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Chapter 1:  Introduction

1.1 Objective
This document will assist a user in understanding the Miscellaneous E-Receipts System (MERS) and use it. The functionality of MERS is explained in detail along with screenshots.
1.2 Scope
The scope of this document is for all users. Document determines work flow of MERS and working with MERS modules.

1.3 Intended Users
The intended users of this document include:
Users of the system who have valid login ID and password and are authorized to deal with the system.
Users are categorized as Railway Authority and Railway Customers.

Note: The users are requested to use this manual along with the system so that they can co-relate the screen shots with the actual screens in the system.





Chapter 2: About MERS Portal
Miscellaneous E-Receipts System is a system through which zonal railways can receive the payment digitally for miscellaneous receipts of their railway customers.

The URL to access the MERS portal is “https://www.mers.indianrailways.gov.in/MERS/Jspforms/MSCPR/CPGLogin.jsp”. Alternating, the portal may be accessed by using the URL “https://mers.indianrailways.gov.in” and clicking on the link “Login for Miscellaneous E-Receipts System (MERS)”.


Figure 2: MERS home Page



Chapter 3: Installation of MERS
3.1 System Requirements
The minimum system requirements are described in section 3.3 Pre-requisites. In case the system does not meet any parameter among those required, kindly consult the administrator.

3.2 Pre-requisites
This section refers to the various requirements from the hardware and software side that must be fulfilled before the user can use this system effectively.

3.2.1 Hardware Requirements for Client Machine
RAM at least 256 MB.
Internet Connectivity.
PC with mouse, keyboard and color monitor.
3.2.2 Software Requirements for Client Machine
Operating system should be at least Windows 2000 or above.
Adobe Acrobat Reader must be installed.
Printer should be installed.
Web browser should be Microsoft Internet Explorer 6 or above.



Chapter 4: Login Module
There will be two types of users in login module-
Railway Authority
Railway Customers
Railway Authority: Railway authorities are the users who will do the miscellaneous e-receipts entry and approval part of this portal. There are two levels of registration of the Railway Authorities: one at supervisory level and one at officer level of the user department at each Division/Accounting unit. These users are not registered through the portal. These users are registered by MERS team of CRIS from the backend as per the requirement received from the zonal railways. These users are further defined as follows:

Railway Supervisor/ Executive or Bill Clerk: Railway Supervisor will be the person who will fill customer’s miscellaneous e-receipts entry details and is able to view the entries done by him in the portal.
Senior Railway Officer: Senior officer will be the person who will approve the miscellaneous e-receipts transactions done by the executive or bill clerk. This user can also view the approved transactions done by him.
Railway Officers (HQ Books Section): Railways Officers of HQ Books Section are the officials for whom only reporting tool is enabled in MERS. Different types of reports related to MERS transactions are enabled for Books Section officers so that they can analyze the accounting summary related to MERS transactions.

Railway Customers:  This is the user who will perform payment of their miscellaneous receipts approved by the senior railway officer. They also have a facility to view their approved and pending transactions. If a customer already registered in the system then he can directly login through the portal and go for payment options but if he is not registered then after receipts approval process he should register himself in the system through the link and OTP provided in the SMS. Once the customer is registered then he will have the user id and password for further transactions.

Figure 4:  Login Screen

Steps for Login into MERS:
Select the user type from the drop-down menu i.e. Railway Customer or Railway Authority.
Enter user ID.
Enter Password.
Click on Login button.
If the user ID and password are incorrect, a message will be displayed and login screen will appear again.
The user will be taken to home page after successful login.


Chapter 5: Change Password Utility for Railway Officials
Change password utility is for all the Railway officers and railway supervisors. A change password link is provided in the sidebar menu of the default page after login. For security reasons, this functionality is OTP based. The Railways officers will get an OTP on their registered mobile number and an email on their registered email ID.
Change Password utility for Railway Supervisors/Officers Steps:
Railway Supervisor/Officers will login to the MERS portal through registered user ID and password.
Select Change password from sidebar menu.
Enter old password.
Enter new password.
Enter confirm password.
Click on Get OTP to get One-time password on your mobile no. saved in system.
Enter OTP and click on save button. Password will be changed.

