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1. Introduction 

Functionalities for the following Post-Contract activities related to Digital (On-Line) 
Bill Submission have been provided in IREPS Portal for suppliers: 

i. View/download Digital Receipted Challan 

ii. View/Download Digital Receipt Note 

iii. View/Download Digital Consignment Receipt Note (CRN)  

iv. View/Download Digital Consignment Receipt Certificate (CRC)  

v. Digital Bill Submission for Payment 

vi. Supplementary Bills against Finalized Digital (On-Line) Bills  

These functionalities are applicable for Purchase Orders for Stock/Non-Stock items 
issued in IMMS (Integrated Materials Management System) of Indian Railways 
wherein accountal has been done by Stores Depot / Consignees in IMMS / User 
Depot Module (UDM).   

2. Digital Receipted Challan 

2.1 Digital Receipted Challan is issued by Stores Depot to enable Supplier submit his 
Digital (On-Line) Bills for Advance / Part Payment (80% / 90% / 95% / 98% etc.) 
stipulated in Purchase Order to Paying Authorities where Stock or Non-Stock item is 
supplied to Stores Depot against the Purchase Order issued in IMMS. This Digital 
Receipted Challan can be viewed/downloaded by concerned Supplier on his Home 
Page of IREPS Portal i.e. www.ireps.gov.in. For viewing/downloading/printing 
Digital Receipted Challan, following steps are to be taken by Supplier: 

i. Log-in to his IREPS account on the website www.ireps.gov.in using his Digital 
Signature Certificate (DSC) under E-Tender: Goods and Services when 
following Home Page shall be displayed to Supplier: 

 

ii. On the above Home Page, Supplier has to select Contracts Tab and then select 
View & Manage Contracts option. A new Screen shall open, wherein PO 
option will be selected in default under Search Criteria drop-down. After 
giving necessary inputs on this Screen and clicking Search Results Tab, 
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descending chronological list (i.e. latest on the top) of various Purchase Orders 
placed on supplier through IMMS meeting the input criteria will be displayed: 

 

Here a particular Purchase Order or a group of Purchase Orders can be 
searched based on the search criterion given. 

iii. Supplier has to select relevant Purchase Order and click on  icon (Manage 
Your Purchase Order) appearing under Action header against the selected 
Purchase Order on the above Screen, when following Screen will be displayed: 

 

iv. Supplier may click RECT. CHALLANS Tab (Receipted Challans) on the 
above Screen to view all the Digital Receipted-Challans issued by Stores 
Depot for the selected Purchase Order in the tabular form as under: 

 
If supplier is not able to find any DRR/Receipted Challan in the above List, he 
should contact the Stores Depot where he has supplied the material. 

v. Supplier may click  icon under View/Print Header to View/Print/Download 
digitally-signed Receipted Challan issued by Stores Depot wherein vendor has 
made the supplies. Digital Receipted Challan looks like as under: 
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 Digital Receipted Challan bears digital signature of Officer of Stores Depot 
where vendor has made the supplies. 

2.2 Digital Receipted Challan can also be viewed/printed/downloaded by Supplier as 
under: 

i. Log-in to his IREPS account on the website www.ireps.gov.in using his 
Digital Signature Certificate (DSC) under E-Tender: Goods and Services 
when following Home Page shall be displayed to Supplier: 

 

ii. On the above Home Page, Supplier has to select Contracts Tab and then 
select View & Manage Contracts option. A new Screen shall open, wherein 
Supplier has to select Receipted Challan option under Search Criteria drop-
down. After giving necessary inputs on this Screen and clicking Search 
Results Tab, descending chronological list (i.e. latest on the top) of various 
Digital Receipted Challans issued by various Stores Depots against various 
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Purchase Orders placed on supplier through IMMS meeting the input criteria 
will be displayed: 

 

Digital Receipted Challans can be searched on this page based on multiple 
search criterions given on the page. 

iii. Supplier may click  icon (View/Download Receipted Challan) available 

against a particular Receipted Challan under Actions Header on the Screen 
shown at Para 2.2 - ii above to View/Print/Download that digitally-signed 
Receipted Challan issued by Stores Depot wherein vendor has made supplies.  

iv. Supplier may click  icon (Manage Your Purchase Order) available against 
a particular Purchase Order under Actions Header on the Screen shown at 
Para 2.2 - ii above to go to the following Screen wherein various post-
Contract activities can be performed by selecting respective Tab: 

 

 

3. Digital Receipt Note 

3.1 Digital Receipt Note is generated after final acceptance of the material by the Stores 
Depot where item (Stock item or Non-Stock item) has been supplied against the 
Purchase Order issued in IMMS. In case of Stock items supplied to a Stores Depot, 
Digital Receipt Note is available to supplier for submission of his Digital (On-Line) 
Bills for Final Payment [100% against Receipt Note / Balance Part Payment (20% / 
10% / 5% / 2% etc.)] to Paying Authorities after material has been taken into Books 
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by the Stocking Ward of the Stores Depot. In case of Non-Stock items, Digital 
Receipt Note is available to supplier for submission of such Bills after material is 
taken into Digital Ledgers maintained by Consignee in User Depot Module (UDM). 
This Digital Receipt Note can be viewed/downloaded by concerned Supplier on his 
Home Page of IREPS Portal i.e. www.ireps.gov.in. For viewing/downloading/printing 
Digital Receipt Note, following steps are to be taken by Supplier: 

i. Log-in to his IREPS account on the website www.ireps.gov.in using his Digital 
Signature Certificate (DSC) under E-Tender: Goods and Services when 
following Home Page shall be displayed to Supplier: 

 

ii. On the above Home Page, Supplier has to select Contracts Tab and then select 
View & Manage Contracts option. A new Screen shall open, wherein PO 
option will be selected in default under Search Criteria drop-down. After 
giving necessary inputs on this Screen and clicking Search Results Tab, 
descending chronological list (i.e. latest on the top) of various Purchase Orders 
placed on supplier through IMMS meeting the input criteria will be displayed: 

 

 Here a particular Purchase Order or a group of Purchase Orders can be 
searched based on the search criterion given 

iii. Supplier has to select relevant Purchase Order and click on  icon (Manage 
Your Purchase Order) appearing under Actions header against the selected 
Purchase Order on the above Screen, when following Screen will be displayed: 
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iv. Supplier may click R/NOTES Tab (Receipt Notes) on the above Screen to 

view all the Digital Receipt Notes issued by Stores Depot for the selected 
Purchase Order [after acknowledgement by Stocking Ward (for Stock items) / 
Consignee (for Non-Stock items)] in the tabular form as under: 

 
If supplier is not able to find any Receipt Note in the above List, he should 
contact the Stores Depot where he has supplied the material. 

v. Supplier may click  icon under View/Print Header to View/Print/Download 
digitally-signed Receipt Note issued by Stores Depot [after acknowledgement 
by Stocking Ward (for Stock items) / Consignee (for Non-Stock items)] where 
vendor has made the supplies. Digital Receipt Note looks like as under: 

