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1 General Information 

1.1 System Overview 

AIMS software module is a comprehensive Audit System 

designed to help the Organization a wide range of audit-related 

activities, data and processes.  The Audit Management System 

provides an end-to-end functionality for managing the complete 

audit life cycle including audit planning, scheduling and 

development of standard audit plans 

1.2 Conventions Followed  

In this user manual, the software buttons are represented as 

[BB uu tt tt oo nn ]]   (bold and bracketed). The Hyper links are represented as 

LL ii nn kk  (bold and underlined). And the text fields are represented as 

< T e x t >  ( italicised and bracketed).The lists are represented  as  

(Text)(bracketed). 
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2 Getting Started 

2.1  Logging In 

  In order to ‘Log in’ to AIMS, the user must  enter the < U s e r  

n a m e >  and < P a s s w o r d >  and click [[ LL oo gg ii nn ]] . The main menu 

screen is displayed if the user name and password entered by the user 

are valid. Figure 1 shows the Login Screen.  

 

Figure 1 – Login Screen 

 



AIMS                                                User Manual 

 

KELTRON - 10 - 

 

 

2.2 Main Menu 

  The Main menu screen consists of the following links as shown 

in the figure (Fig.2) below. The name of the user logged in will be 

displayed on the top -left end of the page. 

 

 

 

Figure 2 - Main Menu 
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 The icon labelled 'Audit Monitoring' displayed in the main screen 

used for monitoring Audit Plan,Monthly Plan, Draft Report,Final Audit 

Report,CAR,MIP,Charge/Surcharge and Audit . 

  The icon  labelled 'Audit Plan' displayed in the main screen  

used for creating audit plan. 

  The icon  labelled 'Audit' displayed in the main screen used for 

work distribution and notes entry.  

  The icon  labelled 'Audit Reports' displayed in the main screen 

used for creating draft report ,audit report,further report,further remark 

and adding institution reply . 

  The icon  labelled 'Charge/Surcharge' displayed in the main 

screen used for creating charge surcharge proposal. 

  The icon  labelled 'CAR' displayed in the main screen used for 

creating consolidated audit report. 

  The icon  labelled 'MIP' displayed in the main screen used for 

creating Memorandum Important Points(MIP). 

  The icon  labelled 'Endowment' displayed in the main screen 

used for endowment creation and processing . 
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3 Modules 

3.1 Audit Monitoring 

  This module is used for monitoring Audit Plan,Monthly Plan, 

Draft Report,Final Audit Report,CAR,MIP,Charge/Surcharge and Audit . 

On clicking the icon labelled 'Audit Monitoring' displayed in the main 

screen the below screen will be displayed: 
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Figure 3 - Audit Plan Monitoring 

 

   

  There are five tabs in the screen namely Audit Plan,Monthly 

Plan,Draft Report,Final Audit Report, CAR , MIP ,Charge/Surcharge and 

Audit. This screen (Fig.3) is the list of all audit plan details. The user can 

select the audit plan year from (Select Year)list. The user can view the  

details of audit plan  by clicking the link View shown in the page(Fig-3). 
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Figure 4 - Monthly Plan Monitoring 

 

    

  This screen (Fig.4) is the list of all monthly plan details. The user 

can select the monthly plan year from (Select Year)list. The user can 

view the  details of monthly plan  by clicking the link View shown in the 

page (Fig.4). 

                                                       

 

Figure 5 - Draft Report Monitoring 
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  This screen (Fig.5) is the list of all  draft report details. The user 

can select the  year and institution  from list. The user can view the  

details of draft report  by clicking the link View shown in the page(Fig.5). 

 

 

Figure 6 - Final Audit Report Monitoring 

 
  This screen (Fig.6) is the list of all  Final Audit report details. The 

user can select the year and institution  from list. The user can view the 

details of final audit report  by clicking the link View shown in the page. 
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Figure 7 - CAR Monitoring  

 
   

  This screen (Fig.7) is the list of all  Consolidated Audit Report 

details. The user can view the  details of  consolidated audit report 

details by clicking the link in the consolidated audit report year shown in 

the page. 
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Figure 8 - MIP Monitoring 

 

 
 
  This screen (Fig.8) is the list of all 'Memorandum Important 

Points' details. The user can view the details of memorandum important 

points   by clicking the link in the MIP year shown in the page. 
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Figure 9 - Charge/Surcharge Monitoring 

 

 
 

 
  This screen (Fig.9) is the list of all  Charge/Surcharge details. 