Figure 5: Change Password Screen
Chapter 6: MERS Receipt Entry Process
The supervisory level Railway authority i.e. Executive or Railway Bill clerk user will login to the MERS portal through user ID and password provided by CRIS.
Supervisor level railway authority will fill in the relevant receipt details of the Railway Customer as contained in the sanctioned order in e-receipts entry form and click on submit. 
When e-receipts entry is successfully completed, a 34 digit ID is generated according to the prescribed format which will be used as a unique ID for tracking all the details regarding that e-receipt transaction throughout the payment process.
Once the supervisory level Railway Authority has submitted Railway customer details, it shall become available for the designated officer level Railway Authority for approval.

Steps for E-Receipts Entry into MERS:
Click on Sanction Entry Form button from sidebar menu.
Zone Code and accounting unit will be filled automatically after login.
Select Supplier State and according to the selected state station list is bind in the drop down of station codes. Select Station code from the station list. Supplier State GSTIN will be auto bind in the state GSTIN text box according to the state selected in the state drop down box.
For filling railway customer details as per sanction letter, first Select Individual or Firm.
In case of Firm, enter name of firm, name of firm’s representative, mobile no. of representative, GSTIN no., and address.
In case of Individual, name of firm is auto-disabled and enter name of firm’s representative, mobile no. of representative, GSTIN no., address.
In case of already registered customers, railway user can search customer details by clicking on Search for Registered Customers link. Enter mobile no. of customer on search customer popup window and click on search button. Select your customer from details given and press submit button. All the details of customer will be auto-filled in the railway customers’ details section.
Railway supervisors can verify the Recipient GSTIN by clicking on verify button. If the recipient GSTIN is valid the corresponding firm name will be displayed in the firm name box.
Select whether recipient is a Government entity or not.
Fill Transaction details.
Select Department and receipt type.
Enter purpose of transaction.
For entering railway allocation head, click on search button and a popup window will be opened for searching allocation heads. Enter an allocation head no. and according to that no. all the related sub-allocation heads will get displayed in the drop down box. Select your allocation head and click on submit button.
For SAC code, click on search SAC Code button and a popup window will be opened for searching SAC Codes. Enter a SAC Code and according to that no. all the related SAC codes will get displayed in the drop down box. Select your SAC code and click on submit button.
Enter invoice ID and invoice date.
Select whether GST is applicable or not.
If user select Yes, then Reverse charge mechanism (RCM) applicable or not will be highlighted. 
If user selects RCM as No, then GST is to be collected by Railways so enter amount (without GST). Select GST percentage. Select IGST or CGST (UGST/SGST).
If user selects RCM as Yes, then GST is to be paid by customer. Enter amount (without GST). Select GST percentage. Select IGST or CGST (UGST/SGST). 
If user selects GST applicable flag as No, then no GST is to be paid by customer or not to be collected by railways also.
Upload scan copy of sanctioned letter.
After filling all the information click on Save button.
After clicking Save button a pop-up window will open which shows the invoice details entered by the supervisor. 
Click on Forward button to forward the entered bill details to approval officer. If supervisor clicks on close button the entered bill will get saved into saved transactions. He/she can forward the saved transaction in future also from the saved transaction list.


Figure 6: E- Receipts Entry Form 


Figure 6.1:  For Search Registered Customers in E- Receipts Entry Form 


Figure 6.2:  E- Receipts Entry Form Contd.


Figure 6.3:  E- Receipts Details before forwarding to Approval Officer

Edit Sanctioned Entries Process: 
In this process, a supervisor can edit the saved transactions entered by him in the system.
Steps for editing a transaction :
Supervisor clicks on sanction entry for customers from side menu.
Sanction entry form will open. He/she should select the “Edit saved txn” button from the left hand side corner.
A drop down will appear in the same side which contains the list of all the saved transactions.
He/she should select the transaction from the drop-down list. After selecting all the details will get auto-filled in the respective columns and an option for changing the details will also be highlighted with the columns.
He/she should change the information accordingly and clicks on the save button.
After clicking save button a pop-up will appear which shows the edited transaction’s details.
After verifying the details supervisor can click on forward button to forward the details to approval officer.
If the supervisor clicks on close button the details again get stored into saved transactions list.

Figure 6.4:  E- Receipts entry Form

Figure 6.5:  E- Receipts Details form after clicking edit saved txn button

Figure 6.6:  E- Receipts Entry form while selecting saved transaction from the list

Figure 6.7:  E- Receipts Entry form while saved transaction details were auto filled

Figure 6.8:  E- Receipts edited Details in a popup window before forwarding to approval officer



Forward Process of sanctioned entries:
In the forward process of sanctioned entries, a supervisor can directly forward the saved transactions done by him to the approval officer.
 Steps for forwarding a transaction :
Supervisor clicks on Forward transactions link from side menu.
A screen for forwarding transaction gets opened. He/she can select the transaction and just click on the “Forward” button.


