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Introduction: - 

There are three Inspection Zones viz. North Zone at Dharamshala, South 

Zone at Shimla and Central Zone at Mandi for inspection of District and 

Sub Treasuries falling under their jurisdiction.  These inspection zones are 

headed by Deputy Directors. It is mandatory for Zonal Deputy Directors to 

inspect each District Treasury and Sub Treasury of a particular zone once 

a year and in no case more than 18 months should elapse between two 

inspections as per Rule 42 (c) of HPTR and Detailed Treasury Procedure 

2017. 

After completion of inspection, the inspection report has to be made 

available by the DD within 10 days to the DTO in case of District Treasury 

and TO in case of Sub Treasury. Time bound compliance to the DD 

inspection has to be submitted by the DTO in case of District Treasury and 

TO in case of Sub Treasury.  When the Deputy Director performs 

inspection of the District Treasury, the compliance will be directly 

submitted by DTO to Deputy Director within 15 days. In the case of 

inspection of the Sub Treasury, the compliance will be submitted by 

Treasury Officer to the District Treasury Officer within 20 days and further 

by DTO to the Deputy Director within 15 days.  

The District Treasury Officer will carry out surprise inspection of Sub 

Treasuries annually. The compliance of DTO’s Sub treasury inspection has 

to be submitted by TO to DTO within 20 days.   
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1. Procedure of Inspection process by the DD:-  

The inspection process will start by creation of User ID by the Deputy 

Director for the employees of his respective zone through User 

Management module. For accessing the module, URL  164.100.207.31 has 

to be opened in the browser. The following screen (Figure 1.1) will 

appear:- 

 

(Figure 1.1: Treasury eInspection Dashboard) 

 DD has to login through his ID which will be provided to him by H.Q. 

(i) User Management Module: -  

This module will consist of following activities at the level of Deputy 

Director:- 

 Creation of Users for their offices. 

 Creation of Users for District Treasury Offices and Sub-Treasury 

Offices. 

All the users will have a User ID based on their unique IP Numbers. 
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(ii) Creation of User for Deputy Director offices: - 

 The employees at the office of Deputy Director have to 

submit his/her details to the Deputy Director (IP Number, 

Employee Name and Designation). 

 The Deputy Director will create a Password (as per password 

policy implemented in the department) (Figure 1.2) for the 

employee. The employee is encouraged to change password 

later on after logging in to the system.   

 

 
 

(Figure 1.2: Password Policy) 

 

 

 The employee will only be assigned the role of “maker” 

(Figure 1.3) and the Deputy Director will have the role of 

“checker”.  

 In no case, role of checker shall be assigned to the employee. 
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(Figure 1.3: Assigning role of maker to an employee) 

 

The created user will be displayed in the ‘Details of Existing Users’ as shown in 

above screen. Here, Deputy Director can also Edit/Deactivate the existing user.  

Users have to be deactivated in case of transfer or retirement of the employee. 

The transferred employee once deactivated can only be shifted from 

Directorate level to the division where he is transferred. 
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(iii) Creation of User for District Treasury Offices and Sub Treasury 
offices: - 

 

 The employees at the office of District Treasury Office and Sub 

Treasury Office have to submit his/her details to the Deputy Director 

(Treasury Name, IP Number, Employee Name, and Designation) 

through concerned DTOs. 

 The Deputy Director will create User ID and Password for the DTO or 

other employees and will inform the DTO accordingly. The password 

will have to be changed by the employee later on after first login to 

the system.   

 The respective zone wise Treasuries will be auto populated in the 

Treasuries dropdown list (Figure 1.4). 

 

 
 
(Figure 1.4: Listing of zone wise treasuries for District Treasury Office User Creation) 
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 The user of District Treasury Office i.e. DTO have a role of “checker” 

(Figure 1.5). 

 
 

(Figure 1.5: Listing of zone wise treasuries for District Treasury Office User Creation) 

 

 The process for user creation for the Sub treasury office is same as 

mentioned earlier. 

 In no case the role of ‘checker’ shall be assigned to the employee. 

 

Complete Inspection process by DD:- 

 It is mandatory for Zonal Deputy Directors to inspect each 

District Treasury and Sub Treasury of a particular zone once a 

year and in no case more than 18 months should elapse 

between two inspections as per Rule 42 (c) of HPTR and 

detailed Treasury Procedure 2017. 

 To begin with Inspection, the DD has to go to Menu 

‘Inspection’ and Performa A-(DTO) for District Treasury 

Inspection and Performa B-(STO) for Sub treasury Inspection 

has to be selected. (Figure 1.6) 
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(Figure 1.6: Selection of Performa for Inspection) 

 

 

 Inspecting officer has to fill the Inspection Particulars as shown 

below (Figure 1.7). 

