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This document contains confidential information, which is provided for the sole purpose of permitting 
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1: Senior clerk level login of HO  

Senior Clerk Level Login of HO is use for fill application of GPF Advance Refundable, Non-refundable 

Withdrawal and Final withdrawal. 

1.1: Final withdrawal for Class I, II, III, IV   

Path: GPF > GPF Advance/Withdrawal 

Step 1: Click on search box enter sevaarth id or employee name, Click on Final withdrawal button, 

Enter Nominee Name, Enter death of date applicant, Enter amount of the final withdrawal applied for, 

Select Purpose for the which final withdrawal is applied for from dropdown list, Enter Date of Drawing 

the last Advance, Enter Senior Clerk Remark, Select and Upload Required Documents, Click on forward 

to next authority button, Click on OK button. 
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2: Clerk level login of HO  

Clerk Level Login of HO is use for enter sanction amount at Scrutiny Dashboard 

2.1: Scrutiny Dashboard  

Path: GPF > Scrutiny Dashboard 

Step 1: Click on GPF Application Number, Enter Sanction amount, Enter Remarks, click on Save 

Forward to Next Authority Button 
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3: Assistant Accountant Level Login of HO  

Assistant Accountant Level Login of HO is use for enter sanction amount on Scrutiny Dashboard. 

3.1: Scrutiny Dashboard  

Path: GPF > Scrutiny Dashboard 

Step 1: Click on GPF Application Number, Enter Sanction amount, Enter Remarks, click on Save 

Forward to Next Authority Button 
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4: Accountant Level Login of HO 

Accountant Level Login of HO is use for enter sanction amount on Scrutiny Dashboard.  

4.1: Scrutiny Dashboard  

Path: GPF > Scrutiny Dashboard 

Step 1: Click on GPF Application Number, Enter Sanction amount, Enter Remarks, click on Save 

Forward to Next Authority Button 
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5: Senior Accountant Level Login of HO 

Senior Accountant Level Login of HO is use for enter sanction amount and Approve on Scrutiny 

Dashboard. 

5.1: Scrutiny Dashboard  

Path: GPF > Scrutiny Dashboard 

Step 1: Click on GPF Application Number, Enter Sanction amount, Enter Remarks, click on Approve 

Button 
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6: Assistant Level Login of HO 

Paybill DDO 1 Level Login is use for consolidate GPF application on Consolidation of GPF Bill.  

6.1: Consolidation of GPF Bill 

Path: GPF > Consolidation of GPF Bill 

Step 1: Select Application type from dropdown menu, click on checkbox to select employee, click on 

Generate consolidate Bill Button, Click on OK button. 
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7: Level 2 of HO 

Paybill DDO 2 Level Login is use for voucher entry on View Consolidate Bill of GPF Bill. 

7.1: View Consolidate Bill  

Path: GPF > View Consolidate Bill 

Step 1: Click on Consolidate Bill id, click on Approve Button, click on Voucher entry button, Enter 

Voucher Number, Enter Voucher Date, Click on Update button 
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8: Senior clerk level login of HO  

Senior Clerk Level Login of HO is use for fill application of GPF Advance Refundable, Non-refundable 

Withdrawal and Final withdrawal. 

8.1: Class I, II, III Refundable and 75% nonrefundable withdrawal 

Path: GPF > GPF Advance / Withdrawal 

Step 1: Click on Search box Enter Sevaarth id or Employee Name and Select Employee, Click on 

Withdrawal non-refundable withdrawal button, Enter Amount of the Advance applied for, Select No 

of instalment in which the advance is proposed to repaid from dropdown list, Select Purpose for the 

which advance is applied for from dropdown list, Select Weather it has been completely repaid with 

interest select Yes or No. from dropdown list, Enter date, Enter Senior clerk Remark, Upload Required 

Documents, Click on Forward to Next Authority button 
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8.2: Scrutiny Dashboard GPF Nonrefundable  

Path: GPF > Scrutiny Dashboard GPF Non-refundable 

Step 1: Click on GPF Application Number, Enter Sanction amount, Enter Remarks, click on Save 

Forward to Next Authority Button 
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9: Desk Officer Level Login of HO 

Desk officer Level Login of HO is use for enter sanction amount on Scrutiny Dashboard. 