Figure 6.9:  E- Receipts to forward to an approval officer

Deletion Process of Sanctioned entries: 
In the deletion process of sanctioned entries, a supervisor can directly delete the saved transactions done by him in the system before forwarding to the approval officer.
 Steps for deleting a saved transaction:
Supervisor clicks on Delete transactions link from side menu.
A screen for deleting transactions gets opened. He/she should select a transaction and just clicks on the “Delete” button and the transactions gets deleted from the system.


Figure 6.10:  E- Receipts to delete from the saved list of transactions before forwarding to approval officer






Chapter 7: MERS Approval Process
Railway Senior Officer level authority shall login to the portal using their login details and shall accord approval to the entry already done by the supervisor level authority.
After approval process, MERS will send a text message (along with OTP, approved transaction ID and registration link) to the mobile number (as fed by the Railway Authority) of the concerned Railway customer to register himself with the MERS portal for making payment to the Railways.
Approval of the officer level authority is also required for the sanction in favor of a returning registered customer. In this case, customer will receive a text message (along with transaction ID and login link) that he can log in to the system and initiate the payment process.
After approval of transaction by senior officer, registered customers will be able to perform payment process.
Approval Steps:
Select the transaction to be approved and enter validity period.
Click on approve button.
Figure 7:  For Approval of E-Receipts 

Figure 7.1: After approval SMS for Unregistered customers 

Figure 7.2:  After approval SMS for Registered customers 
Chapter 8: MERS Rejection Process
Railway Senior Officer level authority shall login to the portal using their login details and shall check the transaction details pending for approval in “Pending for approval” link given in sidebar menu. After checking the details of the transaction if the Railway Senior officer found some mismatch in entry according to the scanned copy attached with the transaction or any other wrong information entered by the supervisor level authority, he/she can add the remarks in the remarks column and selects the transaction and click on Rejection button instead of approve. 
Approval Steps:
Select the transaction to be rejected and enter remarks.
Click on Reject button.
After clicking reject button, the transaction will again reflect in the login of supervisor level authority in “Rejected Transactions” in the sidebar menu.
Railway Supervisor when clicks on Rejected transactions, he will get a list of rejected transactions. He can then select the transaction and click on edit button.
The selected transaction for edit will then be opened on screen in edit mode. Supervisors will then make changes and click on Update button.
After transaction updating process, the edited transaction will again be reflected in Railway Senior Officer Authority login in “Pending for approval” link given in sidebar menu for approval process.

Figure 8:  Approval/Rejection Screen
[image: ]
Figure 8.1:  After Rejection Transaction is visible in Rejected Transactions in clerk login
 
Figure 8.2:  After selecting a rejected transaction for edit, Rejection Transaction is visible in editable mode








Chapter 9: MERS Railway Customer Registration Process
This registration module is for those unregistered Customers who will get registration link with OTP through SMS after E- Receipts approval.
The Railway Customers will receive a text message on his mobile phone as fed by the Railway Authority as soon as officer level Railway Authority approves on MERS portal of the sanction in his favor to make payment. 
If the customer is a first-time user for MERS portal, he will receive an OTP along with transaction ID and the URL link to register himself on the system.
In this registration process Railway Customer will become a registered customer for MERS portal and for next transactions he will not register again in the portal if he is making payment in same zone and accounting unit.
Railway Customer Registration Steps:
Enter mobile number and OTP received through SMS/E-Mail.
Click on firm name text box and the firm name, firm’s representative name, mobile no., address, email-id, zone, and accounting unit, and GSTIN will get auto uploaded.
Enter user ID and password with which railway customer will login into the MERS portal.
Click on Submit button. 
If user is successfully created, one customer ID is generated for the railway customer which will be unique for identification of the customer’s transactions.

