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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 User Which Helps to Perform 

Record Keeping Management present in Other Department Process.  

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 

__RefHeading___Toc55762824 
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Rack Creation at Excise Clerk 

Login Page  

➢ User needs to access the web application using the provided URL. 

 
 

➢ Once login page appears, Clerk should provide valid credentials and should click on login. 

➢ Once user is logged into the application as Clerk, a dashboard with modules will be shown. 

➢ User needs to click on Record Management Tab to Create a Rack. 

 

(+) Rack Creation 

➢ a page will be viewed where user should mouse hover on Record Management Tab & click on 

Rack Creation. 
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➢ Once User clicks on Rack Creation he should view the below fields. 

➢ User Should select District, Branch, Block, Floor, Department & Section from the different 

options available in the drop-down. 

➢ User needs to enter Number of Partitions in Rack(Slots) & Capacity of Slot. 

 

 
 
 

➢ User need to click on OK for the creation of Rack successfully. 
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➢ User will get File Location page & should get a Rack details with the Slots numbers. 

➢ Clerk should click on ‘Logout’ button to logout successfully from application. 
 

 

Record Keeping at District Office 

Deputy Commissioner: 

 
➢ User needs to access the web application using the provided URL. 

➢ Once login page appears, Deputy Commissioner should provide valid credentials and should 

click on login. 
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➢  Once user is logged into the application as DC, a dashboard with modules will be shown. 

➢ User needs to click on Record Management Tab to view. 
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➢  User clicks on (+) ADD REQUEST to raise request for record keeping to Excise clerk. 

➢  Once User clicks on (+) Add Request he should view the below fields. 

 
➢ User Should select Clerk & Type of Module from the different options available in the drop-

down. 

➢ User needs to enter License Number & Remarks. 

➢ User should click on Send Request, to Send a request to Excise Clerk for Record Keeping.  
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➢ User can click on OK To forward a request successfully to Excise Clerk for Record Keeping. 
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➢ User can view the forwarded request with a status. 

 
➢ User can Log out from Application by clicking on Sign out on top right. 

Record Keeping at Excise Clerk 

Login Page  

Excise Clerk: 
➢ User needs to access the web application using the provided URL. 
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➢ Once user is logged into the application as Excise Clerk, a dashboard with modules will be 

shown. 

➢ User needs to click on Record Management Tab to Accept request of DC. 

➢ Once user clicks on Record Management, a page will be viewed where user can view all raised 

request for record keeping. 

➢ User should click on ‘Request Raised by DC’ to accept the request. 
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➢ User can view the documents of licensee & Remarks given by   for record keeping 

➢ User need to provide remarks & click on save. 

 
 

➢ User should click on OK to confirm the acceptance of request. 
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➢ User can view the status as ‘File Record Created’. 

 

➢ User should mouse over on File Association to assign a rack & slot to a file. 

➢ Once User clicks on File Association he should view the below fields. 

User Should select File Name, Rack Number & Slot Number from the different options available in the 

drop-down. 

➢ User needs to click on save to complete file keeping into Rack. 
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➢ Once user completed File Association, Page should redirect to File Location page where File 

Location will be shown to User. 

 
 

 

 
➢ User should click on ‘Logout’ to successfully logout from application. 
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Record Retrieval at District Office 

Deputy Commissioner: 
➢ User needs to access the web application using the provided URL. 

➢ Once login page appears, Deputy Commissioner should provide valid credentials and should 

click on login. 

 
 
 

➢  Once user is logged into the application as DC, a dashboard with modules will be shown. 

➢ User needs to click on Record Management Tab to view. 
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➢  Once Record Keeping Request page shown to DC, Mouse over on Record Keeping Tab & 

Click on ‘File Movement Request’ for File Retrieval. 

 

 
 

➢  User clicks on (+) ADD REQUEST, he should be able to raised request for record retrieval to 

Excise clerk. 

 
 

➢  Once User clicks on (+) Add Request he should view the below fields. 

➢ User Should select Clerk from the different options available in the drop-down. 

➢ User needs to enter License Number & Remarks & Click on Send Request. 
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➢ User can view the forwarded request with a status. 

 
➢ User can track the file by clicking on ‘File Tracking’. 

➢ User can see the file status with details like license number, File number & File Transactions. 

 
 

➢ User can Log out from Application by clicking on Sign out on top right. 
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Record Retrieval at Excise Clerk 

Login Page  

Excise Clerk: 
➢ User needs to access the web application using the provided URL. 

 
 

➢ Once user is logged into the application as Excise Clerk, a dashboard with modules will be 

shown. 

➢ User needs to click on Record Management Tab to Accept request of DC. 

 
➢ Once user clicks on Record Management, a page will be viewed where user should mouse over 

on Record Management tab & click on File Movement Request. 
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➢ Once User clicked on File Movement Request, Page will redirect to File Movement Request 
page , 

➢ User need to click on ‘Accept ‘to accept the request which is raised by DC. 

 
 

 

 
 

 
➢ User should click on OK to accept request successfully & redirect to File Movement page. 

 

 
 
 

➢ User should click on ‘Logout’ to successfully logout from application. 
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➢ User needs to access the web application using the provided URL. 

➢ Once login page appears, Deputy Commissioner should provide valid credentials and should 

click on login. 

 

Deputy Commissioner: 
 

 
 

➢  Once user is logged into the application as DC, a dashboard with modules will be shown. 
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➢ User needs to click on Record Management Tab to view. 

 
 

 
 

 
➢  Once Record Keeping Request page shown to DC, Mouse over on Record Keeping Tab & 

Click on ‘File Movement Request’ to acknowledge that file has received. 

 
➢ Once User clicked on File Movement Request, Page will redirect to File Movement Request 

page. 
➢ User should click on Receive button if file received by DC. 

 

 
➢ User should click on OK to redirect to File Movement page. 
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Record Return at District Office 
 

➢ User should click on ‘Request for Return’ to return the file to DC. 

 
 

➢ User should click on OK to forward the return request to Excise clerk. 
 

Excise Clerk: 
➢ User needs to access the web application using the provided URL. 

➢ Once login page appears, Excise Clerk should provide valid credentials and should click on  



 

23 | P a g e  

 

 
 

➢ Once user is logged into the application as Excise Clerk, a dashboard with modules will be 

shown. 

➢ User needs to click on Record Management Tab to Accept request of DC. 

➢ Once user clicks on Record Management, a page will be viewed where user should mouse over 

on Record Management tab & click on File Movement Request. 
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➢ User should click on ‘Receive’ to receive the file back & to kept the file into Rack successfully. 

➢ User need to click on OK to proceed further. 

 

 

➢ Once User clicked on Receive, User can view a status has changed as ‘Completed’ & File has 

moved into Rack successfully. 

 

➢ User should click on ‘File Tracking’ to check the complete transaction of file. 
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➢ Once User clicked on ‘File Tracking’, User can view a complete transaction of file with Rack 

details where file has kept. 

➢ User should click on ‘Logout’ button to Logout from application. 

 

 
 

 
 
 

 
 

 
Thank You….., 
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