9.1: Scrutiny Dashboard GPF Non-refundable  

Path: GPF > Scrutiny Dashboard GPF non-refundable  

Step 1: Click on GPF Application Number, Enter Sanction amount, Enter Remarks, click on Approve 

Button. 
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10: Assistant Level Login of HO 

Assistant Level Login or Paybill DDO 1 of HO is use for Consolidation of GPF Bill.  

10.1: Consolidation of GPF Bill 

Path: GPF > Consolidation of GPF Bill 

Step 1: Select Application type from dropdown menu, click on checkbox to select employee, click on 

Generate consolidate Bill Button, Click on OK button. 
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11. Paybill DDO 2 Login of HO 

Paybill DDO 2 Login is use for Voucher entry on View Consolidate of GPF Bill.  

11.1: View GPF Consolidate Bill 

Path: GPF > View GPF Consolidate Bill 

Step 1: Click on Consolidate Bill id, click on Approve Button, click on Voucher entry button, Enter 

Voucher Number, Enter Voucher Date, Click on OK button 

 

 



28 

©MahaIT Version 3.0  

Maharashtra Information Technology Corporation Limited (MahaIT) 

 

12: Senior clerk level login of HO  

Senior Clerk Level Login of HO is use for fill application of GPF Advance Refundable, Non-refundable 

Withdrawal and Final withdrawal. 

12.1: Class I, II, III 90% nonrefundable withdrawal 

Path: GPF > GPF Advance / Withdrawal 

Step 1: Click on Search box Enter Sevaarth id or Employee Name and Select Employee, Click on 

Withdrawal non-refundable withdrawal button, Enter Amount of the Advance applied for, Select No 

of instalment in which the advance is proposed to repaid from dropdown list, Select Purpose for the 

which advance is applied for from dropdown list, Select Weather it has been completely repaid with 

interest select Yes or No. from dropdown list, Enter date, Enter Senior clerk Remark, Upload Required 

Documents, Click on Forward to Next Authority button. 
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13: Clerk level login of HO  

Clerk Level Login of HO is use for enter sanction amount at Scrutiny Dashboard. 

13.1: Scrutiny Dashboard  

Path: GPF > Scrutiny Dashboard 

Step 1: Click on GPF Application Number, Enter Sanction amount, Enter Remarks, click on Save 

Forward to Next Authority Button 
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14: Assistant Accountant Level Login of HO  

Assistant Accountant Level Login of HO is use for enter sanction amount on Scrutiny Dashboard. 

14.1: Scrutiny Dashboard  

Path: GPF > Scrutiny Dashboard 

Step 1: Click on GPF Application Number, Enter Sanction amount, Enter Remarks, click on Save 

Forward to Next Authority Button 
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15: Accountant Level Login of HO  

Accountant Level Login of HO is use for enter sanction amount on Scrutiny Dashboard. 

15.1: Scrutiny Dashboard  

Path: GPF > Scrutiny Dashboard 

Step 1: Click on GPF Application Number, Enter Sanction amount, Enter Remarks, click on Save 

Forward to Next Authority Button 
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16: Senior Accountant Level Login of HO  

Senior Accountant Level Login of HO is use for enter sanction amount on Scrutiny Dashboard. 

16.1: Scrutiny Dashboard  

Path: GPF > Scrutiny Dashboard 

Step 1: Click on GPF Application Number, Enter Sanction amount, Enter Remarks, click on Approve 

button 
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17: Assistant Level Login of HO 

Assistant Level Login or Paybill DDO 1 of HO is use for Consolidation of GPF Bill.  

17.1: Consolidation of GPF Bill 

Path: GPF > Consolidation of GPF Bill 

Step 1: Select Application type from dropdown menu, click on checkbox to select employee, click on 

Generate consolidate Bill Button, Click on OK button. 
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18: Level 2 of HO 

Paybill DDO 2 Level Login is use for voucher entry on View Consolidate Bill of GPF Bill. 

