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1. LOG IN 
 

ESCIMS Application 

1. 
Enter the User ID provided to you in ‘User Name’ 
Field. 

 

2. 
Enter the corresponding password in ‘Password’ 
field and click ‘Submit’ 

 

2. Apply Licence 
 

Corporation Clerk (IL/ FL) 

1. 
Select ‘Apply Licence’ option from the Licence 
Menu. 

 

2. Select ‘Branch’, ‘Licence Type’ and click ‘Submit’ 

 

3. 
Fill in the online application form, click ‘Save’ and 
then click ‘Next’. 

 

4. 
Enter additional information about the new vend 
and click ‘Submit’. 

 

7. 

Note down your Application Reference Number, 
and click ‘Print Application Form and Checklist’ to 
take the printout of the filled application form. 
 
Take the printout of the application, attach the 
documents, as per checklist, with the application 
and submit it to the Department. 
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8. 
Department will scrutinize the application, and 
issue an offer letter after the approval. The offer 
letter will be sent via email. 

 

9. 
On receiving the offer letter, go to ESCIMS 
application and select ‘Retail Vend/ CSD/ L30 
Work List’ option from licence menu.  

 

10. 
Click the Application Reference Number 
corresponding to licence application with status 
‘Offer Letter Issued and Payment Awaited’ 

 

11. Click ‘Make Payment’ option to pay licence fee. 

 

12. 

Select the ‘Mode of Payment’ and click ‘Confirm’. 
If mode of payment is ‘SBI Net Banking’ you will 
be redirected to SBI payment gateway. 
If mode of payment is ‘Cheque/ DD’ take the 
printout of challan generated through the system 
and make payment in SBI’s branch at Delhi 
Excise office.   

 

13. 
On successful payment, click ‘Generate 
Acknowledgement’ to take the printout of the 
acknowledgement receipt. 

 

14. 

Department confirms that the payment is received 
and issues a licence letter, a mail is sent by the 
system on issuance of licence.  
Collect the hard copy of Licence Letter from the 
department.  
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3. Renew Licence 
 

Corporation Clerk (IL/ FL) 

1. 
Select ‘Apply Renew’ option from the Licence 
Menu. 

 

2. 

Select the checkboxes corresponding to the 
Vends for which the licence is to be renewed. Also 
select check boxes corresponding to Licence 
Type and click ‘Make payment’. 

 

3. 

Select the ‘Mode of Payment’ and click ‘Confirm’. 
If mode of payment is ‘SBI Net Banking’ you will 
be redirected to SBI payment gateway. 
If mode of payment is ‘Cheque/ DD’ take the 
printout of challan generated through the system 
and make payment in SBI’s branch at Delhi 
Excise office.   

 

4. 

On successful payment, click ‘Generate 
Acknowledgement’ to take the printout of the 
acknowledgement receipt. 
Click ‘Click to print Application and Check-list’ link. 

 

5. 

Note down your Application Reference Number, 
and click ‘Print Application Form and Checklist’ to 
take the printout of the filled application form. 
 
Take the printout of the application, attach the 
documents, as per checklist, with the application 
and submit it to the Department. 

 

6. 

Once the request is approved from the 
department the renewal letter is generated and 
sent via email. 
Collect the hard copy of renewal letter from the 
department office. 
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4. Maintain Corporation Vend Details 
 

Corporation Clerk (IL/ FL) 

1. 
Select ‘Maintain Corporation Vends’ option from 
the Licence Menu. 

 

2. 
Enter Licence ID of the vend whose detail is to be 
changed and click ‘Search’ 

 

3. 

Enter/ Update the details corresponding to the 
selected vend and click ‘Save’. 
The details of particular vend are updated. 
 
It may be noted here that inventory days can be 
set brand wise and can also be set Vend wise, In 
case the value is entered at both places, the value 
entered in ‘Maintain Vend Details’ screen (vend 
wise) is preferred above value in ‘Maintain 
Inventory Days’ Screen. 

 

 
5. Maintain Inventory Days 

 

Corporation Clerk (IL/ FL) 

1. 
Select ‘Maintain Inventory Days’ option from 
Purchase Order Menu. 

 

2. 
Enter brand wise default inventory days required 
for all corporation vends. 

 

3. 

