
Separate user manuals are being prepared for other set of users 
like division dealing hand, DDOs and AAOs etc. 
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1.3. Users Types 

1. DJB Admin 

2. AAO (Assistant Accounts Officer) Users 

3. DDO (Drawing and Disbursing Officer) Users 

4. Dealing Hand Users 

This user manual is intended for user TYPE 2. 

 

 

1.4. Billing System Flow 

 

 

 

 

 

DEO

• Data Entry of Bills
• Submission of Bills to DDO

DDO

• Checking of Bills
• Forwarding of Bills to AAO

AAO

• Verification of Bills
• Bills passing / objection
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1.5. Abbreviations 

Abbreviation Description 

AC Abstract Contingency 

AO Accounts Officer 

AAO Assistant Accounts Officer 

DA Dearness Allowance 

DC Detailed Contingency 

DDO Drawing and Disbursing Officer 

DEO Data Entry Operator 

DHS Delhi Health Scheme 

DJB Delhi Jal Board 

DOB Date of Birth 

DOJ Date of Joining 

DRF Death Relief Fund 

EL/HPL Earned Leave/Half Pay Leave 

GIS Group Insurance Scheme 

GNCTD Government of National Capital Territory of Delhi 

GOV Government 

GPF General Provident Fund 

GST Goods and Services Tax 

GSTN Goods and Services Tax Number 

HBA House Building Advance 

HOD Head of the department 

HRA House Rent Allowance 

IFMS Integrated Finance Management Information System 

LFee License Fee 

LPC Last Pay Certificate 

LTC Leave Travel Concession 
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MCAR Motor Car 

MIS Management Information System 

NPA Non-Practicing Allowance 

NPS New Pension Scheme 

PAN Permanent Account Number 

PRAN Permanent Retirement Account Number 

TA Travel Allowance 

TAN Tax Deduction and Collection Account Number 

UTR Unique Transaction Reference 

VRS Voluntary Retirement Scheme 
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2. Description and Steps 

2.1. Access Centralized Billing/Payroll System 

DJB IFMS application can be accessed from NICNET connectivity 
by using URL https://djbifms.delhi.gov.in . Any latest internet 
browser (i.e. Chrome, Microsoft Edge, Firefox, etc.) can be used 
for operating the software. Home page of DJB IFMS system 
appears as shown below: 

 

 

 

 

 

 

https://djbifms.delhi.gov.in/
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To access the Centralized Billing / Payroll system, user needs to 
press “Click Here” button under “Centralized Billing/Payroll 
System” section, after that following screen will appear: 
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2.2. Logging-onto the Web Application 

To log-in, user needs to enter the Login id, password, captcha and 
click on the “Login” button. The login ID and password will be 
provided to the users by the DJB Headquarter.  
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2.3. Home Page 

After login with division AAO user following home page will be 
displayed: 

 

 

The home page screen consists all the menu items on the left 
slider panel, submenus under each menu can be accessed by 
clicking on the menu name. On the right top, user id of the logged 
in user is displayed along with the concern division name. 
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2.4. Pass Salary Bills 

Pass Salary Bills menu consists of two fields in which first one is 
the information of all DDOs in their divisions and the second is 
pending bills. 

 
2.4.1. List of DDO 
 

 

In this screen, User can only see the details of DDOs in their 
division. 
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2.4.2. Pending Bills 
 

 

Using this screen, user can select DDO name and able to see the 
pending bills. 

When user clicks on View hyperlink, it shows the information of 
that approved bills with approved date and some other related 
information of that bill. 
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In the above screen, user will click on View hyperlink and get the 
details of that bill which was passed by DDO. 
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In above screen, all the bills have been passed by DDO will be 
listed. Against each bill there will be hyperlink. User can generate, 
download and print these as per the format: 
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When click on “View Inner Sheet” hyperlink- 
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When click on “Print Outer Sheet” hyperlink- 
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When click on “Print variation statement” hyperlink- 
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When click on “View ECS Details” hyperlink- 
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When click on “Print Nill Inner Sheet” hyperlink- 
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When click on “Print Nill Outer Sheet” hyperlink- 
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When user click on “Schedules” hyperlink, it shows the Schedules 
Print Menu and some other hyperlinks related to that bill which 
are:  

● Schedules for Loan (Mcycl, Mcar, HBA, Computer, Festival, 
Others) 

● Schedules for Interests for Loans (McyclInt, MCarInt, 
HBAInt, ComputerInt) 

● Other Schedules (GPF, Schedule LIC(SSS), DRF Schedule, 
UTEGIS, Misc Recoveries, Excess Payment of DA for NPA, 
ITAX, DGHS, NPS Emp, LFee) 
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User can take action, where two options have been given to the 
user, Pass and Objection. User can pass the bill, if all the bill 
details are correct and if there any objection in the bill, the user 
can take action by selecting objection button. And then click 
submit. 

