
Mandatory steps for e-kuber

DDO Information

Employee Mobile Verification

Third party Mobile no & Account verify

e-kuber Name correction
( All detail beneficiaries fetching from Other 

portal should be as per e-kuber norms) 
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1. DDO information:
If DDO master exits on PayManager then
Go to – Master DDO Information Select PayManager Employee.
Enter DDO name and verify mobile no. 
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If DDO master not exist on PayManager
Go to – Master Other DDO Information Registration.
Fill the details in required fields -- DDO Name, Aadhar No., Contact No., Email id.  
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Select Other than PayManager Employee.
Search Other  Employee: Type at least 1 character.
Select DDO Name, then the details are filled automatically in the required fields. 
After filling the details  Click on Verify Mobile No.
OTP will be send on DDO’s register mobile number  enter OTP code & click on submit Button.
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2. Employee Mobile Verification at DDO level

Employee mobile number verification option is available at DDO LOGIN. 
Master  Employee Mobile verification
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To verify details , click on “Edit” button 
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Click on “Send OTP” button , enter OTP code then click on “Verify” button. 
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****Employee Mobile Verification at Employee login

click on Employee corner  Verify Employee detail 

www.rajteachers.com



Click on “Edit” button  update the information  Get OTP 
 Enter OTP and verify the details 
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3. Process for third party mobile no & account verification

To verify third party account, click on  Other bill  FVC Bill Third Party Account Verification
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To verify the details, click on “Edit” button
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Click on “Send OTP” button , enter OTP code then click on “Verify” button 
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4. Ekuber Name correction
Click on Authorization Ekuber Name Correction 
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Total number of name correction update as per e-kuber norms will be 
displayed. Click on number(link) to update 
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DDO will check Original name and Correct name (as per e-kuber norms) provided by the 

system and click on “Submit” button after selecting the name.
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e-kuber process 
at 

Treasury level 
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e-kuber

ECS 

(Paymanager 

Digital)

DDO Bill 

( Paymanager )
Treasury Pass 

( Rajkosh )

successful

Payment

RBI

Reject 

E Advice 
process
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Treasury / Ekuber Softcopy Generation

To generate Soft copy for e-kuber in digital login, Go To Treasury  Ekuber  

www.rajteachers.com



To generate Soft copy for e-kuber, Enter Value date, select Month, Year, Treasury, 
Payment type 
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Enter value date and select Month, Year , treasury  and Bill type and click on “Show bill” 
Then select the bills through checkbox option and click on “Generate SoftCopy” button.
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Soft Copy number will be generated 
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To sign soft copy click on “Ekuber Signature paymanager/Pripaymanager”
Select the bill and click on “Select Signature”

Digital Sign to Soft copy 
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File will be internally verified 
 If file revert with remark 

*XSD --- Delete soft copy and contact to DDO for name correction of 
employee/ beneficiary  as per RBI norms.
After  correction treasury will regenerate Softcopy 

(Note : It is required to revert bill to DDO )

*IFSC Code --- Delete soft copy and send mail to 
aaopaymanager.ifms@rajasthan.gov.in , aaoekuber.ifms@rajasthan.gov.in , 
ia.ifms@rajasthan.gov.in for update IFSC on Paymanager. After  correction 
treasury will regenerate  Softcopy  
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Treasury report  Bank Related reports  E-kuber file Status

This report will be available at TO login in PayManager
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Click on the file name.
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Status of the selected file will be shown as below :
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Day Wise Rejected transaction, Day Wise successful transaction reports to reconcile the 
records with account statement received from RBI are available at DDO login and treasury 
login.
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Report
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Click on Reports – Treasury Reports  Bank Related Reports Day Wise 
Successful Transaction.
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Report
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Voucher Number generation in e-kuber process with soft copy (e-Scroll) is  

uploaded by RBI.
Interface treasury/Subtreasury Bank scroll ekuber Voucher Generate 
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Treasury 

Receipt adjustment 
bill
( 8670 ------> 8658 )

E Advice generate 
(After correction in detail 
for payment) 

E advice bill
( 8658 --> Beneficiary 
account )

E Advice generate 
(For ME entry) 

E advice bill
( 8658 --> DDO’s Expenditure head)

DDO

In case of Rejected transaction by RBI 
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Receipts Adjustment Bill

Treasury will process a Receipt Adjustment bill at Treasury’s DDO login for all rejected 

transaction

Group Master :  create group master for Receipt Adjustment bill with budget head 8670 
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Receipts Adjustment Bill

Bill no. Allocation  : Allocate bill no. using “Receipt Adjustment” bill type
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Receipts Adjustment Bill

Other Bill  Receipts Adjustment 
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Receipts Adjustment Bill

Select bill details that allocated in bill no. allocation.