18.1: View Consolidate Bill  

Path: GPF > View Consolidate Bill 

Step 1: Click on Consolidate Bill id, click on Approve Button, click on Voucher entry button, Enter 

Voucher Number, Enter Voucher Date, Click on Update button 
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19: Senior clerk level login of Division  

Senior Clerk Level Login of Division is use for fill application of GPF Advance Refundable, Non-

refundable Withdrawal and Final withdrawal. 

19.1: Refundable withdrawal 

Path: GPF > GPF Advance / Withdrawal 

Step 1: Click on Search box Enter Sevaarth id or Employee Name and Select Employee, Click on 

Withdrawal non-refundable withdrawal button, Enter Amount of the Advance applied for, Select No 

of instalment in which the advance is proposed to repaid from dropdown list, Select Purpose for the 

which advance is applied for from dropdown list, Select Weather it has been completely repaid with 

interest select Yes or No. from dropdown list, Enter date, Enter Senior clerk Remark, Upload Required 

Documents, Click on Forward to Next Authority button 
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20: First Clerk Level Login of Division 

First clerk Level Login of Division is use for enter sanction amount on Scrutiny Dashboard. 

20.1: Scrutiny Dashboard  

Path: GPF > Scrutiny Dashboard  

Step 1: Click on GPF Application Number, Enter Sanction amount, Enter Remarks, click on Approve 

Button. 
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21: Assistant Level Login of Division 

Assistant Level Login or Paybill DDO 1 of Division is use for Consolidation of GPF Bill.  

21.1: Consolidation of GPF Bill 

Path: GPF > Consolidation of GPF Bill 

Step 1: Select Application type from dropdown menu, click on checkbox to select employee, click on 

Generate consolidate Bill Button, Click on OK button. 
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22: Level 2 of Division EE 

Paybill DDO 2 Level Login is use for voucher entry on View Consolidate Bill of GPF Bill. 

22.1: View Consolidate Bill  

Path: GPF > View Consolidate Bill 

Step 1: Click on Consolidate Bill id, click on Approve Button, click on Voucher entry button, Enter 

Voucher Number, Enter Voucher Date, Click on Update button 
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23: Senior clerk level login of Division  

Senior Clerk Level Login of Division is use for fill application of GPF Advance Refundable, Non-

refundable Withdrawal and Final withdrawal. 

23.1: Final withdrawal for Class IV   

Path: GPF > GPF Advance/Withdrawal 

Step 1: Click on search box enter sevaarth id or employee name, Click on Final withdrawal button, 

Enter Nominee Name, Enter death of date applicant, Enter amount of the final withdrawal applied for, 

Select Purpose for the which final withdrawal is applied for from dropdown list, Enter Date of Drawing 

the last Advance, Enter Senior Clerk Remark, Select and Upload Required Documents, Click on forward 

to next authority button, Click on OK button. 
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24: First Clerk Level Login of Division 

First clerk Level Login of Division is use for enter sanction amount on Scrutiny Dashboard. 

24.1: Scrutiny Dashboard  

Path: GPF > Scrutiny Dashboard  

Step 1: Click on GPF Application Number, Enter Sanction amount, Enter Remarks, click on Approve 

Button. 
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25: Assistant Level Login of Division 

Assistant Level Login or Paybill DDO 1 of Division is use for Consolidation of GPF Bill.  

25.1: Consolidation of GPF Bill 

Path: GPF > Consolidation of GPF Bill 

Step 1: Select Application type from dropdown menu, click on checkbox to select employee, click on 

Generate consolidate Bill Button, Click on OK button. 
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26: Level 2 of Division EE 

Paybill DDO 2 Level Login is use for voucher entry on View Consolidate Bill of GPF Bill. 

26.1: View Consolidate Bill  

Path: GPF > View Consolidate Bill 

Step 1: Click on Consolidate Bill id, click on Approve Button, click on Voucher entry button, Enter 

Voucher Number, Enter Voucher Date, Click on Update button 
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27: Senior clerk level login of Division  

Senior Clerk Level Login of Division is use for fill application of GPF Advance Refundable, Non-

refundable Withdrawal and Final withdrawal. 