 

 

The screen shows a message “Bill Pass Successfully” when user 
select the Action Taken ‘Pass’ on that bill. 

 

The two hyperlinks in the above window are showing that, “Pass 
Another Bills of this DDO”, which means that user can only view 
the bills of this particular DDO. When user selects “Pass Bills for 
other DDO”, which means that user will check and pass the bills 
other DDO. 
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2.5. Download NPS Excel File 
 

2.5.1. NPS Contribution File 

Using this form user can select Bill Year, Bill Month, Bill Type and 
DDO Name then click on submit button. User will get details in the 
form Excel and able to download it. 
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2.6. List of Passed Bills 
 

2.6.1. Salary Bills 

When user clicks on ‘Salary bills’ menu, following screen appears: 

 

 

The above screen displays all the list of bills which was passed by 
AAO by selecting the required fields i.e. DDO Name, Bill Year and 
Bill Month. Click on “View” hyperlink and get the details of Salary 
Bills. 
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The above screen shows the bill details of Salary. There are some 
hyperlinks given where details of that bill will be seen by clicking 
on the hyperlinks. It shows on new window where user can 
generate, download and print these as per the format: 
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When click on “View Inner Sheet” hyperlink- 
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When click “Print Outer Sheet” hyperlink- 
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When click “View ECS Details” hyperlink- 
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When click “Print variation” hyperlink- 
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When click on “Schedules” hyperlink, it shows the Schedules 
Print Menu and some other hyperlinks related to that bill which 
are:  

● Schedules for Loan (Mcycl, Mcar, HBA, Computer, Festival, 
Others) 

● Schedules for Interests for Loans (McyclInt, MCarInt, 
HBAInt, ComputerInt) 

● Other Schedules (GPF, Schedule LIC(SSS), DRF Schedule, 
UTEGIS, Misc Recoveries, Excess Payment of DA for NPA, 
ITAX, DGHS, NPS Emp, LFee) 
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2.6.2. Combined Salary Bills and Schedules 

When user clicks on ‘Combined Salary Bills and Schedules’ menu, 
following screen appears: 
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The above screen displays all the passed bills. User can view bill 
by selecting DDO Name, Payment Period and Employee Type and 
then click on ‘Submit’. 
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When click on “Inner Sheet” hyperlink- 

 

 

 

 



 

 

Page 42 

 

 

 

This inner sheet format contains employee wise details of all 
allowances and deductions, page wise cumulative total and also 
bill wise grand total. Provision to download as PDF and print the 
sheet is also available on the top right of the page. 
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In below screen, all the bills whose inner sheet has been 
generated will be listed. Against each bill there will be hyperlink 
for ‘Outer Sheet’, ‘Nill Bill Outer Sheet’ & ‘Nill Inner Sheet’. User can 
generate, download and print these as per the format: 
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In above screen, user will click on hyperlink “Bank Report” and 
get the details in pdf format and there is one more option on right 
top corner to get the file in excel also. 

Other Schedules Like GPF, Income Tax, NPS, UTEGIS, DRF, LFee, 
CGHS/DJBHS, Misc Recoveries, LIC are give information. 
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2.6.3. Schedule Cheque Details 
 

 

 

In the above screen, Enter DDO Name and Payment Period and 
then click Submit to get the list of Passed Bills. 

 

 



 

 

Page 47 

 

 

2.7. Profile 
 

2.7.1. User Profile 

User Profile option is used to update the email and mobile 
number linked with the login id.  
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2.7.2. Change Password 

To change the user login password, user needs to click on ‘Change 
Password’ menu. It will display the following screen: 

 

 

In the above form, user needs to fill current password, new 
password and needs to type new password again in Confirm new 
password field and then click on Change Password button. 
Password must be according to the password policy mentioned in 
the page and also needs to be changed at least once in 30 days. 
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2.8. Logout 

To logout from the application, user needs to click on ‘Logout’ 
menu. 

 

On clicking the logout menu, system will ask for the logout 
confirmation. If user clicks on Ok, user will be logged out. 
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