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Virtual Personal Deposit Account 

 Procedure to Login to VPDA – Visit Website of Mahakosh 
 

 Visit the website MahaKOSH on any web browser. Then Click on MahaKOSH Link.  
  

 

 
 
 
 
 
 
 
 
 
 
 
 

 
 

 Procedure to Login to VPDA – Visit BEAMS Portal 
 

 MahaKOSH website will open. Then Click on BEAMS Link. 
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Virtual Personal Deposit Account 

 Procedure to Login to VPDA – Login to VPDA System 

 

 BEAMS (Budget Estimation, Allocation & Monitoring System) website will open. 
Then Click on VPDA link. 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 Procedure to Login to VPDA – Click on Login Tab 
 

 VPDA (Virtual Personal Deposit Account) website will open. Then Click on Login 
Tab. 

 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

 

 



 
 
 
 

 

VPDA User Manual For Surrender Of Expired Amount (DDO Level - Surrender)  Page 3 
 

Virtual Personal Deposit Account 

 Procedure to Login to VPDA – Login to User Login 
 

After Click on Login, VPDA Login page will show.  
 

Login to Assistant login for Procedure of Surrender Amount. 
 

Enter User ID, Password, and Captcha. And then Click on Login Button. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

 Procedure to Surrender the Expired Vouchers. 
 

After login to Assistant Login, Home Page will open.  
 

 To see Vouchers which have crossed valid up to date or Vouchers which are 
expired are displayed for surrender, Click on Surrender tab. 
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Virtual Personal Deposit Account 

 Procedure to Generate Credit Note to Surrender the Expired Voucher 
 

 After Clicking on Surrender tab, List of Expired Voucher/s will show (See below 

Screenshot). 

 
 

 List of Expired Voucher includes Unique ID – Payment Scheme – Object Code – 

Voucher No – Voucher Date – Auth No – Valid upto – Voucher Amount – Spent 

– Surrendered Balance – Balance to Be Surrender – Status.  

 

 List of Expired Voucher also includes All, Approved, Pending and Rejected tabs. 

 

 To generate Credit Note of Expired Voucher, Click on Unique Id which the user wants 

to Surrender the amount.  
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Virtual Personal Deposit Account 

 
 

 After clicking on Unique ID, Credit Note Details/Information will show to generate 
the Credit Note. 

 
Credit Note will show VPDA Admin – Designation – Scheme Code – Treasury Code 

– Treasury Name – Voucher Amount – As Reduction In Expd. – Minor Head – 

Receipt Major Head – Receipt Code – Balance to be Surrender.  (See Below 

Screenshot) 

 
User has to check and confirm the amount and details mentioned in the Credit 

note. 
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Virtual Personal Deposit Account 

 Procedure of Submission of Credit Note of Expired Voucher to DDO 
for Approval of Surrender from Assistant Login 

 

 After checking the details of Credit Note, if the details given in the Credit Note are 

correct, then click on Surrender Button. (See Below Screenshot) 

 

 

 

 

 

 

 

 

 

 

 

 

 

After Clicking on Surrender, Credit Note will be submitted to DDO for Approval. 

Logout from the Assistant Login and then login to Final Login for approval of Credit 

Note of Surrender. 
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Virtual Personal Deposit Account 

 Procedure to Approve the Surrendered amount – Login to Final Login 
 

This is the Final Login Dashboard. Vouchers which are submitted for Surrender at 
Assistant Login, will be available for Approval at DDO Login. 

 

 Click on Approve Surrender Tab. 
 

 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 

Approve Surrender will show the List of Pending Surrender. 
 

The List of Pending Surrender will show Credit Note No. – Voucher Auth No. – 
Voucher No. – Voucher Date – Payment Scheme Code – Credit Receipt Scheme 
Code – Surrender Amount – Surrender Date – Status – PDF View. 
 

 To Approve the Surrender amount, Click on Credit Note No. (See Below Screenshot) 
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Virtual Personal Deposit Account 

 Procedure to Approve the Surrendered Amount 
 

 After Clicking of Credit Note No., user will be directed to the Surrender / Approve 
 

After Clicking on Credit Note No., The Approve Credit Note will show. (See below 

Screenshot) 

The Approve Credit Note will show, Surrender Id – Credit Note No. – Voucher 

Auth No. – Voucher No. – Voucher Date – Payment Scheme Code – Credit Receipt 

Scheme Code – Surrender Amount – Surrender Date.  

DDO has to check and confirm the details mentioned in the Credit note. 

 If the details given in the Credit Note are correct, then click on Approve Button. 
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Virtual Personal Deposit Account 

 Procedure to take Printout of Credit Note of the Surrendered 
Amount 

 
 

 After clicking on Approve Button, the Credit Note will be electronically submitted 
to Treasury/Sub Treasury. User has to take a printout of the Credit Note and DDO 
has to sign on Credit Note.  
 

