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1. How to login into OPMS system 

 
Step 1) Open the internet/chrome browser, enter the URL http://45.114.246.65/, AP PMS portal will be 

shown as below. 

 

Step 2: Enter the Username and password. Click on “Login” button to login into the system. 

Step 3: As per roles of the user application menu will be shown. 

http://45.114.246.65/


2. How to create the OLD Data Entry 

 
Old Data Entry: For APPMS, we need to add, all ongoing works. 

Step 1) Login with OLD Data Entry user as per ULB’s. 

 
Step2) once you login with Old data entry user, below screen will be shown. 



1) Click on EPM-> Work List -> Old Work Entry. Old data entry screen will be shown as below. 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
2) Enter the work details as below: 

 

 
• Work Number: System will be created WIN no automatically. 

• Budget Year: Select budget year from drop down list. 

• Work Name: Enter the name of the work. 

• Work Nature: Select from drop down either Capital or Maintenance 

• Work Type: Select work type from dropdown list. 

• District: Select from dropdown list. 

• Scheme: Select from dropdown list. 

• Locality: Select from dropdown list. 

• Constituency: Select from dropdown list or type in the textbox. 

• Scheme: Select from dropdown list. 

• Work Source: Select from drop down list. 

• Latitude / Longitude / Road Length: Is optional field. 

 

3) Enter the Administrative Sanction details as below: 

 



• AS Approval No: Enter the Administrative Sanction no. 

• AA Cost: Enter the Administrative Sanction amount. 

• AA Date : Select AS Date from Calendar 

 

4) Enter the Technical Sanction details as below: 

 

 
• TS Approval No: Enter the Technical Sanction no. 

• TS Cost: Enter the Technical Sanction amount. 

• TS Date : Select TS Date from Calendar 
 

 

5) Enter the Tender details as below: 
 

• Tender Notice No.: Enter Tender no./ Notice no. 

• Tender Type: Select the Tender type like Item rate, Percentage, EPC etc. 

• As per tender type select Quoted information. 

 
6) Enter the WO details as below: 

 

• Agreement date: Enter Agreement date. 

• Agreement number: Enter Agreement number no. 

• Accepted Date : LOA accepted Date 

• Accepted Amount : Finalized Bidder accepted Amount 

• Work Order Date : 



• Work Order Number: 

• Commencement Date: 

• Completion Date: 

• Time limit in : In days/Months/Year select the value from dropdown 

• Time limit : enter the period 

• Contractor Id : 

• Actual Completion Date: 

 
7) Select the contractor: Click on blue mesh in select contractor, page will opened 

 

 
8) Click on add to add the new contractor. For existing you can search from list. 

 

 

9) Fill the contractor details and click on save. 



 
 

 
10) Import BOQ to the works. 

 

 
11) Fill the details in the BOQ excel sheet. Select the excel sheet from your machine. 

 

ItemNumb 
er 

 
Description 

Quantit 
y 

 
Rate 

 
Unit 

 
Total 

ParentRo 
w 

QuotedRate 
( Req if Item 
Rate only) 

1 Earth Work     -1  

1.1 
SubGroup Earth 
Work 

    

2 

 

1.1.1 Earth Work 
Item A -In DTP 2150 

120.2 
5 sqm 

258537. 
5 3 140.25 

1.1.2 Earth Work 
Item B - In DTP 2150 

245.4 
5 sqm 

527717. 
5 3 300.45 

1.2 SubGroup Earth 
Work A 

    

2 

 

1.2.1 Earth Work C - 
In DTP 2150 

345.3 
5 cum 

742502. 
5 6 345.35 



1.2.2 Earth Work D - 
In DTP 2150 

384.3 
8 cum 826417 6 345.38 

3 
TEST ITEM a 2150 

120.2 
5 sqm 

258537. 
5 -1 150.25 

4 
TEST ITEM B 2150 

120.2 
5 sqm 

258537. 
5 -1 160.25 

6 
TEST ITEM C 2150 

120.2 
5 sqm 

258537. 
5 -1 189.25 

6 
TEST ITEM D 2150 

120.2 
5 sqm 

258537. 
5 -1 160.25 

        

        

        

 

 
12) Fill the QuotedRate ( Req if Item Rate only) column in case of Item Rate Tender only. 
13) Click on save for save the work into the system. 