 
Digital Receipt Note bears digital signature of Officer of Stores Depot where 
vendor has made the supplies as well Railway Official of Stocking Ward (for 
Stock items) / Consignee (for Non-Stock items)  
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3.2 Digital Receipt Note [after acknowledgement by Stocking Ward (for Stock items) / 
Consignee (for Non-Stock items)] can also be viewed/printed/downloaded by 
Supplier as under: 

i. Log-in to his IREPS account on the website www.ireps.gov.in using his Digital 
Signature Certificate (DSC) under E-Tender: Goods and Services when 
following Home Page shall be displayed to Supplier: 

 

ii. On the above Home Page, Supplier has to select Contracts Tab and then select 
View & Manage Contracts option. A new Screen shall open, wherein Supplier 
has to select Receipt Notes option under Search Criteria drop-down. After 
giving necessary inputs on this Screen and clicking Search Results Tab, 
descending chronological list (i.e. latest on the top) of various Digital Receipt 
Notes issued by various Stores Depots [after acknowledgement by Stocking 
Ward (for Stock items) / Consignee (for Non-Stock items)] against various 
Purchase Orders placed on supplier through IMMS meeting the input criteria 
will be displayed: 

 

Digital Receipt Notes can be searched on this page based on multiple search 
criterions given on the page. 

iii. Supplier may click  icon (View/Download RNote) available against a 

particular Receipt Note under Action Header on Screen shown at Para 3.2 - ii 
above to View/Print/Download that digitally-signed Receipt Note issued by 
Stores Depot [after acknowledgement by Stocking Ward (for Stock items)/ 
Consignee (for Non-Stock items)] wherein vendor has made the supplies.  
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iv. Supplier may click  icon (Manage Your Purchase Order) available against 
a particular Purchase Order under Action Header on the Screen shown at Para 
3.2 - ii to go to the following Screen wherein various post-Contract activities 
can be performed by selecting respective Tab: 

 

 

4. Digital Consignment Receipt Certificate (CRC)  

4.1 Digital Consignment Receipt Certificate (CRC) is issued by Consignee in User 
Depot Module (UDM) on receipt of Non-Stock item by Consignee to enable 
Supplier submit his Digital (On-Line) Bills for Advance / Part Payment (80% / 90%/ 
95% / 98% etc.) stipulated in Purchase Order to Paying Authorities where Non-
Stock item is supplied directly to the Consignee mentioned in the Purchase Order 
issued in IMMS. This Digital CRC is similar to Digital Receipted Challan in case of 
item supplied to Stores Depot. This Digital CRC can be viewed/downloaded by 
concerned Supplier on his Home Page of IREPS Portal i.e. www.ireps.gov.in. For 
viewing/downloading/ printing Digital CRC, following steps are to be taken by 
Supplier: 

i. Log-in to his IREPS account on the website www.ireps.gov.in using his Digital 
Signature Certificate (DSC) under E-Tender: Goods and Services when 
following Home Page shall be displayed to Supplier: 

 

ii. On the above Home Page, Supplier has to select Contracts Tab and then select 
View & Manage Contracts option. A new Screen shall open, wherein PO 
option will be selected in default under Search Criteria drop-down. After 
giving necessary inputs on this Screen and clicking Search Results Tab, 
descending chronological list (i.e. latest on the top) of various Purchase Orders 
placed on supplier through IMMS meeting the input criteria will be displayed: 
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Here a particular Purchase Order or a group of Purchase Orders can be 
searched based on the search criterion given. 

iii. Supplier has to select relevant Purchase Order for Non-Stock (NS) item and 
click on  icon (Manage Your Purchase Order) appearing under Action 
header against the selected Purchase Order on the above Screen, when 
following Screen will be displayed: 

 

iv. Supplier may click CRC (UDM) Tab (Consignment Receipt Certificates) on 
the above Screen to view all the Digital Consignment Receipt Certificates 
(CRCs) issued by Consignees for the selected Purchase Order for Non-Stock 
items in User Depot Module (UDM) in the tabular form as under: 

 
If supplier is not able to find any Digital CRC in the above List, he should 
contact the Consignee to whom he has supplied the material. 

v. Supplier may click  icon under View/Print Header to View/Print/Download 
digitally-signed CRC for the selected Non-Stock item issued in UDM by the 
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Consignee mentioned in the Purchase Order where vendor has made the 
supplies. Digital CRC looks like as under: 

 

 
Digital Consignment Receipt Certificate (CRC) issued in User Depot Module 
(UDM) bears digital signatures of Consignee mentioned in the Purchase Order 
to whom Non-Stock item has been supplied by vendor as well as his Officer. 

vi. Supplier may click  icon [Click here to view uploaded document(s)] under 

View/Print Header to View/Print/Download digitally-signed documents like 
Budget/Fund Availability Certificate, Installation & Commissioning 
Certificate, Test Reports, Inspection Certificate etc. uploaded by the 
Consignee while preparing Digital CRC as under: 
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5. Digital Consignment Receipt Note (CRN)  

5.1 Digital Consignment Receipt Note (CRN) is issued by Consignee in User Depot 
Module (UDM) after final acceptance of Non-Stock item by Consignee to enable 
Supplier submit his Digital (On-Line) Bills for Final Payment [100% against Receipt 
& Acceptance / Balance Part Payment (20% / 10% / 5% / 2% etc.)]  to Paying 
Authorities where Non-Stock item is supplied directly to the Consignee mentioned in 
Purchase Order issued in IMMS. Digital CRN is available to supplier for submission 
of such Bills after Non-Stock item is taken into Digital Ledgers maintained by 
Consignee in User Depot Module (UDM). This Digital CRN is similar to Digital 
Receipt Note in case of item supplied to Stores Depot. Digital CRN can be viewed/ 
downloaded by Supplier on Home Page of IREPS Portal i.e. www.ireps.gov.in. For 
viewing/downloading/printing Digital CRN, following steps are to be taken: 

i. Log-in to his IREPS account on the website www.ireps.gov.in using his Digital 
Signature Certificate (DSC) under E-Tender: Goods and Services when 
following Home Page shall be displayed to Supplier: 

 
ii. On the above Home Page, Supplier has to select Contracts Tab and then select 

View & Manage Contracts option. A new Screen shall open, wherein PO 
option will be selected in default under Search Criteria drop-down. After 
giving necessary inputs on this Screen and clicking Search Results Tab, 
descending chronological list (i.e. latest on the top) of various Purchase Orders 
placed on supplier through IMMS meeting the input criteria will be displayed: 

 
 Here a particular Purchase Order or a group of Purchase Orders can be 
searched based on the search criterion given. 
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iii. Supplier has to select relevant Purchase Order and click on  icon (Manage 
Your Purchase Order) appearing under Action header against the selected 
Purchase Order on the above Screen, when following Screen will be displayed: 

 
iv. Supplier may click CRN (UDM) Tab (Consignment Receipt Notes) on the 

above Screen to view all the Digital Consignment Receipt Notes (CRNs) 
issued by Consignees for the selected Purchase Order for Non-Stock items in 
User Depot Module (UDM) in the tabular form as under: 

 
If supplier is not able to find any Digital CRN in the above List, he should 
contact the Consignee to whom he has supplied the material 

v. Supplier may click  icon under View/Print Header to View/Print/Download 
digitally-signed CRN for the selected Non-Stock item issued in UDM by the 
Consignee mentioned in the Purchase Order where vendor has made the 
supplies. Digital CRN looks like as under: 
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Digital Consignment Receipt Note (CRN) issued in User Depot Module 
(UDM) bears digital signatures of Consignee mentioned in the Purchase Order 
to whom Non-Stock item has been supplied by vendor as well as his Officer. 