The user can select the  Audit Report Year from (Select the  Audit 
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Report Year) list and select type of proposal  from (Type of proposal 

)list. The user can view the  details of charge/surcharge  by clicking the 

link View shown in the page. 

 
 
 
 
 
 

 

Figure 10 - Audit Monitoring 

 

  This screen (Fig.10) is the list of all accounts audited details. 

The user can select the  year from(Select Year)list. The user can view  
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the details of account audited by clicking the link provided in the count  

of account audited shown in the page. The Figure-11  Shows the  

account audited during the selected year. The user can generate report 

by clicking the link Generate Report. 

 

 

 

Figure 11 - Accounts Audited Monitoring  

 

  The user can view the details of account due for auditing by 

clicking the link provided in the count  of account due for auditing shown 
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in the page. The Figure-12  Shows the  account due for auditing during 

the selected year. The user can generate report by clicking the link 

Generate Report. 

 

 

 

 

 

Figure 12 - Accounts Due For Auditing  

3.2 Audit Plan 
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        On clicking this icon  labelled 'Audit Plan' displayed in the main 

screen the below screen will be displayed. This module is for creating 

audit plan.  

 

 

 

 

 

  

 

Figure 13 - Audit Plan 

 



AIMS                                                User Manual 

 

KELTRON - 23 - 

 

   The user can select year from the list and add new audit plan  

by clicking the link Add New. 

 

 

 

 

 

 

 

 

Figure 14 - Audit Plan list 
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  The user can view the  details of audit plan  by clicking the link 

in   Year of Audit Plan  shown in the screen (Fig.14). 
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Figure 15 - Audit Plan update 

 
 
   On clicking the link provided in Year of Audit Plan, the  screen 

(Fig.15) shows the details of audit plan. The user can update audit plan  

by clicking the button [Update].The user can exclude institution  by 

clicking the button [Exclude]. 
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Figure 16 – Monthly plan  

 
  This screen (Fig.16) is the list of all monthly plan details. The 

user can view the  details of monthly plan  by clicking the link provided in 

the month shown in the page. 
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Figure 17 – Monthly plan details 

 
 

  The user can allot batch to an institution  by clicking the link 

AllotBatch. There is no link for the excluded institution  in the list. 
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Figure 18 – Batch Creation 

 
  On clicking the link AllotBatch,the screen(Fig.18) is displayed. 

This screen (Fig.18) is for batch allocation to an institution. The user can 

save batch  by click the button [Save].The user can Submit batch  by 

click the button [Submit] and delete batch  member by click the link 

delete. 
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Figure 19 – Audit plan and Monthly plan reports 

 
 

 

  This screen (Fig.19) is the list of all audit plan ,monthly plan 

used for report generation. The user can generate report by clicking the 

link Generate Report shown in the page. 
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3.3 Audit 

          

Figure 20 – Work distribution 

  This screen (Fig.20) is used for work distribution. The user can 

save  the work allotted to a batch member by clicking the button 

[Save].The user can  work allotted to a batch member  by clicking the 

button [Submit].The user can delete work allotted to a batch member by 
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clicking the link delete. The user can edit the work allotted to each  

batch member by clicking the link edit. 

 

 

 

 

Figure 21 – Notes Entry List 

 
 
 

  This screen (Fig.22) is used for Notes entry. The user can enter 

notes  by clicking the link Notes Entry  in the screen (Fig.21). On 
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clicking the link  the screen (Fig-22) displayed,user can add notes entry 

in this page . 

 

 

 

 

 

 

Figure 22 – Notes Entry 
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3.4 Audit Reports 

          On clicking this icon  labelled 'Audit Reports' displayed in the main 

screen,the below screen will be displayed. This module is used for 

creating draft report ,audit report,further report,further remark and reply . 

Figure 23 – Draft Audit Reports 

 
  This screen (Fig.23) is the list of all draft report details. The user 

can select the audit year ,AFS year and institution from list. The user can 

add data to  draft report by clicking the link in the AFS year. The user 
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can view the  details of draft audit report  by clicking the link provided in 

the institution name as shown in the Figure -23.  

  The user can submit draft report by clicking the button 

[Submit].The user can verify draft report by clicking the button 

[Verify].The user can send draft report to scrutiny by clicking the button 

[Scrutiny].The user can approve draft report by clicking the button 

[Approve]. 

Figure 24 – Draft Audit Reports details 

 

  The user can view each paragraphs by clicking the link view. 

