Government of India
Directorate of Estates
Nirman Bhawan, New Delhi

Dated: 19-08-2011

Subject: How to use License Fee Recovery Posting System for DDO

Objective:

With a view to introduce online posting of License Fee Recovery Schedules by Drawing
& Disbursing Officer (DDO) of Government Department / organization, this system has
been put in place. The system allows DDO who is using CompDDO software package of
NIC for Payroll related activities, to upload the monthly License Fee Schedule text file
generated through CompDDO, and send it to the eAwas system of Directorate of
Estates.

Note:- This facility is only for uploading of License Fee Recovery Schedules data file from
Comprehensive DDO (Payroll) Package promoted by NIC.

Pre-requisites:

Please note that for using this Automated System of License Fee Recovery Posting
System for DDO, you must satisfy the following condition:

e You must have DDO ID (12-digit) and Password allotted by the Directorate
of Estates.

Steps for using the system:

Step 1: Open the website http://estates.nic.in and you will get following screen :-
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You have to click on “Server 2” link shown on the left side of the above screen in House
Allotments section to go to the URL http://gpra.nic.in for accessing the License Fee
Recovery Posting System.

After clicking on “Server 2”, you will be directed to http://gpra.nic.in and you will get
the following screen:-
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You have to click the city applicable to you in the above screen. Suppose you clicked on
“DELHI” then you will get the following screen:-

ALOVEAT ardtn g A1 TYDE 3 H0une 0N Now MDY W T | Haune Moo AIdkants min
Gratde Moy of Fon TEOE con oo appiy f2r Tepm € bhauem g Bivh sppbeserts et f2 1 ot
DF 30090 a0t 1150 D D000 sle 41 Esnes

LCTHEE FER IECHWERY FOSTING NYSTIM FOR DOO

new delhi

To go to the page for License Fee Recovery Posting System, you have to click on
provided link on above screen named “LICENSE FEE RECOVERY POSTING SYSTEM FOR
DDO” in red background.

By clicking on it you will get the following screen:-
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License Fee Recovery Posting System for DDO

Click on “Login ID Request” button for seeking DDO ID and Password; then you will get
the following screen:-
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Note:- All DDOs who have already been issued DDO ID and Password need not re-
submit fresh request for DDO ID Account Activation. Only those DDOs need to submit
this Request who have not been issued DDO ID and Password.

Please enter the required information and press the “Submit” button for getting your
Registration for DDO ID and password completed. Please note down your Request ID.

Finding Office ID:

You can get 10-digit Office ID from Occupants tab in GPRA website as follows:
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Print your Request Slip:

Print your Request Slip and submit it to the Directorate of Estates for Activation of your
Account as follows:
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Please fill Request ID and you can print your report as below:-
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You have to submit personally the above report to Directorate of Estates for getting

DDO ID and Password.

After getting the DDO ID and password you can sign-in to your account for accessing the

system.

Step 2: Enter your DDO ID and Password. Click on the Sign in.
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If your DDO ID and Password are correct and get authenticated by the system, you will
enter into the secured area of the License Fee Recovery Posting System For DDO as
below:-
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Use the above screen for uploading text files of license fee recovery for respective
months as below:-
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You have to select the required text file to be uploaded to Directorate of Estates for
License Fee Recovery and select the month for which you want to upload the license
fee and you can give the pay bill description or any comments for future use as
below:-
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After completing the description you have to click on “Upload” button to upload the
selected text file for respective month to Directorate of Estates and you will get the
following screen:-
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If your text file is correct for uploading, then you can send it to Directorate of Estates
by clicking on “Send” button on screen.

After sending, you cannot change or re-upload the sent file and you will get
following screen:-
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If your file status is “uploaded” instead of “sent” then you can re-upload the desired
file as many times as you want by clicking on”Reupload” button provided on screen
as below:-
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You have to select the desired file to be re-uploaded to Directorate of Estates and
month will be automatically indicated to you because the text file for this month is
already uploaded, you can change only file not month, you can change the
description according to you and click on “Reupload” button and you will get screen
as below:
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You can see the data of uploaded and sent text files by clicking on “Download”
button which is provied on screen as below:
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You can change your existing password for security reasons by giving another
password than existing one by clicking on “Change Password” button on top of the
main screen as below:-
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