vi. Supplier may click icon [Click here to view uploaded document(s)] under 

View/Print Header to View/Print/Download digitally-signed documents like 
Budget/Fund Availability Certificate, Installation & Commissioning 
Certificate, Test Reports, Inspection Certificate etc. uploaded by the 
Consignee while preparing Digital CRN as under: 

 

 

6. Digital (On-Line) Bill Submission Process 

6.1 General 

i. Functionality of Digital Bill submission covers the Suppliers’ Bills for 
Advance/Part Payment (80% / 90% / 95% / 98% etc.) and Final Payment 
[100% against Receipt & Acceptance / Balance Part Payment (20% / 10% / 
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5% / 2% etc.)]  against Purchase Orders placed on IMMS for Stock items or 
Non-Stock items.  It covers the Bills with GST as well as ED/ST as applicable 
for the item as per Purchase Order.  

ii. Digital Bills submitted by suppliers will be used by Integrated Payroll & 
Accounting System (IPAS) of Railways for processing payment. Bill 
processing and payment by Bill Paying Authority shall be done based on 
digital documents i.e. Bill, Receipted Challan (for Advance/Part payment for 
Stock/Non-Stock items supplied to Stores Depot), Receipt Note (for 
Final/Balance payment for Stock/Non-Stock items supplied to Stores Depot), 
CRC (for Advance/Part payment for Non-Stock items), CRN (for Final/ 
Balance payment for Non-Stock items)  supplied to Stores Depot), Inspection 
Certificate etc. available on IMMS / IREPS of Railway and other digitally 
signed documents uploaded on IREPS during Digital (On-Line) Bill 
submission by supplier, without insisting on hard copies of the same either 
from the Stores Depot or Consignee or from Supplier. 

iii. Presently RITES & RDSO are issuing Digital Inspection Certificates (ICs). 
Thus, for other Pre-Inspection Agencies; verification process for Inspection 
Certificate against the online Digital Bills shall continue to be manual by Bill 
Passing/Paying Authority as in the existing process.  

iv. Similarly, for Advance Payment for supplies against RR/PWB (which are still 
not digital), the verification process for RR/PWB and Inspection Certificate 
against the online Digital Bills shall continue to be manual by Bill 
Passing/Paying Authority as is the existing practice. 

6.2 Digital (On-Line) Bill Initiation Process: Advance / Part Payment Bills 

i. Supplier has to log-in to his IREPS account on the website www.ireps.gov.in 
using his Digital Signature Certificate (DSC) under E-Tender: Goods and 
Services when following Home Page shall be displayed to Supplier: 

 
ii. On the above Home Page, Supplier has to select Contracts Tab and then select 

View & Manage Contracts option. A new Screen shall open, wherein PO 
option will be selected in default under Search Criteria drop-down. After 
giving necessary inputs on this Screen and clicking Search Results Tab, 
descending chronological list (i.e. latest on the top) of various Purchase Orders 
placed on supplier through IMMS meeting the input criteria will be displayed: 
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 Here a particular Purchase Order or a group of Purchase Orders can be 
searched based on the search criterion given. 

iii. Supplier has to select relevant Purchase Order and click on  icon (Manage 
Your Purchase Order) appearing under Action header against the selected 
Purchase Order on the above Screen, when following Screen will be displayed: 

 

iv. Supplier may click BILLS FOR PAY. Tab (Bills for Payment) on the above 
Screen when following Bill Summary page will be displayed: 

 
v. On this Bill Summary page Supplier can initiate submission of a New Digital 

(On-Line) Bill for Stock / Non-Stock items’ Purchase Orders placed in IMMS. 
Details of earlier submitted Digital Bills against Purchase Order are also 
available on this page. As mentioned at Para 6.6 below, earlier submitted 
Digital Bills displayed in List on this page can also be managed from here to 
Delete Bill, Edit Bill, Add / Remove items, View Status of digitally-signed & 
submitted Bill etc. Bills which are digitally-signed cannot be deleted / edited 
as these have been submitted to accounts in IPAS for further processing by 
Bill Paying Authority. However, digitally-signed & submitted Bill can be 
withdrawn till it has not been registered by Bill Paying Authority. 

vi. To initiate a new Digital (On-Line Bill), Supplier has to click Submit New Bill 
link (Click here to claim New Supplier Bill) on Bill Summary page when 
following page showing Bill Header form shall open: 
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vii. For initiation of new Digital On-Line Bill, first Bill Header is to be prepared 
which contains fixed details related to Bills. Please note that Bill Header once 
saved cannot be edited. So, details must be filled-in carefully. 

viii. Purchase Order No, Date, Vendor’s Address, applicability of Price Variation 
Clause (PVC), applicability of Statutory Variation Clause (SVC), Paying 
Railway, Paying Authority etc. are captured directly from Purchase Order and 
shown here and are not editable. If you notice that any of these details are not 
correct, please report the matter to PO placing Authority. 

ix. Vendor has to select Taxes Applicable i.e. GST or ED/ST, type of item i.e. 
Stock or Non-Stock, Paying Railway, Paying Authority etc. as applicable etc. 
and proceed to fill-in various details in the Bill Header Section. Against Do 
you want to use more than one GST Invoice against this Bill? field, No 
option is selected in default which can be used to Yes by supplier in case he 
wants to use more than one GST Invoice against an on-line Bill. In that case, 
vendor may refer User Manual for On-Line Submission of Bills having 
Multiple GST Invoices available on IREPS Portal under Learning Centre link 
in E-Tender (Good & Services) Section for guidance. 

 

6.3 Digital (On-Line) Bills Preparation with GST- Advance / Part Payment Bills 

i. Supplier has to select Tax Applicable as GST (default selection) on the 
following Bill Header form available to him as per Para 6.2 – vi above: 



IREPS User Manual for Suppliers on Post-Contract Activities (Version-2.0)  

Page 19 of 44 
 

 

 

ii. Following details are to be filled up in the Bill Header Form: 

a GST Invoice 
No. 

Enter your GST Invoice No. here. Check that GST  
Invoice No. is exactly same as actual Invoice. System 
will validate format of GST Invoice No. as per GST 
Act. In case of multiple GST Invoices against an on-
line Bill, details of first GST Invoice are to be entered. 

b Invoice Date Enter date of Invoice. Future date is not accepted. 

c Payment Type Select Advance for Advance/Part Payment Bill and 
Final for Final/Balance Payment Bill 

d Payment % Enter Payment % being claimed in Bill e.g. 80%, 90%, 
95%, 98% etc. for Advance Payment and 20%, 10%, 
5%, 2%, 100% etc. for Final Payment 

e Bank Account 
No. 

