Procedure to do Reconciliation

For Specific Period: DD1I/MM1/YYYY1 to DD2/MM2/YYYY2

Step 1: Get the following data from the REPORT MODULE and CDCMS for the specific
period:

Document Type 14.2 Kg 19 Kg Regulators
SV Prepared
TV Prepared

EMR Received

Pending Installation
Loss of Equipment

Step 2: To get the data required for the first three rows of the above table, open REPORT
MODULE at https://hpgasweb.hpcl.co.in/ReportModule using login credentials.

This will take to the following page: hpgasweb.hpcl.co.in/ReportModule/Report/SVRegister.
The screen shot of the page is as follows:
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Enter Start & End dates.
Click on FETCH button.

Then click on SUMMARY DATA button.

Collect the data of 14.2 Kg cylinders, 19 Kg cylinders, and Regulator quantity from the table.
Populate the first row of the table shown in step 1.


https://hpgasweb.hpcl.co.in/ReportModule

The screen shot of the table having summary data is as follows:
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Next, click on TV Register from left side menu as shown in the following screen shot:
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Then click on SUMMARY DATA button. The table with the data is displayed as shown in the

following screen shot:
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Collect the data of 14.2 Kg cylinders, 19 Kg cylinders, and Regulator quantity from the table.
Populate the second row of the table shown in step 1.

Next, click on EMR Register from left side menu as shown in the following screen shot:
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Click on RECIEPT SUMMARY DATA button. A table with data will be displayed as shown

in the following screen shot:
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Collect the data of 14.2 cylinders and Regulator quantity received from plant against EMR
from the table. Populate the third row of the table shown in step 1.

Log out of REPORT MODULE.

Step 3: To get the data for the 4™ and 5% row of the table shown in step 1, login to CDCMS at
https://hpgasweb.hpcl.co.in/DCMSCentralizationApp/Login/Views/LoginPageMain.aspx

using login credentials.

Click on Sign In button.

You will be taken to the page shown in the following screen shot:

Click on Order Management button.

Click on ORDER FULFILLMENT button from the left side menu.

Click on Search Booking button.

In the Search Order screen, enter Start & End dates (The difference can’t exceed 30 days).

Under Order Type, select Pending SV.

Under Cash Memo Status, select Printed.

Under Order Status, select Cash Memo Printed.

Following sequence of screen shots explain the whole process:
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Click on FETCH button.
Scroll down to see the total records available for the 30 days period.
Click on LIST OF RECORDS.

A table with the data will be displayed as shown the following screen shot:
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Collect the data of number of 14.2 Kg cylinders under Order Quantity. This quantity is for
Printed Cash Memo.

Repeat the process for “Cash Memo Generated” for the same period.
Collect the data of number of 14.2 Kg cylinders under Order Quantity, if available.

To collect the data of number of 14.2 cylinders for which SVs are made but Cash Memos are
not printed or not generated, select the following in the Search Order Screen:

Enter Start & End dates (The difference can’t exceed 30 days)

Under Order Type, select Pending SV.

Do not select anything under Cash Memo Status.

Under Order Status, select OPEN.

Click on FETCH button.

Scroll down to see the total records available for the 30 days period.
Click on LIST OF RECORDS.

Collect the data of number of 14.2 Kg cylinders under Order Quantity.

Add all (Cash Memo Printed, Cash Memo Generated, and Open Cash Memos) the Order
Quantities to get the number of 14.2 cylinders that are PENDING INSTALLATION for the
given period.

Following screen shots explain the process:
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Repeat the process for getting the data for another 30 day period until you reach the current

date.

This data gives only the pending installation for the given period. There is a possibility of
having Pending SVs that are prepared prior to the order dates considered above. To get the
number of 14.2 cylinders for which the bills could not be generated is obtained by clicking on
the button “Pending SV Orders”. You will get the following screen shot:



& Pending SV x4+ = %
& C & nhpgasweb.hpcl.co.in/DCMSCentralizationApp/Views/OrderFulfillment/PendingSV/PendingSV.aspx e v » O

h.. R www.online.

M Gmail #) YouTube Maps &4 Welcome to HPCL.. oglecoin - Yzho.. & hitps:/hpgas # Investment plannin... & Distributor & Cons.. 8, Online Shopping sit...
HP Gas cDCMS Welcome, RAVI ENTERPRISES  RAVI ENTERPRISES (41011502) LogOut

CDCMS application has been restored with limited functionalities. Order fulfillment and Replenishment module have been enabled.

3 Help Desk ﬁ New Help Desk "&5 Dealer Evaluation Portal

Order Fullfillment/Pending SV Orders ScreenCode(OF-04)

PENDING SV

€) ORDER FULFILLMENT -
Transaction Date 0310712023

Order Booking Cash Memo No.

Search Booking
Allocati

location PENDING SV ORDER 0
Pending SV Orders

Search Allocation
nerate Cash Memo Pr

Online Payment Details

Search Online Payment Details
Allocation Wise CashMemo Print
Print/Re-Print Cash Memo

Web Based Cash Memo Print ND

10:48 AM
[N

~
W NG a0

..
m
I

Click on the “PENDING SV ORDER?” link to obtain the number of 14.2 Kg cylinders under
this category. Add this to the previously obtained quantity under pending installation.

Populate the 4™ row of the table shown in step 1.

To get the data for the 5™ row, click on INSPECTION in CDCMS under ORDER
FULFILLMENT.

Click on Loss Management button.
Click on Search Loss Register button.

The following screen shot shows the process:
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Enter Start & End dates.
Under Type of Loss, select Equipment.
Under Loss By Whom, select Consumer
Click on Search Button.
Click on LOSS OF EQUIPMENT INFORMATION.
A list will be displayed with a checkbox in each row as shown in the following screen shot:
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Select only one checkbox at a time and then click on View Details button as shown in the
following screenshot.
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Click on LOSS OF EQUIPMENT INFORMATION again.

It will display the description of item lost (14.2 Kg cylinder/ Regulator) as shown in the
following screen shot.

Make a note of the item description.

Select the next checkbox and repeat the procedure. Continue repeating the procedure until all
the checkboxes are viewed for the item description.

Add the number of cylinders and regulators from the list.
Populate 5™ row of the table shown in step 1.

Now the table shown in step 1 is totally populated and ready for the reconciliation.

Step 4: You need the Reconciliation Form to carry out the procedure. This is an excel sheet
which is self explanatory. Most of the data that is required to be filled in the form is available
from the table of step 1. Derived stock would be calculated by the sheet. Enter the physical
stock available with you. The sheet would calculate any difference between derived and
physical stock available with you automatically. You may download the form by clicking at
the link provided with the title “Reconciliation Form”. The “Reconciliation Form” is shown in

the following Figure:
Following data may be filled in the Reconciliation Form:

Item 4: Physical stock of equipment as per the last visit by SO.
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Item 5: Pending installation as per the last visit by SO.

Item 6: EMR for equipment received by dealer since last visit by SO (Data from 3™ row of the
table of step 1).

Item 10: TVs prepared for equipment since last visit by SO (Data from 2™ row of the table of
step 1).

Item 14: SVs prepared for equipment since last visit by SO (Data from 1% row of the table of
step 1).

Item 18: Pending installation of equipment as on date of current visit by SO (Data from 4" row

of the table of step 1).

Item 19: Loss of equipment by the customer since last visit by SO (Data from 5% row of the

table of step 1).

Item 23: Physical stock with you as on date of visit by SO.