 
(Figure 1.7: Filling Inspection Particulars) 
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A new unique ‘Ack ID’ with initial letters ‘DD’ will be system 

generated after entering details in the screen as shown below 

(Figure 1.8) 

 

 

 
(Figure 1.8: Generation of Unique ‘Ack ID’ for ongoing inspection) 

 

 

The inspection Unique ‘Ack ID’ once created can be used 

subsequently by the DD for continuing inspection even after logout. 

 After creation of ‘Ack ID’ the system will take the user to following 

screen. (Figure 1.9) 

Now the process of inspection can be started by clicking the ID which 

will open different modules as shown in the following screen:- 
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(Figure 1.9: Start of inspection) 

 

There are different links viz Staff, Accommodation, Furniture etc’ for 

inspection. The user has the option to start inspection on any of the 

activity (link) while inspecting. However, the user has to enter data 

and click on ‘submit’ button to save the  details entered on the 

current page.  

All the columns of every module have to be filled up in the form of 

either ‘Yes’ or ‘No’. If there is any observation it has to be reflected 

in ‘Remarks’ column. If the observation in the remarks column is to 

be converted into a Para, the inspecting authority is to click the ‘Yes’ 

button otherwise by default the remarks will not be converted as 

‘Para’. There are validation checks on all forms/pages and any 

requirement will appear as red text in the same. The system will 

allow the user to submit only after all validation checks are complied 

with.  If any column remains blank then the system will show the 
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message ‘Please Select’ as shown in the following screen (Figure 

1.10). 

 
(Figure 1.10: Validation checks on forms/pages) 

 

If inspection is conducted by the DD and TO jointly, then TO as a maker 

will submit the report to the DD.  The DD has the option to accept or 

amend the report. After filling and submitting all forms, the system will 

prompt the Maker to submit the inspection note to the Checker for 

approval.  

All completed modules will appear as Green and incomplete modules will 

appear as Red as shown in the following screen (Figure 1.11). 

 
 

(Figure 1.11: Completed page shown in Green and Incomplete page shown as Red) 
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The inspection will now be available to the DD in the Inspection menu for 

approval. The inspection note after its approval by the DD will be 

available online to the DTO/TO for compliance. 

Both DD and TO can simultaneously open different modules. If inspection is 

conducted by DD and TO jointly, then TO as a maker will submit the 

report to DD. DD can accept or amend the report. After filling all modules 

in this manner the inspections note will be finally submitted by clicking 

send for approval button as shown in the following screen (Figure 1.12). 

 

 
 

 
(Figure 1.12: Send for approval screen) 

 

 

 



Step by Step Guide to ‘e-Inspection’ module of Treasuries Accounts and Lotteries Department. 

Page | 13 
 

After it the inspection module will appear in the inspection menu for 

approval by deputy director as shown in the following screen (Figure 

1.13). 

 

 
(Figure 1.13: Inspection approval screen) 

 

After complete checking, DD will approve the inspection note by clicking the 

‘Approval’ button as shown above. After inspection note is approved by the 

DD inspection will be locked and it will appear to respective sub treasury or 

District treasury for their compliance/comments. 
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2. Compliance of inspection report- 

For compliance of inspection report, TO/DTO will login through following 

screen (Figure 2.1). 

 

 

(Figure 2.1: Login screen) 

 

 

After login, Compliance Performa for compliance will appear in which the 

Treasury has to be selected (Figure 2.2) 

 

(Figure 2.2: Compliance Performa) 
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By selecting Compliance menu and clicking respective ID, the Inspection note 

will be available for comments by TO (Figure 2.3) 

  

(Figure 2.3: Compliance Performa with remarks) 
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TO will give his comments in ‘TO Remarks’ column of respective paras and will 

click the ‘save’ button. After saving, the following screen will be available for 

final submission to DTO (Figure 2.4) 

 

 

(Figure 2.4: Compliance Performa for Final submit and Lock details) 

 

No change can be done after final submission by TO. 
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Now DTO will login through his ID and TO’s report will be available through 

following menu by choosing respective Sub treasury (Figure 2.5) 

 

(Figure 2.5: Inspection ID for DTOs comments) 

 

After selecting the specific sub treasury the following screen will appear for 

DTO Remarks (Figure 2.6) 

 

(Figure 2.6: DTO remarks) 
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The DTO will write his comments in ‘DTO Remarks’ column and save. After 

saving the following screen will appear for final submission by DTO to DD 

(Figure 2.7) 

 

