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Edit Profile - Here enter the Office address and all other mandatory fields
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Staff Details — Here enter the staff details of consumer office. Also there is option to
select the office head
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Machine Details — Here enter the details of all the machines in consumer office
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Sub office details - Here enter the details of sub offices of the consumer office. If the
stationeries for those offices are supplied from the share of the consumer office,
mention that by selecting the check box.

eMist 2.0 TERMS {111} PHC, Keezattingal
T~ o
PHC, Keezattingal User P rofl le Hoine > 5ilb olfices
Thiruvananthapuram
Profile Staff Details Machine Details Sub Offices Final Submit

[ 1 confirm that this office doesn’t have any suboffices.

El profile % Type of suboffice(Eg. District Office, Regional office etc..) *

Count of above sub office(s) *

Whether stationery items to the entered sub office(s) supplied from your office?

El sub offices

®ves CNo
Show| 10 ~ | entries Search:
Sub office Name 1= countof Sub office(s)
Regional office 2 Views Edit | SIS

= O Type here to search



6306800 Galzdlege QllAUEEERUE GEEUOSIO™I update ©aIQRd. @Rdlmilem
MoeNIMUWIERM ag)g)d QlIEEERSe BEAIONSIOMI® GUdaHo Final Submit button
click ©21Q3®. ag)gJo Galgglele QilIEEERUY B(@IMIQ BRI SIOTIITB A(@EA
update, final submission a@TIU  AVIWIAIBIH-QRBS]. Final submission
SYOOTIM]  GUoato  BEEUOYSIOMI  QlEEBSITd  @0Qo QIO
uaUSleeRmM@egy.

eMist 2.0 TERMS

i, _—-— .
I'-[' PHC, Keezattinga User Pr0f|le

Thiruvananthapuram

Profile Staff Details Machine Details Sub Offices Final Submit

Important!
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How to Submit Voucher?

Login to TERMS software using your user ID and

password. Please ensure that you have submitted
opening balance as on 01/04/2018 in task centre of
TERMS. On voucher facilities will be visible to only
those offices, who have completed the above task.



Stationary Dept-Test
Textbox
Login to TERMS software using your user ID and password.  Please ensure that you have submitted opening balance as on 01/04/2018 in task centre of TERMS.  On voucher facilities will be visible to only those offices, who have completed the above task.
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S C | (D Noksecure | 10.2.18.42

eMist 2.0 TERMS

ifiltf' NCC Director State Wing C'[
Thiruvananthapuram

Step 1
Click ‘Consumables’

Consumables b =1}




Consumables

Step 2
Select ltem

Show 10 v entries

Itern Name

Bound Book 100 page
3 Bound Book 200 page
1 Bound Book 300 page

Cambric Cloth )

CD Plain

CD RIW

Continous computer stationery partl 60
GSM 80col

Continous computer stationery part 2 60
GSM 80 col

Quota

20

10000

2000

Additional
Sanction

Special
Sanction

Search:
Received Present Addto Request For Additional
Stock voucher = Sanction

Quota

40

Use this add to
cart facility. You
can add all the
items that you
need to indent

= =] =]

Additional
sanction request
not included now

+


Stationary Dept-Test
Textbox
Use this add to cart facility.  You can add all the items that you need to indent

Stationary Dept-Test
Arrow

Stationary Dept-Test
Textbox
Additional sanction request not included now


Step 3(a)
View the details

CAMBRIC CLOTH

< 0.00

ILinit ; Mgtre | Sanctioned guamisy | 5
Agdmonal sanction - 0| Specsal sancson 0
Receyed guota - 3 | Balance quota - 2
Stock = hand | 0| Usder Processing -
Stock Indicabor (i Stationery office)




Step 3(b)
Enter requirement

CD PLAIN
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Step 3(c)

Click ‘Add to Voucher’

CONTINOUS COMPUTER STATIONERY
PART 2 60 GSM 80 COL

X0.00

Uit : Sheet | Sancsoned quantity | 5000
Addmonal sanction | 0| Specsal sanction - 0
Recieved gquota : [ | Balance guosa & S000
Stock in hand : O | Uinder Processing : 0
Stock Indicatos [ Stationery offioe)




Consumables

gemre sdded 1o the vousches

Step 4 T

Go to Cart

Additional Special Received  Present
Itern Name Quota Sanction Sanction Quota Stock
Bound Book 104 page 40 0 0 40 o
@ Bound Book 200 page 40 0 0 o o
o Bound Book 300 page B0 0 0 0 0

Cambiic Clath 2 o 3} 3 (]



Step 5(a)
Submit voucher

Show 10 v ENTES Seanh

Rem Name Qruantity
CD BN 3

iCD Pamn 3
Coninoers. COMLRERT siabonery part 2 60 35M B0 col 3000

Showing 1 o 3 of 3 enires




Step 5(b)
Confirm submission

Voucher submitted successhuiy!