27.1: 75% nonrefundable withdrawal Class I, II, III 

Path: GPF > GPF Advance / Withdrawal 

Step 1: Click on Search box Enter Sevaarth id or Employee Name and Select Employee, Click on 

Withdrawal non-refundable withdrawal button, Enter Amount of the Advance applied for, Select No 

of instalment in which the advance is proposed to repaid from dropdown list, Select Purpose for the 

which advance is applied for from dropdown list, Select Weather it has been completely repaid with 

interest select Yes or No. from dropdown list, Enter date, Enter Senior clerk Remark, Upload Required 

Documents, Click on Forward to Next Authority button. 
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28: Senior clerk level login of Division SE 

Senior Clerk Level Login of Division SE is use for fill application of GPF Advance Refundable, Non-

refundable Withdrawal and Final withdrawal. 

28.1: Scrutiny Dashboard GPF Nonrefundable  

Path: GPF > Scrutiny Dashboard GPF Nonrefundable 

Step 1: Click on GPF application number, Enter sanction amount, Enter remarks, Click on Approve 

button. 
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29: Office Superintendent level login of Division SE 

Office superintendent Level Login of Division SE is use for fill application of GPF Advance Refundable, 

Non-refundable Withdrawal and Final withdrawal. 

29.1: Scrutiny Dashboard GPF Nonrefundable  

Path: GPF > Scrutiny Dashboard GPF Nonrefundable 

Step 1: Click on GPF application number, Enter sanction amount, Enter remarks, Click on Approve 

button. 
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30: Assistant Level Login of Division 

Assistant Level Login or Paybill DDO 1 of Division is use for Consolidation of GPF Bill.  

30.1: Consolidation of GPF Bill 

Path: GPF > Consolidation of GPF Bill 

Step 1: Select Application type from dropdown menu, click on checkbox to select employee, click on 

Generate consolidate Bill Button, Click on OK button. 
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31: Level 2 of Division EE 

Paybill DDO 2 Level Login is use for voucher entry on View Consolidate Bill of GPF Bill. 

31.1: View Consolidate Bill  

Path: GPF > View Consolidate Bill 

Step 1: Click on Consolidate Bill id, click on Approve Button, click on Voucher entry button, Enter 

Voucher Number, Enter Voucher Date, Click on Update button 
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32: Senior clerk level login of Division  

Senior Clerk Level Login of Division is use for fill application of GPF Advance Refundable, Non-

refundable Withdrawal and Final withdrawal. 

32.1: 90% nonrefundable withdrawal Class I, II, III 

Path: GPF > GPF Advance / Withdrawal 

Step 1: Click on Search box Enter Sevaarth id or Employee Name and Select Employee, Click on 

Withdrawal non-refundable withdrawal button, Enter Amount of the Advance applied for, Select No 

of instalment in which the advance is proposed to repaid from dropdown list, Select Purpose for the 

which advance is applied for from dropdown list, Select Weather it has been completely repaid with 

interest select Yes or No. from dropdown list, Enter date, Enter Senior clerk Remark, Upload Required 

Documents, Click on Forward to Next Authority button. 
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33: Clerk level login of HO  

Clerk Level Login of HO is use for enter sanction amount at Scrutiny Dashboard 

33.1: Scrutiny Dashboard  

Path: GPF > Scrutiny Dashboard 

Step 1: Click on GPF Application Number, Enter Sanction amount, Enter Remarks, click on Save 

Forward to Next Authority Button 
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34: Assistant Accountant Level Login of HO  

Assistant Accountant Level Login of HO is use for enter sanction amount on Scrutiny Dashboard. 

34.1: Scrutiny Dashboard  

Path: GPF > Scrutiny Dashboard 

Step 1: Click on GPF Application Number, Enter Sanction amount, Enter Remarks, click on Save 

Forward to Next Authority Button 

 

 

 



65 

©MahaIT Version 3.0  

Maharashtra Information Technology Corporation Limited (MahaIT) 

 

 

 

 

 

 



66 

©MahaIT Version 3.0  

Maharashtra Information Technology Corporation Limited (MahaIT) 

 

35: Accountant Level Login of HO  

Accountant Level Login of HO is use for enter sanction amount on Scrutiny Dashboard. 

