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Enter your username and password

Login credentials are same as to 
your Laptop /Desktop login



Click on Login Button 



Click on CREATE VOUCHER under 
‘Contract’



Enter the details from the drop 
down list
• Contractor/Vendor Name
• Payable period
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Select the Expense GL A/C Name
from the drop down list 



Select Escalation Type to generate Escalation Period 
Note: Escalation feature is option in contract form is allowed

to segregate contract cycle

Select the HSN/SAC CODE as well 
as Place of Business and Point of 

Supply from the drop down



Note: Based on Payable period & Escalation details contract cycle will generate 

Click on 
CONTRACT CYCLE CALCULATE



Entry display after schedule creation 



Go to SUPPORTINGS. Click on CHOOSE FILE for attaching 
any supporting file relating to the voucher 



Click  SEND FOR APPROVAL 
button for approval and payment




