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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 How to do quota 
conversion  from IMFL TO CL & CL TO IMFL. 
 

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.Retailer Login :- 

 
 
 

 User required to provide valid credentials as shown in above figure. 
 
 

 
 
 

 User need to click on the Retailer Tab as shown in above figure. 
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3.1 Quota Conversion 

 
 From Navigation bar, User need to click on the Retailer Tab and Click on the 

Quota Conversion. 
 
 
 
 
 
 

 
 In Quota Conversion Tab, User need to click on the +Quota Conversion. 
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 In Quota Conversion pop up window, User Need to Select Conversion Type* Ex 

(IMFL TO CL OR CL TO IMFL). 
 User need to select To Vendor in drop down list. 
 User need to enter the Required Quota. 
 User need to upload document in upload file (optional field). 
 User need to enter the Remarks. 
 And click on the Submit Button. 
 

 User will get Pop up message Quota Conversion Request  raised Successfully with 
Request Id. 

 User cannot make any changes after submitting the quota conversion request. 
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 The Forwarded  Request will be displayed as shown in above figure. 
 
 
 

Deputy Commissioner District Office :- 

 
 User need to provide valid credentials as mentioned in above figure and click on 

Login. 
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 User need to click on the retailer tab as shown in above figure. 
 

 
 
 User need to click on the Retailer tab, click on the Quota Conversion as shown in 

above figure. 
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 User need to click o the action button as shown in above figure. 

 
 User need to upload the document in upload file (optional field) and enter the 

remark and click on the forward button. 
 

 
 
 User will get pop up message request forwarded successfully. 
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 The forwarded request will be displayed as shown in above figure. 
 

Assistant Commissioner  :- 

 
 User need to provide valid credentials as mentioned in above figure and click on 

Login. 
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 User need to click on the retailer tab as shown in above figure. 
 

 
 User need to click on the Retailer tab, click on the Quota Conversion as shown in 

above figure. 
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 User need to click o the action button as shown in above figure. 
 

 
 User need to upload the document in upload file (optional field) and enter the 

remark and click on the forward button. 

 
 User will get pop up message request forwarded successfully. 
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 The forwarded request will be displayed as shown in above figure. 
 
 

Circle Officer (STEO)  :-  

 
 
 User need to provide valid credentials as mentioned in above figure and click on 

Login. 
 
 
 
 



 Page 14 

 

 
 User need to click on the retailer tab as shown in above figure. 
 

 
 
 User need to click on the Retailer tab, click on the Quota Conversion as shown in 

above figure. 
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 User need to click o the action button as shown in above figure. 

 
 User need to upload the document in upload file (optional field) and enter the 

remark and click on the forward button. 

 
 User will get pop up message request forwarded successfully. 
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 The forwarded request will be displayed as shown in above figure. 
 

Assistant Commissioner  :- 
 

 
 
 User need to provide valid credentials as mentioned in above figure and click on 

Login. 
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 User need to click on the retailer tab as shown in above figure. 

 
 User need to click on the Retailer tab, click on the Quota Conversion as shown in 

above figure. 
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 User need to click o the action button as shown in above figure. 

 
 
 User need to upload the document in upload file (optional field) and enter the 

remark and click on the forward button. 

 
 User will get pop up message request forwarded successfully. 
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 The forwarded request will be displayed as shown in above figure. 
 
 

Deputy Commissioner District Office :- 

 
 
 User need to provide valid credentials as mentioned in above figure and click on 

Login. 
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 User need to click on the retailer tab as shown in above figure. 

 
 
 User need to click on the Retailer tab, click on the Quota Conversion as shown in 

above figure. 
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 User need to click o the action button as shown in above figure. 
 

 
 User need to upload the document in upload file (optional field) and enter the 

remark and click on the forward button. 

 
 



 Page 22 

 User will get pop up message request forwarded 
successfully. 

 

 
 The forwarded request will be displayed as shown in above figure. 
 

Zonal Office (Superintendent) :- 

 
 User need to provide valid credentials as mentioned in above figure and click on 

Login. 
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 User need to click on the retailer tab as shown in above figure. 

 
 User need to click on the Retailer tab, click on the Quota Conversion as shown in 

above figure. 
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 User need to click o the action button as shown in above figure. 

 
 User need to upload the document in upload file (optional field) and enter the 

remark and click on the forward button. 
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 User will get pop up message request forwarded 

successfully. 
 

 
 The forwarded request will be displayed as shown in above figure. 
 
 

Zonal Office (Dealing Assistant) :- 

 
 User need to provide valid credentials as mentioned in above figure and click on 

Login. 
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 User need to click on the retailer tab as shown in above figure. 

 
 User need to click on the Retailer tab, click on the Quota Conversion as shown in 

above figure. 
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 User need to click o the action button as shown in above figure. 
 

 
 User need to upload the document in upload file (optional field) and enter the 

remark and click on the forward button. 
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 User will get pop up message request forwarded 

successfully. 

 
 The forwarded request will be displayed as shown in above figure. 
 
 

Zonal Office (Superintendent) :-  
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 User need to provide valid credentials as mentioned in above figure and click on 

Login. 
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 User need to click on the retailer tab as shown in above figure. 

 
 
 User need to click on the Retailer tab, click on the Quota Conversion as shown in 

above figure. 
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 User need to click o the action button as shown in above figure. 

 

 
 User need to upload the document in upload file (optional field) and enter the 

remark and click on the forward button. 

 
 User will get pop up message request forwarded successfully. 
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 The forwarded request will be displayed as shown in above figure. 
 

Zonal Office (Collector) :-  

 
 User need to provide valid credentials as mentioned in above figure and click on 

Login. 
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 User need to click on the retailer tab as shown in above figure. 

 
 
 User need to click on the Retailer tab, click on the Quota Conversion as shown in 

above figure. 
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 User need to click on the Approve  button as shown in above figure. 
 

 
 User need to upload the document in upload file (optional field) and enter the 

remark and click on the Approve button. 

 
 
 User will get pop up message quota conversion request approved successfully. 
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 After approved in status select approved and quota conversion status will display 

as completed as shown in above figure. 
 
Note :- All Quota Conversion request will get approved by Collector.  
 

Retailer Login :- 

 
 
 User required to provide valid credentials as shown in above figure. 
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4.Reports :- 

 
 User need to click on the Retailer Tab as shown in above figure. 
 

 
 From Navigation bar, User need to click on the Reports Tab and Click on the 

Conversion Quota Report. 
 

 
 
 User need to select From Date & To Date. 
 User should select Type from the drop down list. 
 User need to Click on the print icon. 
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4.1 Quota Conversion Report :-  

 
 User will get the detailed Quota Conversion Report After Approval in Report Tab.  
 User can download the date by clicking on Excel download. 
 
 
DC/STEO/ZONAL/Head Quarter Logins :- 

 
 
 User required to provide valid credentials as shown in above figure. 
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 User need to click on the Report Tab as shown in above figure. 
 
 

 
 
 
 
 From Navigation bar, User need to click on the Reports Tab and Click on the 

Retailer  & click on the Conversion Quota Report. 
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 User need to select From Date & To Date. 
 User should select Type from the drop down list. 
 User need to Click on the print icon. 
 
 

 
 
 
 User will get the detailed Quota Conversion Report After Approval in Report Tab. 
 User can download the data by clicking on Excel download. 
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