35.1: Scrutiny Dashboard  

Path: GPF > Scrutiny Dashboard 

Step 1: Click on GPF Application Number, Enter Sanction amount, Enter Remarks, click on Save 

Forward to Next Authority Button 
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36: Senior Accountant Level Login of HO  

Senior Accountant Level Login of HO is use for enter sanction amount on Scrutiny Dashboard. 

36.1: Scrutiny Dashboard  

Path: GPF > Scrutiny Dashboard 

Step 1: Click on GPF Application Number, Enter Sanction amount, Enter Remarks, click on Approve 

button. 
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37: Assistant Level Login of Division 

Assistant Level Login or Paybill DDO 1 of Division is use for Consolidation of GPF Bill.  

37.1: Consolidation of GPF Bill 

Path: GPF > Consolidation of GPF Bill 

Step 1: Select Application type from dropdown menu, click on checkbox to select employee, click on 

Generate consolidate Bill Button, Click on OK button. 
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38: Level 2 of Division EE 

Paybill DDO 2 Level Login is use for voucher entry on View Consolidate Bill of GPF Bill. 

38.1: View Consolidate Bill  

Path: GPF > View Consolidate Bill 

Step 1: Click on Consolidate Bill id, click on Approve Button, click on Voucher entry button, Enter 

Voucher Number, Enter Voucher Date, Click on Update button 
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39: Senior clerk level login of Division CE and SE 

Senior Clerk Level Login of Division CE and SE is use for fill application of GPF Advance Refundable, 

Non-refundable Withdrawal and Final withdrawal. 

39.1: Refundable withdrawal  

Path: GPF > GPF Advance / Withdrawal 

Step 1: Click on Search box Enter Sevaarth id or Employee Name and Select Employee, Click on 

Advance button, Enter Amount of the Advance applied for, Select No of instalment in which the 

advance is proposed to repaid from dropdown list, Select Purpose for the which advance is applied for 

from dropdown list, Select Weather it has been completely repaid with interest select Yes or No. from 

dropdown list, Enter date, Enter Senior clerk Remark, Upload Required Documents, Click on Forward 

to Next Authority button. 
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40: Office Superintendent Level Login of Division CE and SE  

Office superintendent Level Login of Division CE and SE is use for enter sanction amount on Scrutiny 

Dashboard. 

40.1: Scrutiny Dashboard  

Path: GPF > Scrutiny Dashboard 

Step 1: Click on GPF Application Number, Enter Sanction amount, Enter Remarks, click on Approve 

button. 
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41: Assistant Level Login of Division CE and SE 

Assistant Level Login or Paybill DDO 1 of Division CE and SE is use for Consolidation of GPF Bill.  

41.1: Consolidation of GPF Bill 

Path: GPF > Consolidation of GPF Bill 

Step 1: Select Application type from dropdown menu, click on checkbox to select employee, click on 

Generate consolidate Bill Button, Click on OK button. 
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42: Level 2 of Division CE and SE 

Paybill DDO 2 Level Login is use for voucher entry on View Consolidate Bill of GPF Bill. 

42.1: View Consolidate Bill  

Path: GPF > View Consolidate Bill 

Step 1: Click on Consolidate Bill id, click on Approve Button, click on Voucher entry button, Enter 

Voucher Number, Enter Voucher Date, Click on Update button 
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43: Senior clerk level login of Division CE and SE 

Senior Clerk Level Login of Division CE and SE is use for fill application of GPF Advance Refundable, 

Non-refundable Withdrawal and Final withdrawal. 