(Figure 2.7: Final submit and Lock Details after DTO remarks) 

After final submission no change will be done and inspection note will be 

locked. 
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3. Compliance report for DD 

Now DD can see the compliance of inspection report by logging in and 

choosing the ‘Compliance’ menu as shown in the following screen (Figure 3.1) 

 

(Figure 3.1: Compliance Performa Sub Treasury for DD) 
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Selecting the specific treasury will take to the following screen (Figure 3.2)

(Figure 3.2: Compliance Performa Sub Treasury for DD Final Remarks) 

 

DD will write his comments in ‘DD Final Remarks’ column and click ‘Para 

Settle’ check box to settle a para and if the para is unsettled then ‘DD Final 

Remarks’ will be given and ‘Para Settle’ check box will not be checked. Now 

the details will be saved by clicking the Save button and after that will be 

available for Final Submit and lock Details. (Figure 3.3) 
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(Figure 3.3: Para Settle procedure for DD) 

After final submission no change can be done and inspection note will be 

locked. 

For compliance report of District treasury same procedure as detailed above 

will be followed for acceptance by the DD. 

In this way the first cycle of the inspection will be completed. The unsettled 

paras of the particular treasury will appear for settlement in the next financial 

year when new inspection ID will be generated. 
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4. Procedure for Inspection of Sub treasury by DTO:- 

After login DTO will create inspection ID by selecting ‘Performa’ in Inspection 

menu. (Figure 4.1) 

 

 

(Figure 4.1: Inspection Performa for DTO Inspection) 

 

Inspection ‘Ack ID’ with initial letters ‘DT’ will appear in home screen (Figure 

4.2) 

 

(Figure 4.2: Inspection ‘Ack ID’ for ongoing Inspection) 
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By selecting Inspection ‘Ack ID’ Inspection module will be opened as shown in 

the screen (Figure 4.3) 

 

(Figure 4.3: Inspection Performa for Sub treasury Inspection) 

Remaining procedure for conducting inspection and filling the Performa is 

same as in the case of DD inspection. 

5. Compliance by TO 

After final approval by the DTO the inspection note will appear to TO in 

Compliance menu for comments as shown in the following screen (Figure 5.1) 

(Figure 5.1: Compliance Performa of Sub treasury Inspection for compliance by TO) 
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TO will write his remarks in ‘TO Remarks’ column and click on ‘save’ button. 

After saving final approval will be given by TO as shown in the following screen 

by clicking ‘Final Submit & Lock Details’ button. (Figure 5.2) 

  

(Figure 5.2: ‘Final Submit & Lock Details’) 
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6. Compliance by DTO 

The inspection note will be locked and will appear to DTO for his comments in 

‘View TO compliance’ menu as shown in the following screen (Figure 6.1) 

(Figure 6.1: ‘View TO Compliance’ for DTO) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Step by Step Guide to ‘e-Inspection’ module of Treasuries Accounts and Lotteries Department. 

Page | 26 
 

DTO will select specific treasury and write his comments in ‘DTO Final 

Remarks’ column and click ‘Para Settle’ check box to settle a para and if the 

para is unsettled then ‘DTO Final Remarks’ will be given and ‘Para Settle’ 

check box will not be checked. Now the details will be saved by clicking the 

Save button and after that will be available for Final Submit and lock Details. 

(Figure 6.2) 

(Figure 6.2: DTO Final Remarks & Para Settle Procedure) 

Thereafter, the inspection note will be locked and no change can be done. The 

unsettled paras will be settled in next financial year when new inspection ID 

will be generated. 

In this manner DTO’s inspection cycle will be completed. 
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7. Report section:- 

Under report menu there are five modules in which various reports are 

available for users (HQ, DD, DTO, TO) as shown in the following screen’ 

 (Figure 7.1) 

(Figure 7.1: Various Inspection Reports) 

 

Reports under Performa A-(DTO):- 

In this module, report regarding inspection of the district treasury done by DD, 

its compliance done by DTO and final remarks given by DD is available. For 

viewing a particular report, financial year and specific district treasury has to 

be selected as shown in the following screen (Figure 7.2) 

 

(Figure 7.2: Various Inspection Reports Treasury wise) 
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After clicking on specific treasury the report in the following form will appear 

(Figure 7.3) 

 

 

(Figure 7.3: Inspection Report Financial year wise &Treasury wise) 
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If ‘Performa-A’ Tab appears on the screen it means that no compliance has 

been made by DTO. By clicking the Tab following screen will appear (Figure 

7.4) 

 

(Figure 7.4: No compliance by TO & Para standing) 

 

