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Important Instructions: 
Read this before going further 

 
1. As per latest guidelines of CRIS, the creation/updation of party has been made 

multi-level.  
 

2. As per latest guidelines of CRIS, the creation/updation of sanction master has been 
made multi-level 

 
3. The executive officer should be having IPAS user ID for sanction of newly 

created/updated party and newly created/updated sanction master. If the imprest 
holder does not have user ID or have user ID but does not have access to sanction 
master, she/he may contact Devendra Kumar Verma, Sr. Engineer/IT, Accounts 
department, Moradabad. Please provide user ID of executive for granting access to 
sanction master and/or employee number, mobile number of executive officer for 
creation of new user ID, if not available. 
 

4. The selection of department in sanction master should be the same as available in 
bio-data of imprest holder in IPAS. 

 
5. As per Railway Board’s RBA number 59/2018, PAN of card holder is required for 

imprest purpose (Letter attached at Annexure – IV) 
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Chapter 1 
Closing of Old existing / Lost Imprest Cards 

 
Very Important Note: 
Please close the existing imprest card sanction, if new sanction is to be created 
for replacement cards. 
 
1. Login to AIMS website (https://www.aims.indianrailways.gov.in/IPAS) 

 
 
2. Provide executive officers user ID and Password: 

 
 

3. Provide OTP 
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4. Go to Executive BillsMaster Codes  Modify Imprest Data. The following window 
will appear. Click on search button against the sanction code. A new window will 
appear as shown in next step. 

 
 

5. Type your old/existing card number in the card no field and click on search button. 
The list of cards will be displayed below. Click on your old sanction number. The 
current window will be closed and system will take you to the previous window with 
sanction number as shown in next step. 

 
 
6. Click on GO button, the data for the existing card will be displayed. Select STATUS 

as closed and click on PROCEED button. 
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7. Select accounts officer user ID in the “FORWARD TO” menu. Then click on forward 
button. 

 
 
8. After successfully forwarded to accounts officer, a message will appear as “Sanction 

code update successfully:0307xxxx3”. Get the sanction master confirmed from the 
accounts officer ID. 

 
 
Once the Accounts officer confirms the sanction master, the old/existing sanction 
master will be closed on IPAS. 
Go to next chapter to create new sanction of New/Replacement/Lost Cards. 
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Chapter 2 
 

Creation of new party for Imprest Cards 
 

1. Login to AIMS website (https://www.aims.indianrailways.gov.in/IPAS) 

 
 
2. Provide user ID and Password: 

 
 

 
3. Provide OTP (if applicable) 

 
 

4. Go to Bill PassingMaster Codes  Party creation. Click on the + sign. 
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5. Fill in Party name (name of the imprest as printed on imprest card) 
Select party type as “Executive” 
Fill in address 
Fill in city 
Fill in PAN Number (AAAGM0289C). 
Select MSME supplier as “NO” 
Select SEZ Supplier as “NO” 
Select Registered under GSTIN as “YES” 
Click on “Save & Proceed” button. 

 
 

6. A message will appear as “Data saved successfully” and party code will be 
generated. Note down the party code and click on bank details tab. 
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7. The following window will appear. Click on the search button against the bank code. 

A new window will appear. 

 
 
8. Enter IFSC code as “SBIN0RPCARD” in the IFSC Code field and click on search 

button. The details of IFSC code will appear. Click on IFSC code. The current 
window will be closed. 

 
 
9. Select party category as “Government Department”, Account type as “Curr A/c”, 

payment mode as “CORE-STEPS” and treasury as “SBI, MB”. In the account 
number field, enter the reference number provided to you at the time of collection of 
imprest card from accounts department. 
Special care should be given while filling this page as the details are critical and 
wrong details might cause the payment to be rejected or transferred to other imprest 
cards. Once the payment is done, it cannot be reverted back to the original card. 
Click on GST Details tab. 
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10. Select state and enter GSTIN number as provided below 

For Uttar Pradesh – 09AAAGM0289C1ZH 
For Uttrakhand – 05AAAGM0289C1ZP 
Select “Verified from GST Portal?” as “YES”. 

 
Click on Save Button. 
 
11. The details will be saved and message will appear as “Data Saved Successfully”. 

Click on “Veiw/Upload Attachments” button. A new window will appear. 

 
 
12. Select File type as “Mandate along with cancelled Cheque” 

Click on Choose file button and upload the copy of imprest card in PDF format after 
clicking on upload button.  
Then select file type as “Sanction Order” 
Click on Choose file button and upload the copy of sanctioned file from DRM during 
the creation/modification of imprest. 
After successful upload, the uploaded files will appear as shown below. 
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Then close the window. 