 After Signing the Credit Note, DDO has to physically submit the Credit Note to 
Treasury/Sub Treasury. 

 

 Facility of Viewing and downloading of PDF copy of Credit note is available at 
Final Login. 

 

Final Login-> Approval Surrender-> Approved tab -> Click on PDF icon  
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Virtual Personal Deposit Account 

 View of Credit Note  
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Virtual Personal Deposit Account 

 Procedure to submit Physical copy of Credit note to the 

Treasury/Sub Treasury. 
 
 

 After taking printout of the Credit Note, the Hard copy of the Credit Note duly 
signed by the DDO have to be submitted to Treasury/Sub Treasury for Approval 
of Surrender. 

 

 Treasury/Sub Treasury will not approve the Surrendered Amount, unless and 
until the signed copy of the Credit note is not submitted to the Treasury/Sub 
Treasury. 
 

 After Submission of Physical copy of Credit Note, Treasury/Sub Treasury will 
approve the surrendered amount. 
 

 Contact your Treasury/Sub Treasury for Approval of Surrendered Amount.  
 

 
 

  

*(Please Note, Approval of Surrendered Amount cannot be completed without 
submission of Signed copy of the Credit Note to Treasury/Sub Treasury.) 
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Virtual Personal Deposit Account 

 Procedure to Login to VPDA – Visit Website of Mahakosh 
 

 Visit the website MahaKOSH on any web browser. Then Click on MahaKOSH Link.  
  

 

 
 
 
 
 
 
 
 
 
 
 
 

 
 

 Procedure to Login to VPDA – Visit BEAMS Portal 
 

 MahaKOSH website will open. Then Click on BEAMS Link. 
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Virtual Personal Deposit Account 

 Procedure to Login to VPDA – Login to VPDA System 

 

 BEAMS (Budget Estimation, Allocation & Monitoring System) website will open. 
Then Click on VPDA link. 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 Procedure to Login to VPDA – Click on Login Tab 
 

 VPDA (Virtual Personal Deposit Account) website will open. Then Click on Login 
Tab. 
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Virtual Personal Deposit Account 

 Procedure to Login to VPDA – Login to User Login 

 
 

After Click on Login, VPDA Login page will show.  

1st Login to Final/ DDO Login for Procedure of Mark for Surrender. 

Enter User ID, Password, and Captcha. And then Click on Login Button. 
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Virtual Personal Deposit Account 

 Procedure to Mark for Surrender  
 

 User has to first mark for surrender the Voucher/s which have not crossed valid 

up to date or are not expired through Mark for Surrender Option in Final Login. 

 All the vouchers which have not crossed valid up to date or are not expired are 

displayed for surrender under Mark for Surrender option. Administrator has to 

carefully select the voucher for surrender before expiry with remark. 

 If any voucher is /are wrongly marked for Surrender by clicking on the Mark for 

Surrender option in VPDA, then user has to go for a lengthy and complicated 

procedure to change the marking of the Authorizations which is/are wrongly 

marked for Surrender in VPDA. 

 
After login to Final/DDO Login, Home Page will open.  
 
All the vouchers which have not crossed valid up to date or are not expired are 
displayed for surrender under Maintenance-> Mark for Surrender option.  
 

 To select the voucher to Mark for surrender, Click on Maintenance.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 

 

VPDA User Manual  For Voluntary Surrender Of Unexpired / Pre-mature Amount  Page 5 
 

Virtual Personal Deposit Account 

 After clicking Maintenance, Mark For Surrender option will Show., Click on Mark for 
Surrender option. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

In Mark for Surrender, Available Vouchers for Surrender Marking will show Select – 
Payment Scheme – Object Code – Auth No. – Voucher No – Voucher Date – Voucher 
Amount – Expenditure (Draft, Approved but Not Consolidated, Approved & 
Consolidated) – Balance – Valid Upto – Remark. 
 

  First Enter remark in the Remark section and select the voucher by clicking the 
checkbox and then click on Mark for Surrender.  
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Virtual Personal Deposit Account 

 
After clicking on Mark for Surrender, The expiry date for the voucher will updated as 
the date of marking the voucher for surrender. Such vouchers are then made available 
for credit note generation in assistant login. 
 
Logout from the Final Login and then login to Assistant Login for surrender. 

 

 Procedure to Surrender the Mark for Surrendered Voucher 

 
 

After login to Assistant Login, Home Page will open.  
 

 To see Vouchers which have marked for Surrender are displayed for surrender, 
Click on Surrender tab. 
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Virtual Personal Deposit Account 

 Procedure to Generate Credit Note to Surrender the Mark for 
Surrendered Voucher 

 

 After Clicking on Surrender tab, List of Expired Voucher/s will show (See below 
Screenshot). 