Click ‘Save’ to update the inventory days. 
 
It may be noted here that inventory days can be 
set brand wise and can also be set Vend wise, In 
case the value is entered at both places, the value 
entered in ‘Maintain Vend Details’ screen (vend 
wise) is preferred above value in ‘Maintain 
Inventory Days’ Screen. 
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6. Place Purchase Order – Country Liquor 
 

Corporation Clerk (Country Liquor) 

1. 
Select ‘Place CL Purchase Order’ option from 
Purchase Order Menu. 

 

2. 

Enter vend name, liquor brand, size, order 
quantity and click ‘Submit’. 
 
It must be noted that order for a particular vend of 
a particular brand (all sizes) must be in multiple of 
400. 

 

3. 
The request is submitted to the department for 
approval, after the approval TPs are generated 
and can be printed at the respective warehouses. 

 

 
7. Place Weekly Purchase Order 

 
7.1  Place Weekly PO – Entry Level User 
 

Corporation Entry Level User 

1. 
Select ‘Place Weekly Purchase Order’ option from 
Purchase Order Menu. 

 

2. 
Select the under Vend ID corresponding to the 
Vend for which weekly PO is to be raised. 

 

3. 

System displays the suggested order quantity for 
each brand based on the sale of the previous 
week. 
Enter Quantity that is to be ordered and click 
‘Save’. 
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4. 

Once PO Details are successfully saved, click 
‘Cancel’ to return to previous screen and select 
another vend. 
 
Repeat steps 2-4 for all the Vends for which order 
is to be placed. 

 
 

 

5. 
Enter comments and click ‘Submit’ to submit the 
weekly purchase order for next level approval. 

 
 
7.2  Place Weekly PO – Reviewer Level User 
 

Corporation Reviewer Level User 

1. 
Select ‘Process Purchase Order’ option from 
Purchase Order Menu. 

 

2. 
In order to scrutinize the order details, click the 
Purchase Order Number corresponding to the PO 
which is to be processed 

 

3. 
To View/ Edit the order quantity at a particular 
vend click the Vend ID of corresponding vend. 

 

4. 

The order quantity can be edited.  
After the quantity is verified, click ‘Save’ to update 
the details and then click ‘Cancel’ to return to 
previous screen. 

 

5. 
Enter comments and click ‘Process’ to forward the 
weekly purchase order for next level approval. 
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7.3  Place Weekly PO – Approver Level User 
 

Corporation Approver Level User 

1. 
Select ‘Process Purchase Order’ option from 
Purchase Order Menu. 

 

2. 
In order to scrutinize the PO follow steps 2-4 of 
section 7.2 

 

3. 

To approve the PO, select the check box 
corresponding to PO (only if approving directly 
after step 1), enter the comments and click 
Approve. 
The purchase order is raised and is submitted to 
department for approval. 

 
 

8 Place Adhoc Purchase Order – No Balance Order Quantity 
 
8.1 Place Adhoc PO – Entry Level User 

 

Corporation Entry Level User 

1. 
Select ‘Place Adhoc Purchase Order’ option from 
Purchase Order Menu. 

 

2. 
Select ‘Vend Name’ and ‘Liquor Type’ as per 
requirement.  

 

3. 
In case of liquor type selected as Indian Liquor, 
Select ‘Do you want to create Adhoc order from 
balance quantity?’ as ‘No’ and click ‘Submit’ 
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4. 

Enter the details of the material required and click 
‘Submit’. The request is submitted for next level 
approval. 
 
Multiple SKUs can be ordered using ‘Add Row 
Button and entering the details of material 
required. 

 
 
8.2 Place Adhoc Purchase Order/ Reviewer Level User 

 

Corporation Reviewer Level User 

1. 
Access the required PO for scrutiny. (follow steps 
1-2 of section 7.2) 

 

2. 
Verify the order quantity, edit if required, enter 
comments and click ‘Process’ to forward the work 
item to next level approver. 

 
 
8.3 Place Adhoc Purchase Order/ Approver Level User 

 

Corporation Approver Level User 

1. 
Select ‘Process Purchase Order’ option from 
Purchase Order menu. 

 

2. 

