
 Page 1 

 
 
 
 
 
 
 
 
 
 

 
DEPARTMENT OF STATE TAXES AND EXCISE 

GOVT.OF HIMACHAL PRADESH 

 

Offline Passes User Manual 
C-TEL INFOSYSTEMS PVT. LTD 

Hyderabad, Telangana 
 

                                                      

                                                              
 



 Page 2 

 
Table Of Contents 

 
 

1. OVERVIEW:.................................................................... 3 
 
 
 

2. HELPFUL RESOURCES:..................................................... 3 
 
 
 

2.1 System Requirements: ........................................……....3 
 
 
 
 

2.2 Help and Contact Information.................................….....3 
 
 
 
 

3. STEO Officer : ................................................................. 4 
 
 
 
 

3.1 Offline Passes: ...............................................…............. 5 
 
 
 

 
 
 



 Page 3 

 
 
 

1. Overview: 
 
• Implementation Of An E-Governance Systems for Excise 
Functions Of “Department of State Taxes and Excise Government 
Of Himachal Pradesh”. 
• The Purpose of This Document Is to Provide a Detailed 
Description to The STEO(Officer) Which Helps to Raise the offline 
indent & passes for the retailer. 
 

2. Helpful Resources: 
 
2.1 System Requirements: 
 
Operating System 
 
• Ubuntu Version No:20.0.4 
 
Connectivity 
 
• For Data Transmission There Should Be Connectivity Installed at 
wholesaler. 
 
Browser: 
• Application Is Compatible with Latest Mozilla and Chrome 
2.2 Help and Contact Information. 
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3.STEO (Officer) Login :- 

 

 Steo Officer required to provide valid credentials as shown in above figure. 
 

 
 

 Steo officer need to click on the Retailer Tab as shown in above figure. 
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 Through the navigation bar Steo officer need to click on the Retailer Tab as shown 
in above figure. 

 
 

 
 Steo officer need to click on the Offline passes tab as shown in the above figure. 
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 Steo officer need to click on the +Indent Button as shown in above figure. 
 
 

 When Steo officer click on the indent tab it display the retailer indent pop up 
window as shown in above figure. 

 
 
 
 



 Page 7 

 
 

 
 Steo officer need to select the retailer from the retailer drop down list as shown 

in above figure. 
 
 

 
 Steo officer need to select the wholesale from the wholesale drop down list as 

shown in above figure. 
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 Steo officer need to click on the Submit button after selecting the retailer & 
wholesale from the drop down list as shown in above figure. 

 
 
 

 Steo officer need to enter all the details as shown in the above figure. 
 Steo officer need to enter the product name or product code as shown in above 

figure. 
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 Steo officer need to select the product and enter the quantity in cases & in 

bottles as shown in above figure. 
 
 

 
 
 Steo officer need to click on the add button to add the select product as shown in 

above figure. 
 Steo officer need to click on the reset button to remove the added product as 

shown in above figure. 
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 After add the product Steo officer need to click on Preview Button as shown in 
above figure. 

 

 
 When officer click on the preview button it should display the pop up window to 

save the button as shown in above figure. 
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 When Steo officer click on the Save button it display the pop up window stating 

indent raised successfully as shown in above figure. 
 
 

 Raised request will display in the offline passes tab in list view as shown in the 
above figure. 
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 Steo officer need to click on the Approve button as shown in the above figure. 
 
 

 When Steo officer click on the approve button it  is display the approve pass 
details  as shown in the above figure. 
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 Steo officer need to enter all the details as shown In the above figure. 
 

 
 
 Steo officer need to click on the Approve Pass button as shown in the Above 

figure. 
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 When Steo officer click on the approve pass button officer will get the pop up 
window stating pass approved successfully. 

 
 

 Steo officer need to click on the Reject button to reject the indent as shown in 
above figure. 
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 When steo officer click on the reject button it should display the reject permit 

pop up window as shown in the above figure. 
 Steo officer need to enter the Remarks as shown in the above figure. 
 Steo officer need to click on the Save button. 
 

 
 Steo officer will get the indent canceled successfully  pop up message as shown in 

the above figure. 
 


