
 

                     GOVERNMENT OF ANDHRA PRADESH
 DIRECTORATE OF TREASUIES AND ACCOUNTS, MANGALAGIRI
 
Cir.Memo.No.FIN02-160134/5/2023-F SEC-DTA   Dt:28/06/2023
 
Sub: T & A Dept.,- DTA-NPS-New PRAN Generation Tile in HERB portal  
        -Instructions-Reg.

Ref:- Documentation of New PRAN generation Tiles, received from APCFSS 
        Authorities.
                                                       ****

                 Personal  attention of  all  DTAO’s,  ATO’s & STO’s in the state is
drawn to the subject and reference cited. It is to inform you that as a part of roll
out of HERB portal, a new module is developed for the generation of PRAN
Accounts  for  the  New  Employee  and  Existing  Employee  in  the  State
Government who have not obtained PRAN Account.

                   In this connection, the new procedure for the generation of new
PRAN numbers for the new employee and existing employee is enclosed below
for ready reference. Further,  in this regard, the existing offline procedure for
generation of New PRAN through Annexure-S1 to CRA facilitation centers is
no  longer  needed  and  acceptance  of  Annexure-S1  form  the  Drawing  and
Disbursement Officers in physical mode should not be entertained at Treasury
offices in the state from now onwards.                   

                    Hence, all the District Treasury Accounts officers of DTAO in the
State are  hereby  instructed  to  adopt  the  New procedure  for  PRAN Account
generation  developed  in  Herb  Portal  and  shall  take  necessary  action  to
communicate  these  instructions  to  all  the  Divisional  Sub  Treasuries  /  Sub
Treasuries  /  Drawing  and  Disbursing  Officers  under  their  jurisdiction  by
prominently displaying in their Notice Board as well as by way of any other
possible  communication  and see  that  these  instructions  are  strictly  complied
with.                                                                                                              

                                                                           N. Mohana Rao            
Encl:As above                                     Director of Treasuries and Accounts
To

All the DTAOs/ Assistant Treasury Officers / Sub Treasury Officers in the State
(through FTP),  with a request  to direct the same to all  the Drawing and
Disbursing  Officers  under  their  jurisdiction by  prominently  displaying  in
their Notice Board as well as by way of any other possible communication.
Copy  to
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1).  The  Pay  and  Accounts  officer,  Mangalagiri,  AP  for  information  and
necessary  action.
2).  All  the  Resource  persons  at  the  District  Treasuries  (through  FTP)  for
their personal attention.
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USER MANNUAL

FOR

New Employee

APPLYING FOR ALL SERVICES AND ONE TIME REGISTRATION FOR
APGLI, EHS AND PRAN NUMBER



The DDO will log in to HERB Portal, by giving the URL www.herb.apcfss.in in the address bar.
The DDO will give the Username and will click on ‘Go’ button, now a new field will be shown
below asking for the Password. Once the DDO enters the validated password he/she
successfully navigates to the ‘Dashboard’.

In the Dashboard, the DDO selects the ‘Master Data’ tab. After scrolling down under the
‘Master Data Update’ sub head, he/she will click on ‘Add New Employee’ tile.



Now the DDO is redirected to ‘New Employee ID Proforma’ page. Under basic details, Aadhar
number is asked for e-kyc process. The DDO will enter the employee ‘Aadhar Number’ and will
check mark the declaration and proceeds for E-Sign.

The DDO will ask for two modes of e-sign, one is biometric based and the other is ‘e-astakshari’
Aadhar OTP based. The DDO will select the comfortable feature and will proceed further.



After successful ‘e-kyc’ employee data will populate as below, the DDO will verify the Aadhar
details of the employee and will click on ‘Confirm’ button.

Now under the basic details tab in the application, user will add the valid details of the
employee like the name, date of birth, surname, community details etc., under the personal
details. The above details are followed by employment and pay details like employee group,
PRC category, pay scale group etc., this is followed by File uploads like photo, pan card copy,
bank passbook upload etc.



After entering all the mandatory fields and furnishing all the details of the employee, the DDO
will click on the save button.



Now the DDO is redirected to the family details tab in the ‘New Employee ID Proforma’ page.
The DDO will collect the family details of the employee like spouse, children, father, mother,
un-married brother, grand parents’ details etc. And after capturing all the relevant information,
the DDO will click on ‘Next’ button.

