
User Guide for periodic lapsing of un-utilized funds – PD Account 
This application provides service to a PD account Administrator to undertake the process of lapsing 
unutilized funds on expiry of time limits prescribed by the relevant. On logging in the maker has to 
choose the bill type PD lapsing. The bill shall be an adjustment to the prescribed head of account: 

 

 

The PD Administrator’s DDO code would be the default DDO code. A list of probable HoAs to which the 
lapsing may be carried-out across all the departments has been mapped and it is displayed in the search 
criteria against the HoA. From the drop down, select the Head of account to be adjusted/credited. 

 

 

Then click on the following tab which is positioned in the right side top:  

 

Click on  

 



 

The following prompt appears. Download PD lapsing Template, in a prescribed ‘Excel’ format: 

 

 

 

Excel which we downloaded looks like below: 

It contains details of Bills/Challan through which amounts are credited to the PD account, amount spent 
out of the credit and the balance left over as of now. Head of Account which the credit is posted from, is  
also displayed in the last column. This guides the Administrator to choose appropriate head of account 



which the lapsing is to be carried out.

 

The following example shows, how the template looks like after posting the amount to be lapsed in the 
“ DISB AMT”column. 

 

 

Delete the HoA column in the above said prepared sheet and save it for uploading. Now browse the 
saved file  

 

System will display the line items which we uploaded. 



  

 

The remaining process is similar to expenditure bills processing. The bill moves to the treasury scrutiny 
wherever necessary and accounted for.  

 

 

 

 