3. Create NEW AS 
Create Administrative Sanction 

 

 
Step 1) Click on EPM –> Work List -> New work from left menu. Below screen will be shown. 

 



Step 2) Enter work name, select the Fin year from drop down list, enter the work type and Nature. 

Step 3) Click on Save button to Save the work. 

 

 
Step 4) once saved all the tabs, shown as below. 

 

 
Step 5) Select the Work Source from drop down list. 

Step 6) Click on blue mesh, to add the budgetary details. 



 

a) Select the Funding Agency from dropdown list. 

b) Select the Department from dropdown list. 

c) Select the Function/Cost center from dropdown list. 

d) Select the budget Head from dropdown list. 

e) Select the Sub scheme from dropdown list. 

Step 7) Click on save to save the budget details. Click on close button, to close the tab. 
 

Step 8) Click on Location tab and add the details. 

a) Click on blue mesh and select the Constituency from list. 

b) District will be shown automatically. 



c) Click on blue mesh and select the City from list. 

d) Click on blue mesh and select the Ward from list. 

e) Click on blue mesh and select the Locality from list. 

Step 9) Click on Cost Estimate tab, as shown below. 

 
 

 
Preparing Cost Estimate. 

Step 10) Click on yellow button to add the cost estimate, details page is shown. 

Step 11) Click on Add button, options shown for add item in estimate. 

Step 12) Select the SOR Item option for adding item from SOR library.



 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
a) Adding SOR Item 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Step 1) Select the SOR, from dropdown list. 

Step 2) Select the Chapter from drop down list and click on search button. All items with 

concern chapters are shown. 

Step 3) Click on check box in front of the items, those wants to add in estimate. 

Step 4) Click on OK button to add in estimate. 



b) Adding NON SOR item in estimate. 
 

Step 1) Select the Add Item option, from dropdown list. New window will be open for add item. 

Step 2) Select the unit group and unit master from drop down list. 

Step 3) Enter the rate for the item. 

Step 4) Click on Save button to save the item. 
 

Step 13) After adding items cost estimate page shown as below. 
 

Add the quantity for the item. 

a) Direct quantity addition. 

Step 14) Click on quantity to add the direct quantity in AS, item. 



Step 15) Click on Save to save the quantity. 
 

b) Measurement for the item. 
 

 
Step 16) Click on blue mesh, in last of the item row, option list is shown. 

 

 
Step 17) Select the option measurment, measurment window will be opened. 

Step 18) Clik on add button to add the multiple row for the measrments. 



 

Step 19) Enter the description for measurment row,add the nos,add the Length/Width and 

Depth. Click on save to save the measurments. 

Step 20) Close the window to see the measured quantity against the item. 
 

Step 21) Items which done the measurments are shown in cyan color. Click on back to estimate 

page. 



 

Adding Overheads to the estimate. 

Step 22) Click on overhead yellow button to add the overheads. 
 

Step 23) Click on Add row to Overhead row. 
 

a) Click on overhead row, list of overheads are shown select the overhead. 

b) Click on L/P column in row , option Percentage / Lumsum is shown, select the 

option. 

c) In value column, enter the value. 

d) Based on : Drop down list shown, select the basic cost/Cummulative/Custom option. 

e) Multiple overheads can add,by adding the rows. 

f) Click on Save to save the overhead details. Click on close. 



Step 24) Prepared Cost estimate is shown below. 
 

Step 25) Click on reports button for various estimate reports. 
 

 
Adding Note sheet comments. 

Step 26) Click on general tab, docket. There is option for Note sheet (external), click on arrow symbol. 
 
 
 
 
 
 

 

Step 27) Add the comments in notesheet and click on save button, to save. Click on Close button. 



 
 

Send forward: 

Step 28) From general tab, there is option for “Send forward” , for sending the proposal to next higher 

Authority. 

Step 29) Click on Send forward button, window will be opened. Next reporting officer will be show in 

send to, as per workflow configure in the system. 

Step 30) Enter the reference no, add the short comments and click on Send button. 



 

Step 31) As per proposal movements, system will create the workflow automatically. 
 

