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Step 1: In the expenditure tab, select Workflow Config-Bill Submit Tile. 

 

Step 2: Click on the DDO dropdown to select the DDO 
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Step 3: Select the DDO 

 

Step 4: Select the Applications tab 
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Step 5: Select Plus (+) icon  

 

Step 6: Select the Function F4 

 

 



 

P a g e 5 | 
26 

 

FINANCE DEPARTMENT GOV OF A.P  

Step 7: Search for 91 Code and select USC No Confirmation 

 

Step 8: Select the Position F4 
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Step 9: Select the Position 

 

Step 10: Select the checkbox and click on the save button.  
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Step 11: Click on Save 

 

Step 12: Application will be assigned to the selected DDO 
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Step 13: In the expenditure tab, select Workflow USC No Confirmation 

Tile. 

 

Step 14: If the USC No Confirmation tile is not available, then go to the 

App Finder. 
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Step 15: In the search bar, enter the USC No. Then the USC No Confirmation 

tab will be displayed. Click on the pin icon. 

 

Step 16: Select the Expenditure  
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Step 17: Select the F4 option 

 

 

Step 18: Select DDO Code 
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Step 19: Click on Submit 

 

Step 20: Table will be displayed 
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Step 21: Select the USC No checkboxes and click on confirm Button 

 

Step 22: Complete the Aadhaar Biometric Authentication 
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Step 23: Click on OK 

 

Step 24: The status of the confirmed USC No will be updated as shown 

Below
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Step 25: The checkboxes cannot be selected because the USC number is 

already confirmed. To remove the confirmed USC number, please use the 

Delete button 

 

Step 26: Please provide the reason and Click on OK 
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Step 27: Aadhaar Biometric/Iris Verification is successfully authenticated. 

 

Step 28: Click on OK 
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Step 29: Select the USC No checkboxes and Click on Remove Button 

 

Step 30: Please provide the reason and Click on OK 
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Step 31: Aadhaar Biometric/Iris Verification is successfully authenticated. 

 

 

Step 32: Click on OK 
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Step 33: Click on the Add + Icon Button to add new USC No 

 

 

 

Step 34: Select Discom 
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Step 35: Click on OK 

 

 

Step 36: Now you can add the new USC No  
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Step 37: To change the Selected Discom Click on clear button 

 

Step 38: Data will be refreshed 
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Step 39: Enter the USC No  

 

 
 

 

 

Step 40: USC No data will be displayed 
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Step 41: select the check box  

 

 
 

 

Step 42: Please provide the reason, and Click on OK 

 

 
 

 



 

P a g e 23 | 
26 

 

FINANCE DEPARTMENT GOV OF A.P  

Step 43: Complete the Aadhaar Biometric Authentication 

 

 

 

Step 44: Click on OK 
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Report 

Step 45: Click on the Report button  

 

Step 46: Data will be displayed 
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Step 47: In Report, we will see the data against the selected DDO  

 
Step 48: Click on Excel Button to download the displayed data 
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Step 49: Excel will be downloaded 

 
 