Now in the ‘Address’ tab, the DDO insert the communication details like mobile no, place of
birth, mail id, hamlet. Communication details are followed by correspondence address details,
here the address of the employee is captured. The DDO asks the employee for address proof
and uploads it.



Correspondence address is followed by permanent address and hometown address. Once all
the details are entered correctly user will click on ‘Save’ button.

Now the user is re-directed to ‘ ’ tab, in the same page. Here the DDO have
to take confirmation from the employee whether the employee have PRAN Number already or
not. If ‘yes’ details of the PRAN Application number must be entered. If ‘No’ fields in the PRAN
application form must be filled. After successful completion of PRAN process the DDO will click
on ‘Save & Next’ button.



Now the DDO is re-directed to ‘Application for EHS’ tab in the same page, here all the before
mentioned details are displayed for cross-verification. If the employee needs EHS Facility the
DDO will check all the details and will click on ‘Save’ button. Then the EHS application details
are successfully saved.

This was followed by ‘Application for APGLI’ process. Here the DDO selects the nominee from
the family members as requested by the employee. In this page the data regarding to employee
health and disability is captured. Information regarding the proposed monthly premium is
displayed and declaration is checked and saved.



The DDO clicks on ‘Next’ button after selecting the nominee’s and their respective share
percentages.

Now in the last tab, all the details entered by the DDO with respect to the employee from the
first tab is displayed. Then the DDO will verify all the details and accept the declaration at the
end of the page and will click on ‘Submit’ button.



Now the DDO after biometric authentication will forward the applications to the STO. The
concerned STO mapped to the DDO Code office will verify all the details and, on his discretion,
and validity binding to the service rules will approve or reject the application.

The current status is reflected to the concerned DDO on a real-time basis. The DDO will have
four tabs at the first page.

By clicking on the ‘View Pending ID’s List’ button. Pending applications list is displayed.



Before biometric authentication, facility is provided to the DDO to edit or delete the records.

By clicking on the ‘Under Process list’ tab, list of applicants pending at STO for verification and
confirmation will be displayed.

By clicking on the ‘Confirmed list’ button, list of applications confirmed by the STO is displayed.



By clicking on the ‘rejected list’ tab, applicants rejected by the STO are displayed along with the
remarks of the STO.

Thank you.



USER MANNUAL

FOR

Existing Employee

APPLYING FOR PRAN



The Drawing and Disbursement Officer (DDO) will log in to HERB Portal, by giving the URL
www.herb.apcfss.in in the address bar. The DDO will give the Username and will click on ‘Go’
button, now a new field will be shown below asking for the Password. Once the DDO enters the
validated password he/she successfully navigates to the ‘Dashboard’.

In the Dashboard, the DDO selects the ‘Master Data’ tab. After scrolling down under the
‘Master Data Update’ sub head, he/she will click on ‘Apply for PRAN’ tile.

For applying for PRAN Account in respect of existing employees, the employee has to submit
photo and signature to the DDO for processing his/her request in HERB LOGIN.



DDO User will click on ‘Apply for PRAN’ in the master data update page.

Here the DDO will select the DDO Code and will click on ‘Continue’ button.

All the employees under this specific DDO Code will list accordingly.



The DDO have to click on ‘Submit’ button against the employee for whom PRAN has to be
applied. Then all the details of employee will be displayed along with the DDO NSDL Registered
Number and STO NSDL Registered Number.

Then the DDO has to upload the scanned documents of photo and signature in .jpg format (Max
100 kb). Then the DDO has to click save and next button.



As per the procedure mentioned in PRAN process for ‘New Employee’, the DDO will navigate
through all the details of family members, nominee and address.

The DDO will preview and confirm it. Now the request shall be forwarded to the mapped
Treasury officer for verification.

The concerned STO mapped to the DDO Code office will verify all the details and, on his
discretion, he/she will approve or reject the application.

Approved PRAN Details will be reflected in the respective log in of employee and DDO for
download, where the rejected list is pushed back to the DDO with remarks for correction.

After correcting the mentioned remarks in the rejection list, DDO will once again push the
details for the STO for his approval.

Thank you.