Check Bank Account No. & IFSC Code of Bank 
where Payment is required. Please properly check 
these fields to avoid problems in payment. These 
fields are not editable, if data is there. You have to 
contact PO Placing Authority to change Bank 
Account/ IFSC. If no data is there for Bank Account 
No. / IFSC, you can enter these details yourself.  

f IFSC Code 



IREPS User Manual for Suppliers on Post-Contract Activities (Version-2.0)  

Page 20 of 44 
 

g Under Reverse 
Charge 

Default is No. If supply is under Reverse Charge 
Mechanism, please select Yes. 

h Composition 
Scheme 

Default is No. If you are registered under Composition 
Scheme, please select Yes. 

i Supplier 
GSTIN  

Default is Yes. If you are not registered with GSTIN, 
please select No. 

j Supplier 
GSTIN 

Enter your GST Registration No. here. Here System 
will validate your GST No. format as per standard 
GST No. structure. If GSTIN format is correct, system 
will display Valid GSTIN message. 

k Supplier State Select State of your GST Registration No. 

l State for Place 
of Supply 

Enter State for place of supply from drop-down. 

m Place of 
Supply 

Enter brief address of place of Supply i.e. address of 
Stores Depot / Consignee 

n Bill 
Description 

Enter Description of the Bill for your convenience for 
identification of the Digital Bill being submitted. 

iii. Check all details and if details are correct click Save Bill Header button to 
save Bill Header. On successfully saving Bill Header, message Data Saved 
Successfully! is displayed. Bill Header once saved cannot be edited. After 
successfully saving Bill Header, two additional details are displayed in bottom 
potion of Screen viz. Click here to view Purchase Order and Select PO Sr.  

 

iv. If you wish to view the Purchase Order details, click on link Click here to view 
Purchase Order. Purchase Order (PDF) will open in a separate window.  

v. For proceeding further for On-Line Bill submission, select PO Item Sr.No. 
from Select PO Sr drop-down list for Bill is to be submitted by you. Select PO 
Sr drop-down list displays all the PO Sr.Nos. of selected Purchase Order. 
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vi. After selecting the PO Item Sr.No. from the Select PO Sr drop-down List, user 
has to Select Mode of Dispatch as Rail (where Advance Payment is being 
claimed against RR/PWB) or Road (where Advance Payment is being claimed 
against Digital Receipted Challan / CRC) against the Radio Buttons available:  

 

It is important to mention that Rail option for Mode of Dispatch for claiming 
Advance Payment against RR/PWB shall not be available for selection for 
Non-Stock items for submission of Digital (On-Line) Bill against CRC 

vii. After selecting Mode of Dispatch as Road, an additional window for Bill Item 
Sr.No. shall open in the bottom portion of the existing Screen for submitting 
the details for the selected Bill Type i.e. Advance Bill for dispatches by 

Road with applicable Tax as GST (where Advance Payment is being 
claimed against Digital Receipted Challan / CRC), as under: 

 

viii. Following details are to be filled by Supplier for dispatches by Road: 

a Select Challan 
No. 

Select your relevant Challan No. from the drop-down 
list. In case you don’t find Challan No. in the drop-
down, please contact Stores Depot / Consignee where 
you have supplied the material. 
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b Challan Date Challan Date is auto-filled for the selected Challan 
and is not editable. 

c Select DRR / 
CRC No. 

Here select relevant DRR No. for the relevant Digital 
Receipted Challan for Stock / Non-Stock item 
supplied to Stores Depot and select CRC No. for the 
relevant Digital Consignment Receipt Certificate 
(CRC) for Non-Stock item supplied directly to the 
Consignee. In case you don’t find DRR/CRC No. in 
the drop-down, please contact Stores Depot / 
Consignee where you have supplied the material. 

d DRR/CRC Date DRR/CRC Date is auto-filled for the selected 
DRR/CRC and is not editable. 

e Qty. for Billing Qty. for billing is auto-filled for the selected 
DRR/CRC and is not editable. 

f Do you want to 
Clone/Copy Data 
from previous 
Bills of this item? 

Select Yes if you want to Clone/Copy Data from 
previous Bills of this item against this Purchase 
Order so as to avoid typing / data entry effort. 

g Rly. GSTIN Select Railway GST Registration No. User may 
scroll-down the list in the drop-down to select IRFC 
GSTIN (is applicable) 

h IC No. Fill the relevant Inspection Certificate (IC) No. here  

i IC Date Fill the Inspection Certificate (IC) Date here 

j IC Passed Qty. Fill quantity passed as per the filled IC details 

k Already Billed IC 
Qty. 

If any quantity out of the quantity passed in the IC is 
already billed in earlier Bills, same is to be filled here 

l Balance in IC This is auto-filled as per details filled in above fields 
i.e. IC Passed Qty. minus Already Billed IC Qty. and 
is not editable. Qty. Balance in IC must be equal to or 
more than Qty. for billing mentioned above. 

m Qty. Now Billed Quantity Now Billed is same as Qty. for Billing 
above and is auto-filled. It is also not editable. 

n Basic PO 
Rate/Unit 

This is Basic Rate for the item and is auto-filled from 
the Purchase Order data. Normally there should not 
be any need to change/edit this. But in cases where 
Purchase Order is on all-inclusive price basis i.e. 
taxes and other details are included in Basic Rate and 
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supplier wants to show Taxes /other expenses 
separately, here basic rate can be changed.  

o PVC on PO  
Rate /Unit 

This is applicable for Purchase Orders with Price 
Variation Clause (PVC). Supplier has to work out 
PVC per Unit Rate and fill it here. For Purchase 
Orders without PVC Clause, this field is non-
editable. Suppliers are advised to submit the detailed 
PVC Calculation Sheet alongwith the Indices etc. 
considered in price updation as digitally-signed 
attached documents by uploading with the Bill Item 
so that it is available to Bill Passing Authority. 

p Basic Bill 
Rate/Unit with 
Disc, PVC  

This is calculated based on Payment % filled-in Bill 
Header. 

q Discount Rate 
(Percent) 

Discount Rate and its Unit (as Percent) are pre-
populated from the Purchase Order. If any change is 
to be made, edit it and fill-in the Revised Rate. Unit 
of Discount cannot be changed, it is fixed as %. 

r Discount Amount Discount amount is auto-calculated and cannot be 
edited. All Amounts in the Bill are worked out based 
on Payment % filled-in at the time of Bill Header 
preparation 

s Packing Rate & 
Packing Unit 

Packing Charges Rate and its Unit are pre-populated 
from Purchase Order. If any change is to be made in 
Rate / Unit, edit it and fill-in the Revised Rate/Unit. 

t Packing Amount Packing Amount is auto-calculated based upon the 
input and cannot be edited. 

u Forwarding Rate 
& Forwarding 
Unit  

Forwarding Charges Rate and its Unit are pre-
populated from the Purchase Order. If any change is 
to be made in Rate/Unit, edit it and fill-in the Revised 
Rate/Unit. 

v Forwarding 
Amount 

Forwarding Amount is auto-calculated based upon 
the input and cannot be edited. 

w Freight Rate  
(per Unit) 

Freight Charges Rate and its Unit (per Unit) are pre-
populated from the Purchase Order. If any change is 
to be made in Rate, edit it and fill-in the Revised 
Rate. Freight Charges Unit cannot be changed, it is 
fixed as ‘per Unit’. 
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x Freight Amount Freight Amount is auto-calculated based upon the 
input and cannot be edited. 

y Other Charges 
Type, Rate, Unit 
& Amount 

Other Charges Type, Rate and its Unit are pre-
populated from the Purchase Order. If any change is 
to be made in Type/Rate/Unit, edit it and fill-in the 
Revised Type/Rate/Unit. Other Charges Amount is 
auto-calculated based upon input and not editable. 

z GST Category Select the applicable category of GST from the drop-
down list i.e. Regular, Nil Rated, Non-GST Item, 
Exempted, Inclusive. Further GST details can be 
filled only for the category ‘Regular GST’. For other 
selections, it cannot be filled.  

aa HSN Code Fill the correct HSN Code, as applicable. System 
validates HSN Code from the HSN Code List in 
IREPS. In case any applicable HSN Code is not 
available in the List, please contact IREPS Help Desk 
for further action. 

ab ITC Admissible Choose Yes or No, as applicable 

ac CGST Rate (%) Window shall open based on State of supply and 
State of Supplier as selected and filled-in the Bill 
Header. If States are same, CGST window will open. 
If states are different CGST window shall remain 
closed and IGST window shall open. 