[image: ]
Figure 9: Railway Customer Registration Form









Chapter 10: MERS Payment Module
Customer will login to the MERS portal for payment of their transaction. In payment modes there are two options as follows:
10.1 Online Payment: This option is for payment through SBI bank. If the Railway Customer chooses to make the payment in online mode, he must select online mode and click on ‘Pay Now’. He will be given two choices: whether he wants to make payment through challan at a SBI Bank Branch or whether he wants to make payment through Internet Banking. This is further defined in detail as follows:
10.1.1 Online SBI portal (Internet Banking): This is the internet banking option provided by SBI. User must login through their SBI login account and then confirm the payment. SBI’s system will confirm the receipt of payment to the customer. MERS will also make the same confirmation available to the concerned Railway Authority on his portal. After successful transaction Railway Customer will get status of transaction and can download the payment receipts status.
10.1.2 Challan: In this payment option, a challan will be generated for Railway customer along with unique transaction ID and other relevant details that he can download and print. A copy of challan will also be made available to the concerned Railway Authority on his portal. For this Railway Customer will select the other charges option from the payment options page given by SBI and can download the challan from SBI portal for further payment process. The customer will then go to SBI branch with the challan and make the payment. SBI will confirm receipt of payment through the system, which will be made available to the concerned Railway Authority on their portal.

Railway Customer’s Payment Steps for Online Payment Mode:
Railway Customer will login to the MERS portal through registered user ID and password.
After login the approved transactions list of that railway customer will be displayed.
First Customer will select the transactions for payment and then select online payment.
After selecting online payment option customer will click on ‘Pay Now’ button.
Customer will be redirected to SBI banking payment options page. He will then select net banking for SBI internet banking, Other payment modes for Challan mode of payment, and Multiple Options Payment System (MOPS) for net banking with other banks.
After selecting payment modes customer will be redirected to SBI payment gateway. Customer should follow bank instructions while confirming the payment process.
After completion of payment process customers will receive a payment response status (i.e. success, failed or pending)
Customers can also download the payment status acknowledgement in PDF option on payment status response page.

[image: ]
Figure 10.1: Payment Option Selection Screen after Railway Customer Login (Select transaction and online mode for online payment)
[image: ]
Figure 10.1.1: Online Payment Options Screen
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Figure 10.1.2: SBI Login Screen for Internet Banking

Figure 10.1.3: SBI Payment Confirmation Screen


Figure 10.1.4: Response Wait Screen for Double Verification


Figure 10.1.5: MERS Payment Status Response Screen



Figure 10.1.6: Acknowledgement Receipt Downloadable in PDF

10.2 Offline Payment: This option is for payment through Demand Drafts which will be directly submitted to zonal railways.
Railway Customer’s Payment Steps for Offline Payment Mode:
Railway Customer will login to the MERS portal through registered user ID and password.
After login the approved transactions list of that particular railway customer will be displayed.
Customer will select the transactions for payment and then select offline payment (demand draft).
After selecting offline payment option customer will click on ‘Pay Now’ button.
Customer will be then redirected to the DD details Entry screen.
Customer’s transaction details are auto populated on the DD details entry screen.
Customer will enter DD no., DD date, Bank IFSC code in the respective text boxes provided.
After entering Bank IFSC Code, when user clicks on drawn on bank textbox all the details related to bank are auto populated.
Enter DD amount and click on submit button.
DD details will be saved in the system.
The saved DD details will then be reflected to the Railway supervisory level for further verification process.
Railway supervisor will login into the MERS portal and click on the Verify Offline payment in the sidebar menu. In this he will select the Submission of DD. 
In submission of DD option, Railway supervisor will verify the DD details and enter the DD receiving date and then click on submit.
Next he will select credit received option from the same menu. In this he will enter the credit received date and click on submit.

[image: ]

Figure 10.2: Payment Option Selection Screen after Railway Customer Login (Select transaction and offline payment mode for offline payment)

Figure 10.2.1:  Offline Payment (DD Details Entry Screen)




Figure 10.2.2:  Offline Payment (DD Details Verified by Railway Authority supervisor and enters DD received date)


Figure 10.2.3:  Offline Payment (Enter Credit Received after DD submission Screen)




Chapter 11: MERS MIS Reports for Railway Officials
MIS reports utility is provided for all the Railway officers and supervisor level authority only for data analysis purpose. Railway officer logs in to the MERS application by selecting Railway Authority as user type. Then he/she should select the MIS Reports link given in the sidebar menu. After that he/she can click on the report icons given on the screen according to the requirement.


Figure 11: MIS Reports Screen







Chapter 12: MERS MIS Reports for Railway HQ Books Section
MIS reports utility is provided for all the Railway officers of Railway HQ Books Section only for data analysis purpose. Railway officer of HQ books section are not allowed for entry of sanctioned receipts and also not for approving the receipts entered in MERS portal. For login into MERS, authorized HQ books section enters their user ID and password by selecting Railway Authority as user type. Then he/she should select the MIS Reports link given in the sidebar menu. After that he/she can click on the report icons given on the screen according to the requirement.
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Figure 12: MIS Reports Screen
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