 

 

 
AS approval 



4. Technical Sanction 
Preparing Technical Sanction – Detailed Estimate 

• To Prepare a Technical Sanction, system provides below options to the user 

o Prepare a new cost estimate from scratch using the same steps as for AS -> Cost estimate prepartion. 
o Directly import the sanctioned AS cost estimate in to the TS. 

o Importing the items from an already created Template in estimate. 

 

Step 1) Go to Technical Sanction left menu -> technical sanction, work list is opened. 
 

Step 2) Click on work, details of technical sanction is opened. 



 

Step 3) click on the Mesh symbol to proceed. 

• Below screen will be displayed with the various details along with the list of dockets required for Technical 
Sanction. Detailed Estimate is one of the dockets for TS for which the user has to prepare the Detailed Estimate. 

• Click on the “Detail Estimate” tab. 

 

a) Import AA 



Step 4) Click on the “Import AA” button to import the items from the Approved AS. 
Step 5) As you can see the Basic cost is 0 before we’ve imported the AS estimate. 

 

Step 6) Click, on import AA button,pop up window will be opened, follow the below steps to Import the items into 
the Technical Sanction 

• Select Work Name. 

• Select Revision. 

• Select the Cost Estimate. 

• Click on Import Button. 
 

 

Step 7) The items will get imported and you can see the change in the “Basic cost”, add the overheads with same 

steps as we are adding in AS cost estimate. 



 
 

 
Step 8) Clcik on general tab, add the notesheet comments. 
Step 9) Click on send forward to send the TS to the next Higher Authority. 

 

Step 10) Repeat the above process until the TS going to Approval Authority, work flow will be created 
automatically in the system. 



 

Step 11) Approval of TS : Approve button shown in Approval Autghority console. 
 

Step 12) Click on Approve button. 

Step 13) Add the short comments and click to approve button to approve the TS. 



 
 



5. Tender document Creation 
Tender Document preparation 

We will now proceed for the procurement of works through the Tender Process. Tender Process includes Creation 
of Draft Tender Papers and Notice Inviting Tenders. 

 

Step 1) Create Tender document 

Creation of Draft Tender Papers involves capturing of various information required to create the Tender 
Document. 
Follow the below steps to create the Draft Tender Papers. 
Path: Login ->Tender Management -> Approved TS 

Step 2) Select the work for Tender creations 

• There are 2 tabs as displayed below and contains the work name of the tab i.e. Works Approved Tender Not 

Started” and “Works Approved Tender Started”. 

• Select a work from “Works Approved Tender Not Started” 

Step 3) Select the work from list and Click Add button and select the menu Add DTP. 

Step 4) Enter the DTP no, work category and click on Save. 
 



 

 
Step 5) Details of tender details is shown as below. 

 

 
Step 6) Add general Details : 

a) Add the registrtion class of the contratcor from dropdown list 

b) Enter the time for completion for the Tender excution. 

c) Enter the eligibility criteria for the contractor 

d) Click on Save the to save the general details. 

Step 7) Add the Standard Clauses in tender : 

a) Click on Standard clauses tab, the screen is divided into 2 sections, the Master Documents 
and the List of documents for the work. 



b) First time the list of documents for the work would be empty since you have not yet 
selected any document from the Masters. 

c) Select the documents from the Master Documents to be added into the Tender and click on the→ 

Arrow. 

d) Click on Save to save the documents. 
 

e) Selected documents from Standard Clauses are shown in tender Document(s) Tab. 
 

Step 8) Add Schedule B in the Tender. 
 



a) Click on Add Button to add BOQ. 

b) On click of Add button you will be displayed estimates created for that work in TS. 

c) If you want to merge similar items from both estimates to prepare 1 BOQ, select “Merge Similar 

Items”. 

d) Click on Right Arrow -> to add the estimate in tender. 
 

 

 
e) Select the Tender Type like ItemRate/Percentage rate /EPC from drop down list and click on 

Save. 

f) System will show you pop up message for updating tender parameters. 

Click on OK and Update button. 
 



 



 
 

Step 9) Adding Fees and Deposits details 

a) System will be shownTender form fees 

b) Enter the Processing fees 

c) Select the EMD percentage 

d) Select the Security Deposits heads and enter the value for initial and final recovery percentage. 



 
 



 
 

 
Step 10) By pass the Tender. 