The standing paras will appear in different colour as seen in the above screen. 
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If ‘Performa-A’ and ‘Performa A-DTO Compliance’ Tab appears on the screen, 

it would mean that compliance has been done by DTO. By clicking ‘Performa-A 

DTO Compliance’ tab, the report regarding compliance done by DTO can be 

seen. (Figure 7.5) 

 

(Figure 7.5: Compliance done by DTO) 
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 The report will appear in the following form (Figure 7.6) 

 

(Figure 7.6: Inspection report after DTO compliance) 

If ‘Performa A- Final Report’ Tab also appears on the screen it means that DD 

has finally accepted the report. (Figure 7.7) 

 

(Figure 7.7: Inspection report after DDs acceptance) 
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By clicking the ‘Performa A- Final Report’ Tab, report in following form will 

appear (Figure 7.8) 

 

(Figure 7.8: Final Report format) 

The last column will show whether Paras are settled or unsettled as shown in 

the above screen. 

Reports under ‘Performa B-(STO)’ 

In this module, reports regarding inspection of the Sub treasury done by DD, its 

compliance done by TO, DTO and final remarks given by DD are available. 

For viewing the report the financial year and specific Sub treasury has to be 

selected as shown in the following screen (Figure 7.9) 
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(Figure 7.9: ‘Performa B-STO’) 

 

After selecting specific treasury the following screen will appear (Figure 7.10) 

(Figure 7.10: ‘Performa B-STO’) 

 

Reports regarding compliance done by TO, DTO and Final settlement by DD can 

be viewed by clicking the specific Tab same as in the case of Reports under 

‘Performa A-DTO Compliance’ 
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8. Reports under module ‘Treasury wise Inspection status’  

In this module treasury wise inspection status and compliance done by TO, 

DTO and DD can be viewed. 

Pending inspection of DD and pending compliance at various levels will appear 

in the report as shown in the following figure (Figure 8.1) 

 

(Figure 8.1: ‘Treasury wise Inspection status’) 
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9. Reports under module Raised Vs Settled:- 

In this module, Paras raised by DD and DTO of all treasuries in particular 

financial year can be viewed. By selecting the financial year and clicking the 

submit button the following screen will appear in which total number of paras 

raised, settled and unsettled can be viewed (Figure 9.1) 

 

(Figure 9.1: Raised vs Settled Report) 

 

 

 

 

 



Step by Step Guide to ‘e-Inspection’ module of Treasuries Accounts and Lotteries Department. 

Page | 36 
 

By clicking the particular treasury further bifurcation of paras raised by DD and 

DTO can be viewed as shown in the following screen (Figure 9.2) 

 

(Figure 9.2: Raised vs Settled Paras for a Financial Year) 
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10. Reports under module ‘Table wise Para Detail’ 

In this module, table appears which shows the total no. of paras raised in the 

particular branch of treasuries for a particular financial year as shown in the 

following table (Figure 10.1)  

 

(Figure 10.1: Table wise- Treasury wise Para raised) 
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By clicking the particular branch, treasury wise drill down of a particular 

section of treasury can be viewed as shown in the following screen (Figure 

10.2) 

 

(Figure 10.2: Table wise- Treasury wise Para raised) 

Further selecting the underlined no. of particular treasury (For example. 1 of 

STO Chachiot) the complete detailed of the para can be viewed as shown in the 

following screen (Figure 10.3) 

 

(Figure 10.3: Table wise- Treasury wise Para Detail) 
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11. Reports available to DTO:- 

DTO can view various reports by selecting ‘Reports’ menu as shown in the 

following screen (Figure 11.1) 

(Figure 11.1: Reports available to DTO) 

 

 In Performa A-(DTO) module, report regarding DD inspection can 

be seen. 

 In Performa B-(STO) module, report regarding inspection of sub 

treasury done by DTO can be seen.  

 In DD- Performa B-(STO) module, report regarding DD inspection of 

sub treasuries can be seen.  

 In Treasury wise Report module, pending inspections and their 

compliance at various level can be seen.  

 In Raised Vs settled module, total no. of paras raised and settled 

can be seen . 

 In the Table and Drill Down module, treasury branch wise paras 

can be seen along with their detail (The format of the reports is 

same as already shown above). 
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12. Reports available to TO:- 

TO can view various reports by selecting ‘Report’ menu as shown in the 

following screen (Figure 12.1) 

 

(Figure 12.1: Reports available to TO) 

 

In ‘Performa B-(STO)’ module, reports regarding DD and DTO inspection 

can be seen. TO has to choose particular inspection done by DTO or DD 

to view the reports. (The format of the reports is same as already shown 

above) 