43.1: 75% nonrefundable withdrawal for Class I, II, III and IV 

Path: GPF > GPF Advance / Withdrawal 

Step 1: Click on Search box Enter Sevaarth id or Employee Name and Select Employee, Click on 

withdrawal non-refundable  button, Enter Amount of the Advance applied for, Select No of instalment 

in which the advance is proposed to repaid from dropdown list, Select Purpose for the which advance 

is applied for from dropdown list, Select Weather it has been completely repaid with interest select 

Yes or No. from dropdown list, Enter date, Enter Senior clerk Remark, Upload Required Documents, 

Click on Forward to Next Authority button. 
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43.2: Scrutiny Dashboard GPF nonrefundable  

Path: GPF > Scrutiny Dashboard GPF nonrefundable 

Step 1: Click on GPF application number, Enter sanction amount, Enter remarks, Click on Approve 

button. 
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44: Office Superintendent Level Login of Division CE and SE  

Office superintendent Level Login of Division CE and SE is use for enter sanction amount on Scrutiny 

Dashboard. 

44.1: Scrutiny Dashboard  

Path: GPF > Scrutiny Dashboard 

Step 1: Click on GPF Application Number, Enter Sanction amount, Enter Remarks, click on Approve 

button. 
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45: Assistant Level Login of Division CE and SE 

Assistant Level Login or Paybill DDO 1 of Division CE and SE is use for Consolidation of GPF Bill.  

45.1: Consolidation of GPF Bill 

Path: GPF > Consolidation of GPF Bill 

Step 1: Select Application type from dropdown menu, click on checkbox to select employee, click on 

Generate consolidate Bill Button, Click on OK button. 
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46: Level 2 of Division CE and SE 

Paybill DDO 2 Level Login is use for voucher entry on View Consolidate Bill of GPF Bill. 

46.1: View Consolidate Bill  

Path: GPF > View Consolidate Bill 

Step 1: Click on Consolidate Bill id, click on Approve Button, click on Voucher entry button, Enter 

Voucher Number, Enter Voucher Date, Click on Update button 
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47: Senior clerk level login of Division CE and SE  

Senior Clerk Level Login of Division CE and SE is use for fill application of GPF Advance Refundable, 

Non-refundable Withdrawal and Final withdrawal. 

47.1: Final withdrawal for Class I, II, III, IV   

Path: GPF > GPF Advance/Withdrawal 

Step 1: Click on search box enter sevaarth id or employee name, Click on Final withdrawal button, 

Enter Nominee Name, Enter death of date applicant, Enter amount of the final withdrawal applied for, 

Select Purpose for the which final withdrawal is applied for from dropdown list, Enter Date of Drawing 

the last Advance, Enter Senior Clerk Remark, Select and Upload Required Documents, Click on forward 

to next authority button, Click on OK button. 
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48: Office Superintendent Level Login of Division CE and SE  

Office superintendent Level Login of Division CE and SE is use for enter sanction amount on Scrutiny 

Dashboard. 

48.1: Scrutiny Dashboard  

Path: GPF > Scrutiny Dashboard 

Step 1: Click on GPF Application Number, Enter Sanction amount, Enter Remarks, click on Approve 

button. 
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49: Assistant Level Login of Division CE and SE 

Assistant Level Login or Paybill DDO 1 of Division CE and SE is use for Consolidation of GPF Bill.  

49.1: Consolidation of GPF Bill 

Path: GPF > Consolidation of GPF Bill 

Step 1: Select Application type from dropdown menu, click on checkbox to select employee, click on 

Generate consolidate Bill Button, Click on OK button. 
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50: Level 2 of Division CE and SE 

Paybill DDO 2 Level Login is use for voucher entry on View Consolidate Bill of GPF Bill. 

50.1: View Consolidate Bill  

Path: GPF > View Consolidate Bill 

Step 1: Click on Consolidate Bill id, click on Approve Button, click on Voucher entry button, Enter 

Voucher Number, Enter Voucher Date, Click on Update button 
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51: Senior clerk level login of Division CE and SE 

Senior Clerk Level Login of Division CE and SE is use for fill application of GPF Advance Refundable, 

Non-refundable Withdrawal and Final withdrawal. 