 

 List of Expired Voucher includes Unique ID – Payment Scheme – Object Code – 
Voucher No – Voucher Date – Auth No – Valid upto – Voucher Amount – Spent 
– Surrendered Balance – Balance to Be Surrender – Status.  
 

 List of Expired Voucher also includes All, Approved, Pending and Rejected tabs. 

 To generate Credit Note of Expired Voucher, Click on Unique Id which the user wants 
to Surrender the amount.  
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Virtual Personal Deposit Account 

 
 

 After clicking on Unique ID, Credit Note Details/Information will show to generate 
the Credit Note. 

 
Credit Note will show VPDA Admin – Designation – Scheme Code – Treasury Code 

– Treasury Name – Voucher Amount – As Reduction In Expd. – Minor Head – 

Receipt Major Head – Receipt Code – Balance to be Surrender.  (See Below 

Screenshot) 

 
User has to check and confirm the amount and details mentioned in the Credit 

note. 
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Virtual Personal Deposit Account 

 Procedure of Submission of Credit Note of Mark for Surrendered 
Vouchers to DDO for Approval of Surrender from Assistant Login 

 

 After checking the details of Credit Note, if the details given in the Credit Note are 

correct, then click on Surrender Button. (See Below Screenshot) 

 

 

 

 

 

 

 

 

 

 

 

 

 

After Clicking on Surrender, Credit Note will be submitted to DDO for Approval. 

Logout from the Assistant Login and then login to Final Login for approval of Credit 

Note of Surrender. 
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Virtual Personal Deposit Account 

 Procedure to Approve the Surrendered amount – Login to Final Login 
 

This is the Final Login Dashboard. Vouchers which are submitted for Surrender at 
Assistant Login, will be available for Approval at DDO Login. 

 

 Click on Approve Surrender Tab. 
 

 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 

Approve Surrender will show the List of Pending Surrender. 
 

The List of Pending Surrender will show Credit Note No. – Voucher Auth No. – 
Voucher No. – Voucher Date – Payment Scheme Code – Credit Receipt Scheme 
Code – Surrender Amount – Surrender Date – Status – PDF View. 
 

 To Approve the Surrender amount, Click on Credit Note No. (See Below Screenshot) 
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Virtual Personal Deposit Account 

 Procedure to Approve the Surrendered Amount 
 

 After Clicking of Credit Note No., user will be directed to the Surrender / Approve 
 

After Clicking on Credit Note No., The Approve Credit Note will show. (See below 

Screenshot) 

The Approve Credit Note will show, Surrender Id – Credit Note No. – Voucher 

Auth No. – Voucher No. – Voucher Date – Payment Scheme Code – Credit Receipt 

Scheme Code – Surrender Amount – Surrender Date.  

DDO has to check and confirm the details mentioned in the Credit note. 

 If the details given in the Credit Note are correct, then click on Approve Button. 

 

 

 

 

 

 

 

 

 

 

 

 
 
 
 
 
 
 
 

 



 
 
 
 

 

VPDA User Manual  For Voluntary Surrender Of Unexpired / Pre-mature Amount  Page 12 
 

Virtual Personal Deposit Account 

 Procedure to take Printout of Credit Note of the Surrendered 
Amount 

 
 

 After clicking on Approve Button, the Credit Note will be electronically submitted 
to Treasury/Sub Treasury. User has to take a printout of the Credit Note and DDO 
has to sign on Credit Note.  
 

 After Signing the Credit Note, DDO has to physically submit the Credit Note to 
Treasury/Sub Treasury. 

 

 Facility of Viewing and downloading of PDF copy of Credit note is available at 
Final Login. 

 

Final Login-> Approval Surrender-> Approved tab -> Click on PDF icon  
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 View of Credit Note  
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 Procedure to submit Physical copy of Credit note to the 

Treasury/Sub Treasury. 
 
 

 After taking printout of the Credit Note, the Hard copy of the Credit Note duly 
signed by the DDO have to be submitted to Treasury/Sub Treasury for Approval 
of Surrender. 

 

 Treasury/Sub Treasury will not approve the Surrendered Amount, unless and 
until the signed copy of the Credit note is not submitted to the Treasury/Sub 
Treasury. 
 

 After Submission of Physical copy of Credit Note, Treasury/Sub Treasury will 
approve the surrendered amount. 
 

 Contact your Treasury/Sub Treasury for Approval of Surrendered Amount.  
 

 
 

  

*(Please Note, Approval of Surrendered Amount cannot be completed without 
submission of Signed copy of the Credit Note to Treasury/Sub Treasury.) 
 

 