If CGST window opens, please select the applicable 
Rate from the list in CGST window. Same rate of 
GST shall be auto-filled for SGST/UTGST (as 
applicable) also. Amounts shall be automatically 
calculated 

If IGST window opens, select applicable IGST from 
the list. Amount shall be automatically calculated. 

ad CGST Amount 

ae SGST Rate (%) 

af SGST Amount 

ag UTGST Rate (%) 

ah UTGST Amount 

ai IGST Rate (%) 

aj IGST Amount 

ak Cess Rate (%) Fill the applicable Cess Rate, if applicable 

al Cess Amount Amount shall be auto-calculated 

am Taxable Amount  Based on the details filled-in, Taxable Amount, Tax 
Amount and Total Billed Amount for the current Bill 
Item being filled shall be auto-calculated and are not 
editable. These shall as per the Payment % filled in 
the Bill Header. 

an Tax Amount 

ao Total Billed 
Amount 
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ix. After filling all details, user has to click Save button (Click here to Save 
details) on the Screen shown below when Details saved successfully! message 
will be displayed. 

 

If any editing of Bill of any item is required, it can be done before final 
submission of the Bill to Paying Authority (i.e. before digital-signing) as per 
Para 6.6 – iv of this User Manual mentioned below and saved again. 

x. Documents can be attached with Bill for this Item by supplier under Upload 
Documents Section, by typing minimum 5 characters in Description of the 
Document and then clicking Select File button as under: 

 

On clicking Select File button on the above screen, a new window gets opened 
as shown below: 
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xi. On above Screen, user has to click Browse button, then select PDF document 

(upto 4 MB size) to be uploaded from his computer and click OK button:  

 
Thereafter, the selected document (as above) is to be digitally-signed by the 
Supplier using his Digital Signature Certificate (DSC) by selecting his DSC on 
the following Screen and clicking Sign button: 
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 Now user will get Document has been uploaded! message on his screen. File 
shall be uploaded and displayed in the List in Upload Documents Section as 
shown below:  

 

Any uploaded document can be deleted by supplier by clicking icon 
available against that document. User can upload multiple documents against 
Bill of an item by repeating steps at Para 6.3 - x & Para 6.3 - xi above, which 
are all displayed in the List in Uploaded Documents Section as shown below: 

   

   

xii. If more items are to be added in the Bills which are under the same Invoice, 
they can be added by clicking Add More button (Click here to Add More 
Dispatches) on the screen shown above. Clicking Add More button opens a 
new window for submitting the details for another item in the same Bill. 
However, here will be only one Common Bill Header for a Bill and user may 
add as many items in a Bill, as required by repeating steps at Para 6.3 – vi to 
Para 6.3 - xii of this User Manual. However, all items should be of the same 
Purchase Order and Payment % & Payment Type shall remain same for all 
items of the Bill.  It is important to note that if multiple GST Invoices are there 
against a particular on-line Bill, such on-line Bill can have only one item i.e. 
such Bill can be submitted only for one Receipted Challan / Receipt-Note / 
CRC / CRN. 

xiii. The filled-in details in the Draft Bill of the item can be edited from the Draft 
Bill Edit facility explained in Para 6.6 – iv of this User Manual. Please note 
that Bills already submitted to Paying Authority (i.e. digitally-signed Bill) 
cannot be edited.  

xiv. User can preview the Bill prepared upto this stage by clicking on Generate 
Preview button available on the Screen shown at Para 6.3 – x & Para 6.3 – xi 
above. Bill Preview page will open in the following format: 
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xv. If no more items are to be added or existing items are not to be edited, and the 

Bill is ready for submission Bill Paying Authority, it can be digitally-signed by 
supplier from Bill Preview page above by clicking Sign & Submit Bill button 
using his DSC. Digitally-signed & submitted Bill bears digital signature of the 
supplier and appears as shown at Para 6.6 – vi below. Now Digital Bill 
automatically becomes available to Paying Authority instantaneously in IPAS 
for further processing. Also, PDF of the generated Bill can be saved / printed.  

xvi. If Bill is not to be submitted now, user may click Bill Summary button (Click 
here to Go to Submitted Bill Summary Page) on Bill Preview page shown at 
Para 6.3 – xiv above when he will reach Bill Summary page as under: 

 
Here user has to select the relevant Bill for further actions which are explained 
in Para 6.6 of this User Manual. 
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xvii. For Advance Bill for dispatches by Rail with applicable Taxes as GST 
(where Advance Payment is being claimed against RR/PWB), after 
finalizing Bill Header as per Para 6.2 above, user has to click on the Radio 
button Rail (where Advance Payment is being claimed against RR/PWB) 
against the Radio Buttons available for Select Mode of Dispatch:  

 

Rail option for Mode of Dispatch for Advance Payment against RR/PWB shall 
not be available for Non-Stock items for submission of Digital Bill against 
CRC. After selecting mode of dispatch as Rail, an additional window for Bill 
Item Sr.No. shall open in bottom portion of Screen for submitting details:  

 

xviii. Following details are to be filled-in by supplier on the above screen: 

a RR/PWB No. Fill the RR/PWB No. as given on the RR/PWB 
(Railway Receipt/Parcel Way Bill) 

b RR/PWB Date Fill the RR/PWB Date as given on the RR/PWB 

c RR/PWB Qty. Fill in the Quantity dispatched as per RR/PWB 

All other fields on this screen are to be filled-in as detailed in the case of 
Advance Bill for Dispatch by Road with applicable Tax as GST and 
explained in earlier Para 6.3 – vii to Para 6.3 - xvi of this User Manual. 
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xix. Further process for Saving, Editing, Adding More Items, attaching Documents, 
Bill Previewing and Signing for Advance Bill for dispatch by Rail is same as 
for Advance Bill for dispatch by Road, explained in detail at Para 6.3 – vii to 
Para 6.3 – xvi above. 