The user can delete each paragraphs by clicking the link delete. 
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Figure 25 – Draft Audit Reports paragraphs 

 

 

  On clicking the link  view the screen (Fig.25) is displayed. This 

screen (Fig.25) shows the draft report paragraph. The user can add  

explanation  by clicking the link Explanation. The user can add  

explanation answer/question by clicking the link Add. The user can view  

explanation answer/question by clicking the link View. 
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Figure 26 – Final Audit Reports 

 
 
 

 

  This screen (Fig.26) is the list of all final audit report details. The 

user can select the audit year, AFS year and institution  from the list. 

The user can view the details of final audit report  by clicking the link 

provided in the institution name . The user can add data to final audit 

report by clicking the link provided in the AFS year. On clicking the  link 

provided in the AFS year the below  screen(Fig.27) displayed. The user 

can enter the report number in the <Enter Audit Report Number> field. 
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The user can select the paragraphs type and submit audit report 

paragraphs by clicking the button [Submit]. 

 

Figure 27 – Add Final Audit Reports paragraph 

 

 

  The user can view the details of final audit report  by clicking the 

link provided in the institution name in the screen (Fig.26).  
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Figure 28 – Final Audit Reports details 

  The user can submit final audit report by clicking the button 

[Submit].The user can approve final audit report by clicking the button 

[Approve].The user can close final audit report  by clicking the button 

[Close]. 
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Figure 29 – Further Reports 

 

  This screen (Fig.29) is the list of all institution reply details. The 

user can select the audit year, AFS year and institution from list. The 

user can add data to further report by clicking the link provided in the 

AFS year.  

 

 

 



AIMS                                                User Manual 

 

KELTRON - 40 - 

 

 

Figure 30 – Further Remarks 

 
 

  This screen (Fig.30) is the list of all institution reply details. The 

user can select the audit year, AFS year and institution from list. The 

user can add data to further remark by clicking the link provided in the 

AFS year.  

 
 

3.5 Charge/Surcharge   
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        On clicking this icon  labelled 'Charge/Surcharge' displayed in the 

main screen the below screen will be displayed. This module is used for 

creating charge surcharge proposal. 

 
 

Figure 31 – Charge/Surcharge proposal 

 
 

  This screen (Fig.31) shows all the Charge/Surcharge proposal 

List. The user can select the type of proposal from (Type of proposal) 

list. The user can select the audit report year from (Select Audit Report 

Year)list. The user can create new proposal by clicking the button 



AIMS                                                User Manual 

 

KELTRON - 42 - 

 

[Create Proposal].The user can edit details of Charge/Surcharge 

Proposals by clicking the link Edit Details. 

 
 
 
 
 

3.6 CAR 

                 On clicking the icon  labelled 'CAR' displayed in the main 

screen the below screen will be displayed. This module is for creating 

consolidated audit report. 

 
 

Figure 32 – Consolidated Audit Report 
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  This screen (Fig.32) shows all the consolidated audit report List. 

The user can proceed the proposal by clicking the link in the Year and 

also used for viewing the already prepared consolidated audit report.  

 
 

Figure 33 – Consolidated Audit Report list 

 
  This screen (Fig.33) shows all the consolidated audit report List. 

The user can create new consolidated audit report by clicking the link in 

the  Create New.  On clicking the link  Create New , shows all the audit 

report list. The user can select only one audit report from the audit report 

list at a time. 
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Figure 34 – Consolidated Audit Report creation 

 

  The user can add  audit report paragraphs  to consolidated audit 

report by clicking the link ADD to CAR . 
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Figure 35 – Consolidated Audit Report subjects 

 
  This screen (Fig.35) shows all the consolidated audit report 

subjects. The user can create new consolidated audit report subjects by 

clicking the link in the  Add New .The user can edit consolidated audit 

report subjects by clicking the link in the  Edit. 
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3.7 MIP 

                 On clicking this icon  labelled 'MIP' displayed in the main 

screen the below screen will be displayed. This module is for creating 

Memorandum Important Points(MIP). 

 

Figure 36 – Memorandum Important Points List 
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  This screen (Fig.36) shows all the Memorandum Important 

Points List. 