51.1: 90% nonrefundable withdrawal for Class I, II and III  

Path: GPF > GPF Advance / Withdrawal 

Step 1: Click on Search box Enter Sevaarth id or Employee Name and Select Employee, Click on 

withdrawal non-refundable  button, Enter Amount of the Advance applied for, Select No of instalment 

in which the advance is proposed to repaid from dropdown list, Select Purpose for the which advance 

is applied for from dropdown list, Select Weather it has been completely repaid with interest select 

Yes or No. from dropdown list, Enter date, Enter Senior clerk Remark, Upload Required Documents, 

Click on Forward to Next Authority button. 
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52: Clerk level login of HO  

Clerk Level Login of HO is use for enter sanction amount at Scrutiny Dashboard 

52.1: Scrutiny Dashboard  

Path: GPF > Scrutiny Dashboard 

Step 1: Click on GPF Application Number, Enter Sanction amount, Enter Remarks, click on Save 

Forward to Next Authority Button 
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53: Assistant Accountant Level Login of HO  

Assistant Accountant Level Login of HO is use for enter sanction amount on Scrutiny Dashboard. 

53.1: Scrutiny Dashboard  

Path: GPF > Scrutiny Dashboard 

Step 1: Click on GPF Application Number, Enter Sanction amount, Enter Remarks, click on Save 

Forward to Next Authority Button 
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54: Accountant Level Login of HO  

Assistant Accountant Level Login of HO is use for enter sanction amount on Scrutiny Dashboard. 

54.1: Scrutiny Dashboard  

Path: GPF > Scrutiny Dashboard 

Step 1: Click on GPF Application Number, Enter Sanction amount, Enter Remarks, click on Save 

Forward to Next Authority Button 
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55: Senior Accountant Level Login of HO  

Assistant Accountant Level Login of HO is use for enter sanction amount on Scrutiny Dashboard. 

55.1: Scrutiny Dashboard  

Path: GPF > Scrutiny Dashboard 

Step 1: Click on GPF Application Number, Enter Sanction amount, Enter Remarks, click on Save 

Forward to Next Authority Button 
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56: Assistant Level Login of Division CE and SE 

Assistant Level Login or Paybill DDO 1 of Division CE and SE is use for Consolidation of GPF Bill.  

56.1: Consolidation of GPF Bill 

Path: GPF > Consolidation of GPF Bill 

Step 1: Select Application type from dropdown menu, click on checkbox to select employee, click on 

Generate consolidate Bill Button, Click on OK button. 
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57: Level 2 of Division CE and SE 

Paybill DDO 2 Level Login is use for voucher entry on View Consolidate Bill of GPF Bill. 

57.1: View Consolidate Bill  

Path: GPF > View Consolidate Bill 

Step 1: Click on Consolidate Bill id, click on Approve Button, click on Voucher entry button, Enter 

Voucher Number, Enter Voucher Date, Click on Update button 
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58: Senior clerk level login of Division CE and SE 

Senior Clerk Level Login of Division CE and SE is use for fill application of GPF Advance Refundable, 

Non-refundable Withdrawal and Final withdrawal. 

58.1: Final withdrawal for Class I, II and III  

Path: GPF > GPF Advance / Withdrawal 

Step 1: Click on Search box Enter Sevaarth id or Employee Name and Select Employee, Click on Final 

withdrawal button, Enter nominee name, Enter date of death applicant, Enter Amount of the Advance 

applied for, Select Purpose for the which advance is applied for from dropdown list, Enter date, Enter 

Senior clerk Remark, Upload Required Documents, Click on Forward to Next Authority button. 
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59: Clerk Level Login of HO  

Clerk Level Login of HO is use for enter sanction amount on Scrutiny Dashboard. 

59.1: Scrutiny Dashboard  

Path: GPF > Scrutiny Dashboard 

Step 1: Click on GPF Application Number, Enter Sanction amount, Enter Remarks, click on Save 

Forward to Next Authority Button 
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60: Assistant Accountant Level Login of HO  

Assistant Accountant Level Login of HO is use for enter sanction amount on Scrutiny Dashboard. 