Then all rejected transaction will be displayed below. Select bill(s) and click on “Forward 

“ button…
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Report  --- Receipt Adjustment Report 
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• Forward to DDO
• Forward to treasury 
• Print Report  

Then treasury will generate Challan number at Rajkosh  

When treasury generate Challan no. to receipt adjustment bill
then all rejected transaction will be reflected at concern DDO’s
login for making corrections, as per Finance Department
Circular dated 21.03.2018, these transactions will be reflected
for making corrections at DDO level upto 60 days from rejection
date.
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Challan generation at Rajkosh

Allocate Token no. and pass receipt entry bill and generate Challan no.
When treasury generate Challan no to receipt adjustment bill  then All rejected transaction will 
be reflected  at concern DDO. 
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Challan generation at Rajkosh
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e-kuber process 
at 

DDO level 
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E-Advice

If DDO update the wrong bank detail and process E Advise for payment to party
GOTO   Authorization  E-Advice  E-Advice Correction
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All rejected transaction of that DDO will be displayed. 
If DDO wants to update the information and generate  e-Advice , DDO will click on “Edit” 
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Update the bank details by filling the correct details in the required fields along with 
uploading  the supporting documents like copy of passbook/cancel cheque. 
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After updation detail, e-Advice will be forward by clicking :
Authorization e-Advice e-Advice forward    
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Select bill and click on Forward button. e-Advice number will be generated  
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• Forward to treasury through E Advice forward 
option.

• Generate Advice Report and submit to 
treasury.  
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Report – Ekuber Report  E Advice DDO report   
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DDO can check the e-Advice status in Authorization  -- e-Advice DDO – DDO e-Advice Status  
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E-Advice revert 

If DDO wants to revert E advice after forward to treasury

then contact to treasury with E advice number for revert
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In treasury’s DDO login

Authorization --- DDO Advice Revert
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Select Paymanager or Pripaymanager.

Enter Advice number and click on Show
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Enter Reason and click on Revert
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In DDO login

Authorization --- E Advice DDO --- Rejected Advice Delete
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e-kuber process at Treasury level 
(Treasury DDO Login) to make 
consolidated bill for e-Advice received 
from DDO to make payments with 
corrected details.
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First create Group using Budget head 8658–00-102-15-00 
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Allocate bill no. using bill type “E Advice” and object head 00
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Process e-Advice bill using  “Other bill  -- E Advise bill”  option  
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Select paymanager for Paymanager Eadvice or select Pripaymanager for 

Pripaymanager Eadvice. Select year , month , Bill name and Bill no. then Enter 

DDO’s Advice number 
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Select advice and click on “Submit”  button 

www.rajteachers.com



www.rajteachers.com



Forward DDO

Forward to treasury

Generate e-advice report

After forward bill, treasury will pass this Eadvice 

bill in Rajkosh and generate ECS soft copy for 

payment to related party  
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E-kuber Adjustment bill for 

uncredited amount 

or 

Minus expenditure bill process 
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DDO level ME bill process 

If DDO does not want to make payment to 

related party because of any reasons (like bank 

detail incorrect)and wants to book/transfer  

amount in expenditure head from where it was 

charged originally through ME bill before 60 

days limit, then DDO can process ME Advice 

and forward it to treasury.   
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Authorization -- EAdvice DDO – Refund Advise
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Click on Report–-- Ekuber Reports – Refund Advice Report.
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• Forward to DDO

• Forward to treasury 

• Generate Adjustment bill for uncredited
amount Advice Report and submit to treasury  
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Treasury level ME bill Process 

After pass/forward  DDO’s advice by TO/STO at 

Rajkosh, treasury will process a e-Advice bill at 

Treasury’s DDO login.
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Bill no. Allocation : Allocate bill no. using “Minus Expenditure” bill type
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Other bill  E kuber ME Process 
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Report – Ekuber ME report
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Forward DDO

Forward to treasury

Generate e-advice report

After forward bill , treasury will pass this 

Eadvice bill in Rajkosh and generate Challan 

number.
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Forward DDO

Forward to treasury
Generate e-advice report and 
submit to treasury and pass  
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Day wise Reconciliation report will be available at Treasury/sub 
treasury login
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Day Wise Account Statement Report Treasury Wise
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Accounts Report for AG office
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All AG reports will be available with name start “eKuber” for eKuber process
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