As system will be integrated with AP E-tendering system, once the Tender is prepared it will be 
automatically goes to e-proceument system, till time department user need to bypass the tender. 

Step 11) Click on By Pass button from general tab. 



 

Step 12) Enter the resolution no, add the short comments and click on bypass button. 
 

 



6. Letter Of Acceptance (LOA) 
Step 1) Click on Contract Management -> Letter Of Acceptance 

Path: Contract Management-> Letter Acceptance. 

1. Click on name of work 

2. LOA details will be opened. 
 
 

 

 

 
Step 2) Click on Add Contractor buttton to add the finalised contractor.Contractor master page will be 
shown. 

 

 

 
Step 3) Select the finalised contractor ,from the list,click on check box and click on OK button. 



 
 

 
Step 4) Add the EMD details , BID details like quoted percentage/rate as per tender tyepe Item 
rate/EPC/percentage type. 

Step 5) Automatically estimate and quoted amount is updated. 
 

 



Step 6) Click on Save to Save the LOA details. 

 

Step 7) Approval of LOA : Send the LOA upto approval authority. 
 

Step 8) Click on Approve button to approve the LOA. Select the Concern approval authority and click on 
approve button. 

 



7. Work Order (WO) 

 
Agreement: 

 

 



 

 
Work Order: 

Prepare the WO. 

Step1) Click in Contract Management -> Work order 
 

 

 
Step 2) Right side list of wo shown, Work will display on pending with me Tab 

Step 3) Click on work name details of WO will be shown as below. 

 
 

 
Step 4) Enter the details as below. 



• Work order no. will be system generated 

• Select the Work Order Date. 

• Select the agreement Status. 

• Enter the Agreement Number. 
 

 

• Select the Agreement date. 

• Select Date of Commencement. 

• Select Date of Completion. 

• Select Date of Handing Over. 

Step 5) Click on “+” sign in front of Receivable Deposit Details. 
 

• Enter the Purpose of the deposit details. 



• Enter the Amount, DD no. ,validity of that deposit and bank name 

• Click on Save to save and close the details. Repeat the process to add the remaining deposits. 
 

 
Step 6) Click on save button to save the WO details. 

 

 

 
Step 7) Click on Send forward to send the WO to the next authority as per workflow, upto the Approval 
Authority. 



Step 8) Approval of the WO : Approval authority will be approve the WO. 
 



8. How to Create MB 

Step1 : Click on “Add MB” , right side work list is shown 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Step 2: Click on work, Add Record entry Page is open. Click on Add RE button 

 
 
 
 
 
 
 
 

 
Step 3: Select Record entry date, Measurement from and Measurement to date by click on calendar 

button. Click on Save to Save record entry. 



 
Step 4: After save Record Entry shown as below. Click on Mesh, right side of the RE entry 

 
 
 
 
 
 

 
Step 5: After Click on Mesh, Estimate Page is opened. Click on Select Item. 

 
 
 
 
 
 
 

 
Step 6: BOQ item list is shown, select the item for measurements by click on Check box in front of item. 

Click on Select to add in estimate. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Step 7: Item list is shown. Click on mesh button, option list is shown, select measurement to add the 

measurement for that item. 



 
 
 
 
 
 
 
 
 
 

 
Step 8 : Enter the final measurement qty for concern item. Enter in Say quantity. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Step 9 : Click on Save and close. It will show in Item List. 

 
 
 
 
 
 
 
 
 
 
 

 
Step 10: Repeat the process for remaining item and New Record entry. 



 



9. How to create Abstract 

Step 1: Click on E-MB menu from left menu list. Right side all works are shown. Click on work. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Step 2: Click on Open New Bill for create new bill entry. 

 
 
 
 
 
 
 

 
Step 3: Enter Bill No. (RA Bill) , select Bill from date and click on save. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Step 4: Bill entry save. Click on mesh to add RE in the bill. 



 
 
 
 

 
Step 5: Click on Add Unbilled RE’s button to add the Recorded RE entry. 

 
 
 
 
 
 
 
 
 
 
 

 
Step 6: Message shown to confirm, to select Old Record entries in RA bill. 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
Step 7: Unbilled RE’s are shown, select the RE by click on check box and click on Save button. 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
Step 8: Selected RE’s are shown in list. Select the RE’s whose Abstract wants to create. 