 

6.4 Digital (On-Line) Bills Preparation with ED/ST- Advance / Part Payment Bills 

i. Complete process for Digital (On-Line) Bill preparation and signing for Bills 
with ED/ST is same as for Bills with GST except that in place of GST details, 
details regarding ED/ST are to be filled-in the relevant fields. Other 
fields/details for Bills with ED/ST are similar to Process Flow for Bill 
preparation with GST, explained at Para 6.3 above. 

ii. After selecting the Purchase Order as per Para 6.2 – ii above and thereafter 
clicking Submit New Bill link (Click here to claim New Supplier Bill) on Bill 
Summary page shown at Para 6.2. – iv above, supplier has to select Taxes 
Applicable as ED/ST on the following Bill Header form available to him: 

 

iii. Following details are to be filled-up by the supplier in the Bill Header form 
for Bills with ED/ST: 

a Invoice No. Enter your Invoice No. here. Check that Invoice No. 
is exactly same as actual Invoice. 

b Invoice Date Enter date of Invoice. Future date is not accepted. 

c Payment type Select Advance for Advance/Part Payment Bill and 
Final for Final/Balance Payment Bill 

d Payment % Enter Payment % being claimed in Bill e.g. 80%, 
90%, 95%, 98% etc. for Advance Payment and 20%, 
10%, 5%, 2%, 100% etc. for Final Payment. 
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e Bank Account 
No. 

Check Bank Account No. & IFSC Code of Bank 
where Payment is required. Please properly check 
these fields to avoid problems in payment. These 
fields are not editable, if data is there. You have to 
contact PO Placing Authority to change Bank 
Account/ IFSC. If no data is there for Bank Account 
No. / IFSC, you can enter these details yourself. 

f IFSC Code 

g Bill Description Enter Description of the Bill for your convenience 
for identification of the Digital Bill being submitted. 

iv. After successfully saving Bill Header, selecting Mode of Dispatch as Road, a 
window for Bill Item Sr.No. shall open in the bottom portion of the Screen for 
submitting details for selected Bill Type i.e. Advance Bill for dispatches by 

Road with applicable Tax as ED/ST (where Advance Payment is being 
claimed against Digital Receipted Challan / CRC), as under: 

 

v. Following details are to be filled by Supplier for dispatches by Road: 

a Select Challan 
No. 

Select your relevant Challan No. from the drop-down 
list. In case you don’t find Challan No. in the drop-
down, please contact Stores Depot / Consignee where 
you have supplied the material. 

b Challan Date Challan Date is auto-filled for the selected Challan 
and is not editable. 
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c Select DRR / 
CRC No. 

Here select relevant DRR No. for the relevant Digital 
Receipted Challan for Stock / Non-Stock item 
supplied to Stores Depot and select CRC No. for the 
relevant Digital Consignment Receipt Certificate 
(CRC) for Non-Stock item supplied directly to the 
Consignee. In case you don’t find DRR/CRC No. in 
the drop-down, please contact Stores Depot / 
Consignee where you have supplied the material. 

d DRR/CRC Date DRR/CRC Date is auto-filled for the selected 
DRR/CRC and is not editable. 

e Qty. for Billing Qty. for billing is auto-filled for the selected 
DRR/CRC and is not editable. 

f Do you want to 
Clone/Copy Data 
from previous 
Bills of this item? 

Select Yes if you want to Clone/Copy Data from 
previous Bills of this item against this Purchase 
Order so as to avoid typing / data entry effort. 

g IC No. Fill the relevant Inspection Certificate (IC) No. here  

h IC Date Fill the Inspection Certificate (IC) Date here 

i IC Passed Qty. Fill quantity passed as per the filled IC details 

j Already Billed IC 
Qty. 

If any quantity out of the quantity passed in the IC is 
already billed in earlier Bills, same is to be filled here 

k Balance in IC This is auto-filled as per details filled in above fields 
i.e. IC Passed Qty. minus Already Billed IC Qty. and 
is not editable. Qty. Balance in IC must be equal to or 
more than Qty. for billing mentioned above. 

l Qty. Now Billed Quantity Now Billed is same as Qty. for Billing 
above and is auto-filled. It is also not editable. 

m Basic PO 
Rate/Unit 

This is Basic Rate for the item and is auto-filled from 
the Purchase Order data. Normally there should not 
be any need to change/edit this. But in cases where 
Purchase Order is on all-inclusive price basis i.e. 
taxes and other details are included in Basic Rate and 
supplier wants to show Taxes /other expenses 
separately, here basic rate can be changed.  

n PVC on PO  
Rate /Unit 

This is applicable for Purchase Orders with Price 
Variation Clause (PVC). Supplier has to work out 
PVC per Unit Rate and fill it here. For Purchase 
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Orders without PVC Clause, this field is non-
editable. Suppliers are advised to submit the detailed 
PVC Calculation Sheet alongwith the Indices etc. 
considered in price updation as digitally-signed 
attached documents by uploading with the Bill Item 
so that it is available to Bill Passing Authority. 

o Basic Bill 
Rate/Unit with 
Disc, PVC  

This is calculated based on Payment % filled-in Bill 
Header. 

p Discount Rate & 
Discount Unit 

Discount Rate and its Unit are pre-populated from 
the Purchase Order. If any change is to be made in 
Rate/Unit, edit it and fill-in the Revised Rate/Unit.  

q Discount Amount Discount amount is auto-calculated and cannot be 
edited. All Amounts in the Bill are worked out based 
on Payment % filled-in at the time of Bill Header 
preparation. 

r Packing Rate & 
Packing Unit 

Packing Charges Rate and its Unit are pre-populated 
from Purchase Order. If any change is to be made in 
Rate / Unit, edit it and fill-in the Revised Rate/Unit. 

s Packing Amount Packing Amount is auto-calculated based upon the 
input and cannot be edited. 

t ED Rate &  
ED Unit 

ED Rate and its Unit are pre-populated from the 
Purchase Order. If any change is to be made in 
Rate/Unit, edit it and fill-in the Revised Rate/Unit.  

u ED Amount ED Amount is auto-calculated based upon the input 
and cannot be edited. 

v Sales Tax Rate 
(Percent) 

Sales Tax Rate and its Unit (as Percent) are pre-
populated from Purchase Order. If any change is to 
be made in Rate, edit it and fill-in Revised Rate. Unit 
of Sales Tax cannot be changed, it is fixed as %. 

w Sales Tax 
Amount 

Sales Tax Amount is auto-calculated based upon the 
input and cannot be edited. 

x Forwarding Rate 
& Forwarding 
Unit  

Forwarding Charges Rate and its Unit are pre-
populated from the PO. If any change is to be made 
in Rate/Unit, edit it and fill-in the Revised Rate/Unit. 

y Forwarding 
Amount 

Forwarding Amount is auto-calculated based upon 
the input and cannot be edited. 
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z Freight Rate & 
Freight Unit 

Freight Charges Rate and its Unit are pre-populated 
from the Purchase Order. If any change is to be made 
in Rate/Unit, edit it and fill-in the Revised Rate/Unit.  

aa Freight Amount Freight Amount is auto-calculated based upon the 
input and cannot be edited. 

ab Other Charges 
Type, Rate, Unit 
& Amount 

Other Charges Type, Rate and its Unit are pre-
populated from the Purchase Order. If any change is 
to be made in Type/Rate/Unit, edit it and fill-in the 
Revised Type/Rate/Unit. Other Charges Amount is 
auto-calculated based upon input and not editable. 

ac Total Expense Based on the details filled-in; Total Expense, Basic 
Bill Amount and Total Billed Amount for the current 
Bill Item being filled shall be auto-calculated and are 
not editable. These shall as per the Payment % filled 
in the Bill Header. 

ad Basic Bill Amount 

ae Total Billed 
Amount 

After filling all details, user has to click Save button on Screen at Para 6.4 – iv 
above. Remaining process for Advance Bill for dispatches by Road with 
ED/ST is same as the corresponding process for Advance Bill for dispatches 
by Road with GST; discussed in detail at Para 6.3 – x to Para 6.3 – xvi above.  

vi Process for submission of Advance Bill for dispatches by Rail with applicable 
Tax as ED/ST is same as the corresponding process for Advance Bill for 
dispatches by Rail with applicable Tax as GST; discussed in detail at Para 
6.3– xvii to Para 6.3 – xix above; as read with Para 6.4 – ii to Para 6.4 – v 
above for Advance Bill for dispatches by Road with applicable Tax as ED/ST. 

