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Entry of Old Live (Manual/Offline) Contracts  in IR-WCMS :- 

  

   

1 Login using id of Contract / LOA Admin user (officer who owns the Contract). 

2 
After login- Go to menu -  

Contract -> Entry of old Live (Manual/Offline) Contracts 

3 

To fill basic data of any Old Live Contract which is not yet entered into in IR-

WCMS, please fill all fields marked as “**” (double star marked), then press 

“Save” given on the bottom of page.  

4 

To edit / view or fill additional data of Contract, please click upon button “List 

saved Agreement(s)” given on the top of page.  It will list all the previously 

entered Contract Agreements in IR-WCMS by respective user. Then Select 

appropriate Contract Agreement to display all its details and edit it further. All star 

“*” marked fields must be entered before confirmation. 

5 

Select Tender number by clicking upon button provided against tender number box. 

Only those tenders, for which on-line contract is not processed in IR-WCMS or 

which have been marked for offline processing, are listed here for selection. 

The tenders, which have already been linked with any other Old live contract, will 

also not be listed for selection. 

6 

IPAS Agreement code must be linked if at least one Bill has already been processed 

in IPAS.  

IPAS Agreement code, which has already been linked with any other Old Live 

Contract, will not be listed for selection. 

7 Fill all other relevant details of the contract then press “Save” button. 

8 
Confirmation of the entered data by Engineer is must to start Billing against the Old 

Contract. To do this “Confirm” button should be pressed. 

9 Only confirmed Old Live Contracts will get listed during Billing process. 

10 
Tender Number can not be changed once it is saved. Therefore, it should be selected 

properly. 

11 

The IPAS Agreement Code and Contractor Code etc can not be changed after 

confirmation of Old Live Contract. Therefore, these should be rechecked before 

confirmation. 

12 

The Engineer has to give declaration that Contracts data has been updated properly 

before pushing each Bill to IPAS. 
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Physical Bill Processing in IR-WCMS :- 

  

   

1 Login using id of Contract / LOA Admin (officer who owns the Contract). 

2 
After login- Go to menu -  

Billing -> Physical (Offline) Bill Entry 

3 Click upon button provided against "Search Agreement" option. 

4 
Now, pop-up window will open up. In this pop-up all the confirmed Old Live 

Agreement of the selected division will get automatically listed. 

5 
Select appropriate Agreement from the list by clicking upon the checkbox or current 

row. 

6 

Now, pop-up window will open up. In this pop-up Draft Bill of selected Agreement 

will get automatically listed or Create New Bill option is available. 

Select Bill or Create New Bill from Select Bill Pop-up 

7 Screen for Entering the Bill Details will now open. 

8 
Fill Basic details, Invoice details, Tax details, Recovery details, Upload documents 

and then save the data. 

9 
Before push the Bill to IPAS, user should have to update & confirm the contract 

agreement data. 

10 After confirm the contract agreement data, user can forward the bill to IPAS. 

11 

If IPAS made the payment of the Bill, then user have to Acknowledge the Bill for 

update the paid bill data. After this, user can create the next bill against this 

Agreement. 

 

12 
If IPAS returned the Bill, then user can re-initiate the Bill by clicking on “Make 

corrections in Bill”. 
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Welcome to IR-WCMS 
 
After typing of above mentioned URL in the address bar of Web Browser, the IRWCMS 
main screen appears as: 
 

 
 
   After logging into the application by existing user credentials, the user is taken to 
Home Page as shown below: 
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Old but Live Contract Entry Module  
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Old Live Contract Module Menu on Home Page of IRWCMS 

 
 

User needs to click upon link “Contract” menu and click on the sub-menu “Entry of old 

Live Contract”.  A new screen opens namely ‘Contract > Entry of old Contract’ as 

under:  

User has to fill all the basic details regarding old Live Contract 
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 Entry of old Live Contracts Basic Details Screen 

 
 
i 

 
 

 

If tender already done on IREPS Portal then user have to select tender number using 

search icon, if not then user have to fill tender number. 
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On clicking search button following popup will open.  
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User has to select one of the tender number . 
After selecting the tender number, user has to select IPAS Agreement code  
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After selecting IPAS code, user has to fill all the basic details and click on Save button. 
 