 
 
 
 
 
 
 
 
 

 
Step 9: Abstract view will be shown as below. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Step 10: Click on Item Rate of the item, in case of part rate to the bill. Click on Rate following page is 

shown. 

 
In part can change the rate (tender rate), by click on current rate and click on Save to update the part 

rate. 

 
If user wants to change the quantity wise rate, he can change the quantity (equal to cumulative quantity) 

and rate of the entry. 

 

 
Step 11: Click on save to update. Click on close to close the Page, update shown in abstract. 



 
 
 
 
 
 
 
 
 
 
 
 
 

 
Step 12: Click on Back button it shown RE details. Click on back it shown bill details. 

 
 
 
 
 
 
 

 
Step 13: Click on Bill Number to open the details. Click on bypass button to offline approval of the bill. 

Offline Approval by click on Bypass: This is only for Ongoing Bill entry. 



 



Step1 : Click on “Add MB” , right side work list is shown 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Step 2: Click on work, Add Record entry Page is open. Click on Add RE button 

 
 
 
 
 
 
 
 

 
Step 3: Select Record entry date, Measurement from and Measurement to date by click on calendar 

button. Click on Save to Save record entry. 



Step 4: After save Record Entry shown as below. Click on Mesh, right side of the RE entry 
 
 
 
 
 
 

 
Step 5: After Click on Mesh, Estimate Page is opened. Click on Select Item. 

 
 
 
 
 
 
 

 
Step 6: BOQ item list is shown, select the item for measurements by click on Check box in front of item. 

Click on Select to add in estimate. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Step 7: Item list is shown. Click on mesh button, option list is shown, select measurement to add the 

measurement for that item. 



Step 8 : Enter the final measurement qty for concern item. Enter in Say quantity. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Step 9 : Click on Save and close. It will show in Item List. 

 
 
 
 
 
 
 
 
 
 
 

 
Step 10: Repeat the process for remaining item and New Record entry. 



10. How to create Abstract 

Step 1: Click on E-MB menu from left menu list. Right side all works are shown. Click on work. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Step 2: Click on Open New Bill for create new bill entry. 

 
 
 
 
 
 
 

 
Step 3: Enter Bill No. (RA Bill) , select Bill from date and click on save. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Step 4: Bill entry save. Click on mesh to add RE in the bill. 



 
 
 
 

 
Step 5: Click on Add Unbilled RE’s button to add the Recorded RE entry. 

 
 
 
 
 
 
 
 
 
 
 

 
Step 6: Message shown to confirm, to select Old Record entries in RA bill. 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
Step 7: Unbilled RE’s are shown, select the RE by click on check box and click on Save button. 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
Step 8: Selected RE’s are shown in list. Select the RE’s whose Abstract wants to create. 



 
 
 
 
 
 
 
 
 

 
Step 9: Abstract view will be shown as below. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Step 10: Click on Item Rate of the item, in case of part rate to the bill. Click on Rate following page is 

shown. 

 
In part can change the rate (tender rate), by click on current rate and click on Save to update the part 

rate. 

 
If user wants to change the quantity wise rate, he can change the quantity (equal to cumulative quantity) 

and rate of the entry. 

 

 
Step 11: Click on save to update. Click on close to close the Page, update shown in abstract. 



 
 
 
 
 
 
 
 
 
 
 
 
 

 
Step 12: Click on Back button it shown RE details. Click on back it shown bill details. 

 
 
 
 
 
 
 

 
Step 13: Click on Bill Number to open the details. Click on bypass button to offline approval of the bill. 

Offline Approval by click on Bypass: This is only for Ongoing Bill entry. 



11. How Import BOQ from Billing 

 
Step 1: Select Tender Items from Left menu list. Right side work list is shown. 

 

Step 2: Click on work name, Detail page is open. 

Step 3: Click on Import BOQ button, to import the BOQ from billing. 
 

Step 4: Click on select file and browse the BOQ file. Make sure that, your BOQ excel sheet column is as per shown 

in below. 
 



Step 5: Click on Import Button to import the excel sheet. It will overwrite the existing BOQ items. 
 

Items are available for make Record Entry and Measurements. 