 
 

13. In the Accounts Verifying Officer, select the USER ID of SSO in Accounts who 
passes the imprest bill. 
In the forward to menu, select the user ID of your Officer/COS/SSE. 
Click on “Save & Forward” button. 

 
 

14. Once successfully forwarded, message will appear as “Data Forwarded 
Successfully”. 
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15. In the user ID of Executive Officer/COS/SSE, click on Executive Bills  Master 

Codes  Party Creation. The previously forwarded party will appear as shown 
below. 

 
Click on the proceed button. 
 

16. A new window will be shown as shown below: 
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Check the box below the screen after which “Forward to Accounts button” will 
appear. 
 

17. Click on forward to accounts button. 
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18. Message will appear as “Data forwarded Successfully”. 
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Once file is forwarded to accounts, get the party confirmed from SSO/Accounts as 
selected in accounts verifying officer field. 
After SSO/Accounts confirms the party, the party will appear in the concerned accounts 
officers’ user ID. Get the party confirmed form the Accounts Officers’ user ID. 
 
After this go to next chapter for creation of new sanction code. 
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Chapter 3 
Creation of New Sanction Code for Imprest Cards 

1. Login to AIMS website (https://www.aims.indianrailways.gov.in/IPAS) 

 
 
2. Provide user ID and Password: 

 
 

3. Provide OTP (if applicable) 
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4. Go to Bill PassingMaster Codes  Imprest Master Creation. Click on the + sign. 

 
 

5. A new form will be opened as shown below. Click on the search button against party 
code. A new window will open as shown in next step. 
 

 
 

6. In the party code field, provide the party code as generated in previous chapter. 
Click on the search button. The details will be populated below. Click on the party 
code. 
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7. The party code and party name will be populated by itself. 

Select department of imprest holder from the drop down menu. 
In the employee belongs to field, select Same accounting unit. 
In the other department allowed field, select NO. 
Click on the search button against employee number field, a new window will 
appear. 
 

 
Enter the employee number of the imprest holder and click on search button. The 
details of the employee will be populated. Click on the employee number. The 
window will be closed and data will be shown in previous window. 
 

8. Fill in bill type as Imprest 
Bill sub type as General Imprest 
From date as the date on which the card is issued. 
To data as the date till which the card is valid. (The date is printed on the card) 
Fill in the imprest card number printed on the imprest card 
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Fill in reference number as provided by accounts, the same is written on the 
envelope of the card. 
Fill in the Sanction amount 
Fill in the mobile number of the imprest holder. 
Fill in Remarks, if any 
Click on SAVE button. 
The data will be shown as in next step. 

 
 

9. Note down the reference ID, shown in red for future use. Click on PROCEED button. 

 
 
10. The following window will appear. In the forward to drop down list, select the 

accounts officer user ID and click on forward button. 
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11. After successful forward, “Data forwarded successfully” will be displayed. 

 
Approach the concerned accounts officer, to whom the data has been forwarded, with 
relevant documents and get the data confirmed from her/him. 
Once data will be confirmed, card can be used in IPAS to generate imprest bills. 
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Chapter 4 
Updation of Data in existing Sanction Code for Imprest Cards 

1. Login to AIMS website (https://www.aims.indianrailways.gov.in/IPAS) 

 
 
2. Provide user ID and Password: 

 
 

3. Provide OTP (if applicable) 
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4. Go to Bill PassingMaster Codes  Modify Imprest data. The following window will 
open. Click on the search button against the sanction code. A new window will be 
opened as shown in next step. 

 
 

5. Enter your existing imprest card number in the card no field and click on search 
button. A selective list will be displayed. Click on the sanction code for your card. 
 

 
 

6. The details for the card will be populated as shown below. The following field may be 
changed/updated against the imprest cards. 
Employee details, Card number, reference number, Sanction amount, status, mobile 
number, remarks. 
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Change the details, whichever is required and click on proceed button. 
 
7. Upload the relevant documents like sanction order, by clicking on the “View/Upload 

Attachments” button. In the “Forward to” drop down menu, select the user ID of the 
accounts officer and click on forward button. 
 

 
 

 
8. The data will be forwarded to the concerned accounts officer. 
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Approach the concerned accounts officer, with relevant documents, and get the data 
confirmed from her/him. 
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Chapter 5 
Generation of PIN for SBI Imprest card 

 
1. Open google.com and type prepaid sbi in search box. Click on link 

https://prepaid.sbi. 

 
2. The SBI prepaid card website will open. Click on LOGIN button 

 
 

3. A customer login window will appear. Click on Register Now. 
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4. Enter your 16 digit imprest card number, printed on card. Enter captcha value and 

click on proceed button. 