 

 

 

        

Figure 37 – MIP Creation 

     This screen (Fig.37) shows all the consolidated audit report 

paragraphs. The user can add consolidated audit report paragraphs  to 

Memorandum Important Points by clicking the link Added to MIP . 
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Figure 38 – Add details to Memorandum Important Points 

                                This screen (Fig.38) shows all the  Memorandum 

Important Points. The user can add institution reply, received actions  

present status and questionnaires. 
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Figure 39 – Factual Verification Report 

 
  This screen (Fig.39) is used for creating Factual Verification 

Report .The user can select the audit year from (Select Year)list. The 

user can enter the updated audit paragraphs. 
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Figure 40 – Memorandum Important Points reports 

 
 
 

  This screen (Fig.40) shows all the   Memorandum Important 

Points. The user can  select year from(MIP OF YEAR)list. The user can 

print Memorandum Important Points by clicking the printer image.  
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3.8 Endowment 

        On clicking this icon  labelled 'Endowment' displayed in the main 

screen the below screen will be displayed. This module is for 

endowment creation and processing . 

 

Figure 41 – Endowment request 

 
 

  This screen (Fig.41) shows all the endowment request. The 

user can view the  endowment request details by clicking the link in the 

Name of Endowment in the page. 
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Figure 42 – Endowment List(general Fund) 

 
  This screen (Fig.42) shows all the endowment (General 

Fund)requests. The user can view the endowment (general Fund) 

details by clicking the Endowment Name where the link is provided. 
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Figure 43 – Endowment List(Amalgamated Fund) 

  This screen (Fig.43) shows all the endowment (Amalgamated  

Fund)requests. The user can view the  endowment Amalgamated  

Fund) details by clicking the Endowment Name where the link is 

provided. 
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Figure 44 – Fixed Deposits 

  This screen (Fig.44) shows all the Fixed Deposits. The user can 

view  Fixed Deposits details by clicking the link in the Fixed Deposit 

Number. 
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Figure 45 – Interest Received 

  This screen (Fig.45) shows all the interest received. The user 

can select the  Fixed Deposit Number from(FD No.)list. The user can 

also select the  year from (Select Year)list. The user can enter FD 

interest amount  in the <Enter the FD interest> field. The user can enter 

cheque date in <Cheque Date> field. The user can enter cheque 

number in <Cheque No.> field. The user can enter issue date in <Date 

of Issue> field.  The user can submit the fixed deposit interest amount 

by clicking the button [Submit]. 
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Figure 46 – Interest Request List 

 This screen (Fig.46) shows all the interest requested. The user can 

add  request by clicking the link Add New .By clicking the link shows 

screen (Fig.47) . 
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Figure 47 – Interest Request 

 This screen (Fig.47) used for add the interest request .The user can 

add details of request in this screen. The user can select the endowment 

name from (Name of Endowment)list. The user can enter request 

amount  in the <Requested  Amount> field.  
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Figure 48 – Interest Issued 

 

 

  This screen (Fig.48) shows all the interest issued. The user can 

select the CE.No from (CE.No) list. The user can issue  interest by  

clicking the [Submit] button. 
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Figure 49 – Search endowment. 
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 This screen (Fig.49) used for searching endowment .The user can 

search using different parameters like year,CE No.,FD No.,Name of 

Endowment and Name of Bank. 

 

 

 

 

 

Figure 50 – Endowment reports. 
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  This screen (Fig.50) used for report generation. The user can 

generate endowment request ,general fund endowment, amalgamated 

fund endowment and fixed deposit reports by using different parameters. 

 

3.9  Setups 

                              On clicking the setup image  in the main screen the 

below screen will be displayed.  

 
 
 

Figure 51 – Institution Setup 
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   The user can select the institution  from (Select Institution)list. 

The user can select the panchayat  from (Select Panchayat)list. The 

user can enter the name of institution in the <Enter the Name of 

Institution> field. The user can submit institution  by click the button 

[Submit]. 

 

Figure 52 – Institution Setup Hierarchy 

  This screen (Fig.52) is used for adding Grama panchayat   

under  Block panchayat .The user can select the Block panchayat  from 

(Select panchayat)list. The user can add Grama panchayat   under  
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Block panchayat by selecting the Block panchayat and clicking the 

button  [Update]. 

 

 

 

Figure 53 – AFS setup institution list. 

                              This screen (Fig.53) list all institution AFS status. On 

clicking the link in  the institution name the user can add AFS year and 

AFS status. On clicking the link in  the institution name,the  screen 

(Fig.54) displayed. 
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Figure 54 – AFS setup update 

 

  On clicking the button [Update] the user can update AFS year 

and AFS status. 
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Figure 55 – Privilege Setup. 

 

    This screen (Fig.55) used for user privilege setting. The user 

can edit the privilege of users by clicking the the link Edit. 
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