 
 
Once user save the data, then if user wants to see the details again then he/she fetches all the 
basic details of old live contract by clicking on List Agreement(s) button. 
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User can add any number of UWID by clicking following Add button 
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If DOC was extended by user, then user has to fill all the details of extended DOC 
 

 
On Clicking add button following popup will open : 
 
 

 
 
 
 
 
PG Amount will be added by following Add button 
 
 

 
 
 
 
  
On Clicking add button following popup will open: 
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No. of bill passed in IPAS will be added by clicking on following add button: 
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Once user fill all the data, he has to click on Update button and then click on confirm button. 
 

 
 
After clicking on confirm old live contract button, agreement goes for billing. 
 
 

 

 
After returning from billing, user has to select either filled/updated from dropdown and click on 
“Confirm and Redirect to Physical bill Screen” 
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Physical Bill Entry 
Module  
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Physical (offline) Bill Entry Module Menu on Home Page of IRWCMS 
 
The home page of the IRWCMS coordinator appears as follows 
 

 
 
 
User need to click upon link “Billing” and click on the “Physical (offline) Bill Entry”. A new 
screen opens namely “Bill Entry” as under: 

 

Bill Entry Screen 
This screen is used to list all the Agreement under that user. Select the particular Agreement 
to create the bill of that Agreement.  
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After selecting the Agreement, the Bill Search Pop-up screen appears as below: 
 

 
 
After selecting the draft Bill or select the “Create New Bill” button, the screen appears as 
below: 
 
Enter Basic details of Bill: 
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After filling all the details, click upon “Save and Proceed for detail entry” button. After clicking 
screen will open for further processing as below: 
User will fill Invoice details as: 
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By clicking “Add Row”, user can fill multiple Invoice details. 
 

 
By clicking   button, user can search HSN/SAC/Unique Work Id/Allocation. 
 

 
Enter 3-4 digits of Code or Description and then press “GO” button to fetch the list of 
particular code. 
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Select the HSN/SAC/Unique Work Id/Allocation by clicking on checkbox. 
 
Recovery Details: 
 

 
User can add multiple recovery details using the “Add” button. 
 
Edit/Delete Recovery: 

 
User could delete the added recovery. 
Also he could edit the recovery details. 
 
User can add the Documents by clicking upon “Add Documents” button as: 
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By clicking on “Add Documents” a popup is open as: 

 
After saving all the details, View/Edit Taxes button against the invoice details is shown as: 

 
 
By clicking “View/Edit Taxes” button, user can fill taxes against corresponding item as: 
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By clicking “Add Row”, user can fill multiple Taxes, Duties & Charges. 
 
Before push the Bill to IPAS, user should have to update & confirm the contract agreement 
data by clicking upon “Update & Confirm Contract Agreement Data” button. 
 

 
 
After clicking the above button “Entry of old Live Contracts” screen will appear with option as: 
 

 
 
Check the declaration regarding old live contract details and then confirm it by clicking on 
“Confirm and Redirect to Physical Bill Screen”. 
 
 
 
 
 
After that, again Bill entry screen will appear with option  “Save and Forward” as: 
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After clicking on “Save and Forward”, “Bill Forwarding to IPAS” screen will appear as: 

 
 
Click on “Push to IPAS” button for forwarding the bill to IPAS. 
 
After sending, a Marking screen will appear as: 

 
 
 
 
 
 
 
 
 
 
After Push the bill to IPAS, user can view the status of bill by clicking on “Physical Bill Bank” in 
Report section or from their Inbox as: 
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If IPAS made the payment of the Bill, then user have the button “Acknowledge payment of the 
Bill”. User should click on this button to update the paid bill data. After this, user can create 
the next bill against this Agreement. 
 

 
 
 
 
 
 
 
 
 
If IPAS returned the Bill, then user has the button “Make corrections in Bill” as: 
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After clicking the above button, the new Bill is created with same data but with changed Bill 
No. as: 

 
 
Now again user can process this bill by follow the above complete process. 
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