 
 

5. Please provide details viz. date of birth, mother’s maiden name and mobile number 
in the next screen as shown below. The details should be the same as provided at 
the time of submitting form for card generation. In mother’s maiden name field, if the 
mother name was “Tulsi Devi”, please type “TULSI” in all caps. Click on proceed 
button. 

 
 

6. An OTP will be sent to the registered mobile number. Type the OTP and click on 
submit button. 

 
 

 
7. A new window will appear asking for New User ID and New password. Create your 

own user ID and password. Keep them safe as they are going to be used for login to 
the website. Click on submit button. 
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8. After successful creation of user id and password, message will appear on top as “Id 
created successfully, click on login button to LOGIN”. 

 
 

9. Click on Login button as described in point 2 above. Provide user ID and password 
created in step 8 above. Enter the captcha value and click on submit button. 

 
10. An OTP will be sent to your registered mobile number. Enter the OTP and click on 

SUBMIT button to login. 
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11. The following page will be displayed after successfully login. 

 
 

12. Keep (do not click) the mouse cursor on My Task menu then My Task Flow Menu 
will appear below. Click on My Task Flow Menu. 
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13. Some new menu items will be displayed on the left side of window as shown below. 
Click on “Forgot/Set New PIN”. 

 
 

14. Click on round button against your card number. Then click on Forgot/Set New PIN 
button. 
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15. Enter your new pin (4 digits) in NEW PIN and RE ENTER NEW PIN boxes. An OTP 
will be sent to the registered mobile number. Enter the OTP and click on SUBMIT 
button. 

 
 

16. After successful generation of ATM pin, message will appear as “Pin Generated 
Successfullly.” 
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17. The other options available in your SBI imprest card login are as under: 
a. Mini Statement 
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b. Detail Statement 
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c. Card Suspend 

 
 

d. Card Hotlist 
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e. Mobile number update 
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Annexure – I 
User ID Format for generation of User ID on IPAS 

 

 
 
 
 
 



Annexure-II 
Format for New / Replacement / Lost / Data updation in existing Imprest cards. 
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PURPOSE OF SUBMITTING FORM 
         ISSUE OF NEW CARD 
         ISSUE OF REPLACEMENT CARD 
         UPDATION OF DETAILS IN CARD 

CARD NUMBER 
(REPLACEMENT/LOST/UPDATION OF 
DETAILS IN CARD) 

 

EMPLOYEE/PF NUMBER  

FIRST NAME  

MIDDLE NAME  

LAST NAME  

DESIGNATION  

DEPARTMENT  

DATE OF BIRTH  

GENDER M/F  

MOTHER'S MAIDEN NAME  

NAME ON CARD  

MOBILE NO  

EMAIL ID  

OFFICE ADDRESS LINE1  

OFFICE ADDRESS LINE2  

OFFICE CITY  

OFFICE DISTRICT  

OFFICE STATE  

OFFICE PINCODE  

PAN CARD NUMBER  
 

 
Signature of Imprest Holder    Signature & Stamp of Officer 

 
Instructions for filling data in above format: 
a. Purpose of Submitting form: Please tick whichever is applicable 
b. Card number: Write existing card number for replacement / lost / details updation 
c. Employee/PF Number: Employee/PF number of imprest holder as per IPAS 
d. First, Middle, Last Name : First, Middle & Last Name of Imprest Holder 
e. Designation/Department: Designation & Department of imprest holder 
f. Date of Birth : Date of Birth of Imprest Holder 
g. Gender : Gender of Imprest Holder 
h. Mother’s Maiden Name : Mother’s Sirname  
i. Name on Card : Name to be printed on the card (name of the imprest) 
j. Mobile No : Mobile number of the imprest holder 
k. Email ID : Email ID of the imprest holder 
l. Office Address, city, district, pincode : Office address of the imprest holder 
m. PAN Card Number:PAN card number of the imprest holder. 
1. Attach copy of railway ID card of imprest holder with this form 
2. Attach copy of PAN of imprest holder with this form. 
3. Form to be submitted in two sets duly signed by imprest holder and Gazetted officer. 

 



Annexure-III 
Format of letter for transfer of amount from old/closed card to new issued card 
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Date:       

The Manager 

State Bank of India 

RS Branch 

Moradabad 

 

Sub: Transfer of imprest amount from old Imprest Card Number 

__________________________ to new Imprest Card Number 

__________________________ 

 

 With reference to the subject matter it is stated that the old imprest card number 

_________________________ issued to me has been replaced with new imprest card 

number _________________________. 

 It is requested to transfer the amount, if any, from old card to new card and block 

the old card permanently. 

 

 

Regards, 

 

 

Name  :    

Designation :    

Mobile # :    

Forwarded by Accounts: 

 



Annexure-IV 
Railway Board’s RBA for using personnel PAN of Imprest Holder 
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