How to Review the status of
Submitted Voucher?
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Step 6
Click ‘Manage Voucher’

Consumables . =1



Step 1
Review the status of submitted voucher

| Manage Voucher
Show 1 entries Search
Voucher Mo |t Date Status
TWIZ343 262018 0455 PM E
Twi23484 2B0I01LE 1200 AM m
Showing 1 10 2 of 2 entries

Step 2
Click to manage a submitted voucher



Step 4(a)
Generate voucher
N\

Approved \Voucher

Voucher MNo: TVIZ343
Approved Time: 26809/2018 04:55 PM
Voucher Validity: 28/09/2018 04:55 PM

Show| 10 v Enines

It2m Manses Quangity
Camiric Chotih 2

CO Piain 5
Pencil Biack lead -

Showng & a3 of 3 enines



Step 4(b)
Enter the Messenger details

Generate Voucher give the messenger name and select the
designation from the drop box

Officer Name

Designation

Select v

Once the voucher is generated, get two copies of the voucher printed
back to back (as done earlier), sign the voucher on bothside, and
send the messenger alongwith two copies of voucher and supply card
to stationery office on ANY WORKING DAY (No restriction on days as
earlier). Your stock will be reserved once your voucher is approved.
No delay in stationery office. You CAN ARRANGE PROPER
TRANSPORTATION AS PER THE APPROVED VOUCHER. NO
SUSPENSE ABOUT THE AVAILABILITY OF THE INDENTED

ITTr—AAC

=
il
tn

MNo



Stationary Dept-Test
Textbox
Once the voucher is generated, get two copies of the voucher printed back to back (as done earlier), sign the voucher on bothside, and send the messenger alongwith two copies of voucher and supply card to stationery office on ANY WORKING DAY(No restriction on days as earlier). Your stock will be reserved once your voucher is approved.  No delay in stationery office.  You CAN ARRANGE PROPER TRANSPORTATION AS PER THE APPROVED VOUCHER.  NO SUSPENSE ABOUT THE AVAILABILITY OF THE INDENTED ITEMS.

Stationary Dept-Test
Textbox
give the messenger name and select the designation from the drop box

Stationary Dept-Test
Arrow


OPTIONS

Step 3
If needed you can recall the Voucher

Voucher Under Processing

Voucher No: TViI2344
Submitted Time: 26/09/2018 12:00 AM

Iern Name Note: You can recall vouchers to add
more items before the processing

DR initiated by the Stationery office.

CD Plain

Conbmows. compuisr stabonery part 2 563 GSM 80 col

Showing 1 1o 3 of 3 entres



Stationary Dept-Test
Typewriter
OPTIONS


Step 5(a)
Request extension

AN

Approved Vioucher

Voucher No: TVIZ343
Approved Time: 26809/2018 04:55 PM
Voucher Validity: 28/09/2018 04:55 PM

Show| 110 v Enines

b Masme Ity
Camienc Choty z

CO Piain 5
Pemcil Biack lead a

Showsna I o 3 of 3 enines



Step 5(b)
Enter reason for extension

Note: Usually Stationery articles of
approved vouchers should be collected
within 5 days. But an one time extension
of 5 days could be requested before the
expiry of voucher

Extend Voucher

Reason

Enter ...




Step 6(a)
Cancel voucher
.

Approved \Voucher

Voucher MNo: TVIZ343
Approved Time: 26809/2018 04:55 PM
Voucher Validity: 28/09/2018 04:55 PM

Show| 10 v Enines

It2m Manses Quangity
Camiric Chotih 2

CO Piain 5
Pencil Biack lead -

Showng & a3 of 3 enines




Step 6(b)
Enter the reason for cancellation.
Even after Approving

CANCEL VOUCHER E

Reason