 6.5 Digital Bill Submission Process –Final Bills 

i. Complete process for Digital (On-Line) Bill Preparation, Saving, Adding More 
Items, Attaching Documents etc. and Digital-signing for Bills for Final 
Payment with applicable Tax as GST or ED/ST [100% against Receipt & 
Acceptance / Balance Part Payment (20% / 10% / 5% / 2% etc.)]  is same as 
for Bills for Advance Payment with GST or ED/ST except following- 

a. While preparing the Hill Header, supplier has to select Payment Type as 
Final from drop-down in place of Advance. If no Advance Payment is 
there, then Payment % may be entered as 100%. If Advance Payment 
(80% / 90% / 95% / 98% etc.) is there, then only Balance % (20% / 10% / 
5% / 2% etc.) is to be entered in Payment % field while submitting Final 
Bill for that Supply. Other details in the Bill Header while submitting 
Final Bill are to be filled-in the same way as for Advance Bill.  
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b. RO corresponding to Digital Receipt-Note becomes available to supplier 
after final acceptance of material by Stores Depot where item (Stock or 
Non-Stock) has been supplied and it has been taken into Books by 
Stocking Ward of Stores Depot in case of Stock Items & by Consignee in 
his Digital Ledgers maintained in UDM in case of Non-stock items. 
Digital Consignment Receipt Note (CRN) becomes available to supplier 
after final acceptance of material by Consignee where item (Non-Stock) 
has been directly supplied to the Consignee and it has been taken into his 
Digital Ledgers maintained in UDM. This Digital CRN is similar to 
Digital Receipt Note (RO) where item is supplied to Stores Depot. In case 
you don’t find Digital RO/CRN in the drop-down, please contact Stores 
Depot / Consignee where you have supplied the material. 

c. While filling-in Bill Details of Item for submission of Final Bill, in place 
of Challan, DRR/CRC or RR/PWB details, Digital RO/CRN details (i.e. 
RO corresponding to Receipt Note) / CRN No. is to be selected from the 
drop-down and RO/CRN Date & Qty. fields are auto-filled. 

d. In case where Stock / Non-Stock item has been supplied to Stores Depot; 
after selecting relevant RO No., corresponding R-Note No./Date & DRR 
No. is also displayed on the screen.  However, where Non-Stock item is 
supplied directly to the Consignee, R-Note/DRR details are not applicable.  

ii. While submitting Final Bill, there is no requirement for selecting Mode of 
Dispatch. Various details are to be filled-in as explained earlier Paras. There 
shall be no requirement of furnishing Inspection Certificate (IC). If required as 
per PO, IC & other documents can be attached by Supplier with Final Bill 

6.6 Managing Prepared / Submitted On-Line Bills 

i. After preparation and saving/signing of Digital (On-Line) Bill, all the Digital 
Bills prepared / digitally-signed can be viewed on the following Bill Summary 
page where List of Digital Bills against the Purchase Order are displayed. This 
is the Bill Summary page where supplier has initiated the Digital Bill: 
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ii. This List provides following details/actions against each Digital Bill: 

SN Detail/Action Description of the Detail/Remarks 

a IREPS Bill Reg. 
No. 

This is IREPS Bill Registration No. This is generated 
when Bill Header of Digital Bill gets saved while 
initiating a Digital Bill. This is a unique number and 
is used for all future references. 

b Registered on This gives Date and Time when the initiation of 
Digital Bill has been done on IREPS Portal. 

c Invoice No. This is the Invoice No. used by supplier for 
preparation of Digital Bill and entered in Bill Header. 

d Invoice Date This is Invoice Date as entered by supplier in Bill 
Header. 

e Adv / Final This is Payment Type – Advance or Final as selected 
by supplier in Bill Header. 

f Paying Authority This is Paying Authority to whom Digital Bill will be 
available in IPAS for processing. 

g Bill Amt. This is Total Bill Amount for all the items of the Bill. 

h Bill Status For Digital Bills, following Bill Status are there: 

Draft: It indicates that Bill has not yet been digitally-
signed & submitted by supplier. Draft Bill can be 
edited / deleted / submitted to Bill Paying Authority 
after digital-signing it. 

Signed & Submitted: It indicates that Bill has been 
digitally-signed & submitted to the Bill Paying 
Authority for further processing. After digital-signing, 
a Digital Bill automatically becomes available to the 
corresponding Bill Paying Authority instantaneously 
in IPAS for further processing. Signed & submitted 
Bill cannot be deleted. However, it can be withdrawn 
till it has not been registered by Bill Paying Authority. 

Withdrawn: It indicates that Bill was digitally-signed 
& submitted to the Bill Paying Authority for further 
processing but was subsequently withdrawn by 
supplier. Withdrawn Bill is not available for any 
further action i.e. it cannot be deleted/re-submitted. 
Supplier has to re-create such withdrawn Bill afresh 
and digitally-sign & submit to Bill Paying Authority. 
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i Bill Status Date Under Bill Status Date, Date of digital-signing of Bill 
(i.e. when Digital Bill has become available to Bill 
Paying Authority for further processing in IPAS) or 
its Withdrawal Date, whichever is latest, is displayed. 
For Draft Bills, Bill Status Date is not displayed.  

j Payment Status For Digital Bills, following Payment Status are there: 

Paid: It indicates that payment against Digital Bill has 
been made by Bill Paying Authority to the supplier 
through IPAS.  

Returned: It indicates that Digital Bill has been 
returned by Bill Paying Authority to the supplier 
through IPAS without payment. 

Pending: It indicates that Digital Bill is pending with 
Bill Paying Authority in IPAS for payment.  