Select the check box corresponding to PO that is 
to be approved, enter comments and click 
‘Approve’. 
If approver wants to scrutinize the PO details, 
Click the Purchase Order Number corresponding 
to the PO. 
The purchase order is raised and is submitted to 
department for approval. 
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9 Deposit Funds 
 

ESCIMS Application 

1. 
Select ‘Deposit Funds’ option from ‘Payments’ 
Menu 

 

2. 
Select the payee code in which the fund is to be 
deposited and click ‘Proceed’.  

2. 
Enter the amount to be deposited in favor of 
Excise Duty and click ‘Confirm Payment’ 

 

3. 

Select the ‘Mode of Payment’ and click ‘Confirm’. 
If mode of payment is ‘SBI Net Banking’ you will 
be redirected to SBI payment gateway. 
If mode of payment is ‘Cheque/ DD’ take the 
printout of challan generated through the system 
and make payment in SBI’s branch at Delhi 
Excise office.   

 

4. 
On successful payment, click ‘Generate 
Acknowledgement’ to take the printout of the 
acknowledgement receipt. 

 
 

10 Navigation to Reports Section 
 
In order to access any report following steps must be followed: 

 

ESCIMS Application 

1. 

Select the Sub-menu option (from the drop-down 
list) corresponding to the required report from 
Reports/ Payment Menu. 
The mapping of Sub-Menu to Report Name for 
each user is given in ‘Branch-wise list of Reports’ 
Section for your reference. 
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2. 

Select the required report from ‘Report Name’ and 
click ‘View Parameters’ 
System shall display the report parameters based 
on the report selected. 

 

3. 

Select the values for different parameters in order 
to get reports filtered according to your 
requirement. 
Click View Report to view the report in browser. 
Click Download Report to and save the copy of 
report on your computer. 

 

4. The layout of a sample report is shown here. 
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11 Annexure I: User wise Reports for Corporation Staff 
 

S. 
No 

Module Name Report Name 
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1 SCM Liquor Inventory Report X X X X 

2 SCM Corporation-wise Sale X X X X 

3 Permits Liquor Category-wise Purchase Order Details for Vend X X X X 

4 Permits Liquor Sub-Category-wise Purchase Order Details for Vend X X X X 

5 Permits Bonded Warehouse-wise Purchase Order Details X X X X 

6 Permits 
Liquor Category-wise and Brand-wise Total Purchase Order Placed for a 
Time Period 

X X X X 

7 Permits Vend-wise Total Purchase Order Placed for a Time Period X X X X 

8 Permits Brand-wise Summary based on Purchase Order No X X X X 

9 Permits Purchase order-wise & Wholesale Vend-wise Excise Duty Collected X X X X 

10 Country Liquor Comparative Corporation Vend-wise Sale X X X X 

11 Country Liquor Wholesale Vend-wise Size-wise Supply X X X X 

12 Country Liquor Corporation-wise Daily Supply Report X 
   

13 Country Liquor Monthly Sale of Country Liquor X X X X 

14 POS L-2 Register X X X X 

15 POS Stock Register X X X X 

16 POS Sales Register X X X X 

17 POS Brand-wise Stock Register X X X X 

18 POS Report on manually received supplies at Corporation Vends X X X X 

19 POS Damaged/ Expired bottles at Corporation vends X X X X 

20 POS Unknown barcodes scanned at Corporation Vends X X X X 

21 Permits 
Vend-wise order placed to a supplier including cost and excise duty of 
brand 

X X X X 

22 POS Liquor Sale Report for a Corporation X X X X 

23 POS Vend wise and Brand wise Sale and Closing balance X X X X 

24 POS Brand wise sale details for corporations X X X X 

25 POS Vend wise sale details for brands X X X X 

26 POS Month wise sale comparison of liquor categories X X X X 

27 POS View total sales and revenue X X X X 

28 POS Vend wise total excise revenue for the selected period X X X X 

29 Accounts Statement  of Payee    X 
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For Queries and Clarifications contact us at: 0120 – 6144022 

Or email us at: excisesupport.delhi@nic.in 