60.1: Scrutiny Dashboard  

Path: GPF > Scrutiny Dashboard 

Step 1: Click on GPF Application Number, Enter Sanction amount, Enter Remarks, click on Save 

Forward to Next Authority Button 
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61: Accountant Level Login of HO  

Accountant Level Login of HO is use for enter sanction amount on Scrutiny Dashboard. 

61.1: Scrutiny Dashboard  

Path: GPF > Scrutiny Dashboard 

Step 1: Click on GPF Application Number, Enter Sanction amount, Enter Remarks, click on Save 

Forward to Next Authority Button 
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62: Senior Accountant Level Login of HO  

Senior Accountant Level Login of HO is use for enter sanction amount on Scrutiny Dashboard. 

62.1: Scrutiny Dashboard  

Path: GPF > Scrutiny Dashboard 

Step 1: Click on GPF Application Number, Enter Sanction amount, Enter Remarks, click on Approve 

button. 
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63: Assistant Level Login of Division CE and SE 

Assistant Level Login or Paybill DDO 1 of Division CE and SE is use for Consolidation of GPF Bill.  

63.1: Consolidation of GPF Bill 

Path: GPF > Consolidation of GPF Bill 

Step 1: Select Application type from dropdown menu, click on checkbox to select employee, click on 

Generate consolidate Bill Button, Click on OK button. 
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64: Level 2 of Division CE and SE 

Paybill DDO 2 Level Login is use for voucher entry on View Consolidate Bill of GPF Bill. 

64.1: View Consolidate Bill  

Path: GPF > View Consolidate Bill 

Step 1: Click on Consolidate Bill id, click on Approve Button, click on Voucher entry button, Enter 

Voucher Number, Enter Voucher Date, Click on Update button 
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65: Senior Clerk level login of HO, Division CE SE and Division EE  

Senior clerk Level Login is use to configure non-sevaarth employee in application on Employee 

configuration and enter opening balance for non-sevaarth employee. 

65.1: Employee configuration for non-sevaarth employee 

Path: GPF > Employee configuration 

 

Step 1: Click on Employee details tab, Enter UID number, Select salutation from dropdown list, Enter 

first name middle name and last name, Select gender from dropdown list, Select religion from 

dropdown list, select married status radio button,  Enter date of birth, Enter service joining date, 

enter current address, Enter pin code 
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Step 2: Click on Department details tab, select cadre from dropdown list, Select Pay commission 

from dropdown list, Select designation from dropdown list, Select pay scale/Pay level from 

dropdown list, enter basic 

 

Step 3: Click on Bank/GPF details tab, Select bank name from dropdown list, Select branch from 

dropdown list, Enter bank account number, and Select account maintained by from dropdown list, 

Select PF series from dropdown list, Enter PF account number, Click on save button. 
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 65.2: GPF Opening Balance for Nonsevaarth employee  

Path: GPF > GPF Opening Balance for Nonsevaarth employee  

Step 1: Click on checkbox to select employee, Enter date of regular pay scale, enter opening balance, 

Click on Save button. 
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66: Senior Accountant Level Login of HO  

Senior Accountant Level Login is use for to view reports on Reports tab.  

66.1: Reports 

Path: Reports > GPF Final Withdrawal Report 

Step 1: Click on GPF Final Withdrawal Report tab, Click on Sevaarth id 
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66.2: Reports 

Path: Reports > GPF Non Refundable Withdrawal Report 

Step 1: Click on GPF Non Refundable Withdrawal Report, Click on Sevaarth id 
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67: Senior Clerk, First Clerk, Desk Officer and Office Superintendent Level Login 

of HO, Division CE SE and EE 

67.1: Reports 

Path: Reports > GPF Non-refundable Withdrawal Report 

Step 1: Click on GPF Non-refundable Withdrawal Report tab, Click on Sevaarth id 
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67.2: Reports 

Path: Reports > GPF Final Withdrawal Report 

Step 1: Click on GPF Final Withdrawal Report tab, Click on Sevaarth id 
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67.3: Reports 

Path: Reports > GPF Refundable withdrawal Report 

Step 1: Click on GPF Refundable withdrawal Report tab, Click on Sevaarth id 

 

 

 

 