NA: It indicates that either Digital Bill has not been 
submitted by supplier to Bill Paying Authority or it 
has been withdrawn by Supplier. 

k Actions This is Action area where following actions can be 
taken by supplier: 

    To Preview & Digitally-sign Draft Bill 

  To Edit Draft Bill or  Add / Delete Items in 
Draft Bill (View Dispatch List/Edit Draft Bill) 

 To Delete Draft Bill 

 To view/download digitally-signed & 
submitted Bill in PDF Format 

 To withdraw digitally-signed & submitted Bill 
till it has not been registered by Bill Paying 
Authority 

 To submit On-Line Supplementary Bill 
against finalized Final Bill 

 To view Supplementary Bill List against 
finalized Final Bill 

iii. Preview & Digitally-sign Draft Bill: 

Supplier may click  icon appearing against a Draft Bill under Action Header 
on the Bill Summary page to preview & digitally-sign that Draft Bill prepared 
by him as under: 
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On clicking  icon under Action Header (Click here to Preview & Sign 
Draft Bill), following Bill Preview page will open in the following format: 

 

 
If no more items are to be added or existing items are not to be edited and the 
Bill is ready for submission Bill Paying Authority, it can be digitally-signed by 
supplier from Bill Preview page above by clicking Sign & Submit Bill button 
using his DSC. After digital-signing, Digital Bill automatically becomes 
available to the corresponding Bill Paying Authority instantaneously in IPAS 
for further processing. Also, PDF of the generated Bill can be saved / printed. 
If you want to Edit the Bill shown above, you can go back to Bill Summary 
page by clicking Bill Summary button and can perform edit Draft Bill or Add / 
Delete items in Draft Bill as per Para 6.6 – iv below. 
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iv. Edit Draft Bill: 

Supplier may click  icon appearing against a Draft Bill under Action Header 
on the Bill Summary page to edit Draft Bill or Add / Delete items in Draft Bill 
prepared by him as under: 

 

On clicking   icon under Action Header (Click here to View Dispatch List / 
Edit Draft Bill), following List of Bill Items page will open: 

 

Following three actions can be performed here by Supplier against Draft Bill: 

a. Edit Item:  To edit details of an item already saved in the Draft Bill, 

supplier has to click  icon (Click here to Edit Details) appearing against 

the relevant item on the List of Bill Items page when following window 
shall open showing the details already filled-in by the supplier for the Bill 
of selected item as under: 
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Supplier may edit details filled-in the requisite fields. Calculations will be 
re-done. After this, user can save the Bill by clicking Update button. If user 
wants to Add/Delete attached documents, it can also be done here following 
the same process explained earlier at Para 6.3 – x & Para 6.3 - xi.  

b. Delete Item: To edit details of an item already saved in the Draft Bill, 

supplier has to click   icon (Click here to Edit Details) appearing against 
the relevant item on the List of Bill Items page when the selected item from 
the Draft Bill shall get deleted.  

c. Add More Supplies: To add more items in the already saved in the Draft 
Bill, supplier has to click Add More Supplies button (Add here to Add 
More Bill Items) appearing on the List of Bill Items page. Thereafter, 
supplier has to select PO Item Sr.No. from the Select PO Sr drop-down List 
and take same actions as taken while adding items in the Draft Bill earlier. 

v. Delete Draft Bill: 

Supplier may click  icon appearing against a Draft Bill under Actions 
Header on the Bill Summary page to delete that Draft Bill prepared by him. 
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Please note that Bills once deleted cannot be retrieved back. Supplier has to 
undertake all the steps again to re-create/re-submit such deleted Bills. 

vi. View/Download Digitally-signed & Submitted Bill in PDF Format:  

Digitally-signed Bills are shown with status as Signed & Submitted under the 
Bill Status Header on the Bill Summary page. Supplier may click  icon 
(Click here to view signed & submitted Bill in PDF Format) appearing 
against a signed & submitted Bill under Actions Header on the Bill Summary 
page to view/download/print that digitally-signed & submitted Bill. Signed & 
Submitted Bill bears digital signature of the supplier and looks like as under: 
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vii. To Withdraw Digitally-signed & Submitted Bill:  

Supplier may click  icon (Click here to withdraw signed Bill) appearing 
against a signed & submitted Bill under Actions Header on the Bill Summary 
page to withdraw that signed & submitted Bill till it has not been registered by 
Bill Paying Authority. Withdrawn Bills are shown with status as Withdrawn 
under the Bill Status Header on the Bill Summary page. Also, date of 
withdrawal is shown under Bill Status Date Header on the Bill Summary 
page. Please note that Bills once withdrawn cannot be retrieved back. Supplier 
has to undertake all the steps again to re-create & re-submit withdrawn Bill. 

viii. View Bill Status: 

Supplier may click  icon appearing against a digitally-signed & submitted 

Bill under Payment Status Header on the Bill Summary page to view Payment 
Status against that signed & submitted Bill which has been Paid or Returned 
by Bill Paying Authority. Paid Bills are shown with status as Paid under the 
Bill Status Header on the Bill Summary page while Returned Bills are shown 
with status as Returned under the Bill Status Header on the Bill Summary 
page. Status of digitally-signed & submitted Bill which has not been Paid / 
Returned / Withdrawn, is shown as Pending under Payment Status Header. 

On clicking  icon appearing against a Paid or Returned On-Line Bill under 
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Payment Status Header, following window displaying Bill Status as per IPAS 
gets opened: 

 

Supplier has to undertake all the steps again to re-create & re-submit Returned 
Bills. 

 

7. Supplementary Bills against Finalized Digital (On-Line) Bills 

7.1 Functionality is available on IREPS Portal to enable Suppliers submit 
Supplementary Bill(s) against their on-line Final Bills (for Stock items as well 
as Non-Stock items against Purchase Orders placed on IMMS) for which 
payment has been finalized and no other on-line Supplementary Bill is 
pending. Option for submitting on-line Supplementary Bill will automatically 
appear on Bill Summary page when the on-line Final Bill gets paid & all 
associated on-line Supplementary Bills are paid / withdrawn. At a time, only 
one on-line Supplementary Bill can be submitted. However, there is no 
restriction on total no. of Supplementary Bills that can be raised against a Final 
Bill submitted on-line; but at the rate of one Supplementary Bill at a time.  

7.2 Following types of Supplementary Bills can be submitted:  

(i) PVC Bill (For raising Price Variation Clause (PVC) Supplementary 
Bills) 

(ii) SVC Bill (For raising Statutory Variation Clause (SVC) Supplementary 
Bills) 

(iii) Refund of LD (For raising Supplementary Bills for refund of Liquidated 
Damages-LD) 

(iv) Refund of Recoveries other than LD/SD (For raising Supplementary 
Bills for refund of Recoveries other than Liquidated Damages-LD / 
Security Deposit-SD). This is not intended for claiming refund of 
Security Deposit (SD) deducted from Bills. For SD refund, vendors may 
follow System prescribed in the Railway Unit where SD has been 
deducted. 

(v) Balance Payment (For raising Supplementary Bills for Balance 
Payment, if any, due against the finalized on-line Final Bill) 
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7.3 For further details, Suppliers may refer User Manual for On-Line Submission 
of Supplementary Bills by Vendors available on IREPS Portal under Learning 
Centre link in E-Tender (Good & Services) Section. 

 

8. Disclaimer 

 Users may please note that the IREPS is continuously being upgraded and the Pages/ 
Forms shown or referred to in this User Manual may get changed. All stake-holders 
are advised to keep themselves updated with the latest changes, by referring to the 
latest versions of User Manuals available on the website, and by taking note of the 
messages sent by the IREPS website administrator from time to time. Users should 
also make themselves fully acquainted with all the available Templates/Forms, 
before they submit their Bills. Though every care has been taken to describe the 
features / process of the application accurately, some errors may have crept in 
inadvertently. In case of any doubt / discrepancy, please contact PO Placing 
Authority IREPS Help-Desk immediately. No claim shall be entertained from 
anybody, on account of non-familiarity with the any of the templates and forms 
available on IREPS website, or on account of any variation between the Forms / 
Pages shown in this User Manual vis-à-vis the Forms / Pages available in the IREPS. 

 

----End of the Document---- 

 

 


