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Private Vend Process List 
 

# Private Vend Processes 

1 Log In 

2 Apply for Licence 

3 Renew Licence 

4 Raise Purchase Order 

5 Receive Supplies 

6 Issue Stock to Counter 

7 Sale Case/ Bottle 

8 Inventory Lookup 

9 Return Bottle/ Case 

10 Stock Take 

11 Mark Damage 

12 Day End Process 
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1. LOG IN 
 

ESCIMS Application/ POS Terminal 

1. 
Enter the User ID provided to you in „User Name‟ 
Field. 

 

2. 
Enter the corresponding password in „Password‟ 
field and click „Submit‟ 

HHT  

1. Enter the Login ID provided to you in „Login ID‟ Field. 

 

2. Enter the corresponding password in „Password‟ Field and press „OK‟ button. 
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2. APPLY LICENCE 
  

ESCIMS Application 

1. 
Select „Apply Licence‟ option from the Licence 
Menu. 

 

2. 
Select „Branch‟, „Type of Licence‟ and click 
„Submit‟ 

 

3. 
Fill in the first page of application form. Click 
„Save‟ and then click „Next‟. 

 

4. 
Fill the second page of application form and click 
„Submit‟. 

 

5. 
To make payment for the processing fee, select 
the „Mode of Payment‟ and click „Confirm‟.   

 

6. 

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

 

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. 

 

8. 
Department will scrutinize the application and 
issue an offer letter after the approval. The offer 
letter will be sent to you via email. 

 

9. 
On receiving the offer letter, go to ESCIMS 
application and select „Retail Vend/ CSD/ L30 
Worklist‟ option.  
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10. 
Click the hyperlink on “Application Reference 
Number” for the application with status „Offer 
Letter Issued and Payment Awaited‟ 

 

11. 
Click „Make Payment‟ option to pay the required 
licence fee. 

 

12. Select the „Mode of Payment‟ and click „Confirm‟.   

 

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

 

14. 

After the department approves the application, an 
email will be sent to you.  
Collect the hard copy of Licence Certificate from 
the department.  

 

 
 

 
3. RENEWAL OF LICENCE 

 

ESCIMS Application 

1. Select „Apply Renew‟ option from „Licence‟ menu.  

 

2. Select the licence you want to renew. 
 

3. 
Click „Make Payment‟ option to proceed for 
payment of the associated fee.  

 

4. Select the mode of payment and click „Confirm‟ 

 

5. 

On successful payment, click „Generate 
Acknowledgement‟ to take the printout of the 
acknowledgement receipt. 
Click „Click to print Application and Check-list‟ link. 
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6. 

On successful payment, note down your ARN 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. 

 

7. 
After the department approves the application, the 
hard copy of Licence Certificate will be provided to 
you. 

 

 
 

4. RAISE PURCHASE ORDER 
 
4.1. Deposit Fund 

ESCIMS Application 

1. 
Select „Deposit Funds‟ option from „Payment 
Menu‟ 

 

2. 
Enter the amount you want to deposit in favor of 
Excise Duty and click „Confirm Payment‟ 

 

3. Select the „Mode of Payment‟ and click „Confirm‟. 

 

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

 
 

4.2. Raise Weekly Purchase Order 

ESCIMS Application 

1. 

Select „Place Weekly Purchase Order‟ option from 
„Purchase Order‟ menu. 
This functionality will work only on your 
designated day of weekly purchase order. Weekly 
purchase order can only be placed once a week.  

2. 
Enter the number of days for which inventory is 
required and click „Submit‟. 
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3. 

System displays the suggested Order Quantity for 
the brands (size wise) which are sold in last 7 
days. Enter the desired value of Order Quantity 
for each brand-size and click „Submit‟ 

 

4. 
The request is submitted to the department for 
approval, after the approval TPs are generated 
and can be printed at the respective warehouses.  

 
4.3. Raise Adhoc Purchase Order 

ESCIMS Application 

1. 
Select „Place Adhoc Purchase Order‟ option from 
„Purchase Order‟ menu.  

 

2. Select the required liquor type and click „Submit‟. 

 

3. 
Enter the details of the material required and click 
„Submit‟. 

 

4. 
The request is submitted to the department for 
approval, after the approval TPs are generated 
and can be printed at the respective warehouses.  

 
5. RECEIVE STOCK  

  
5.1. Using HHT 

HHT 

1. 
Select „Receive Stock‟ option on HHT Home Screen and press „Enter‟ Button. 
  

2. Scan all the receiving TPs and press „Tab‟ Button. 

 

3. Scan all the intact cases. 

4. 
Check the „Mark Damage‟ checkbox and scan the damaged cases, if required. 
Press „OK‟ after all received cases are scanned. 

5. Verify the Summary and press „OK‟ button. 
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6. Press „OK‟ to return to Home Page 

 

POS Terminal 

7. 
On the POS Terminal, click „View Advance 
Shipment Notice‟ option.  

 

8. 
On view Advance Shipment Notice Screen, select 
the TP No for which material is received through 
HHT. 

 

9. 
 

Select „View Bottles‟ option against the case 
marked as „Damaged‟ (If there is no damaged 
case, jump to step 11) 

 

10. 
On the Receive Bottles Screen, Select the status 
of each bottle in a damaged case and click „Save‟. 

 

11. 

After the status of all the bottles in damaged 
cases is marked, click „Submit‟ on Receive 
Supplies Screen. The material is received 
successfully. 

 
 

5.2. Using POS Terminal 

POS Terminal 

1. 
On the POS Terminal, click „View Advance 
Shipment Notice‟ option.  
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2. 
On view Advance Shipment Notice Screen, select 
the TP No for which material is to be received 
manually. 

 

3. 

Enter reason to receive manually, and update the 
status of each case. 
If the status of any case is Damaged, Select „View 
Bottles‟ option against that case and update bottle 
status as explained in Step 10 of „Receive 
Supplies – Using HHT‟ Section  

 

4 

After the status of all the bottles in damaged 
cases is marked, click „Submit‟ on Receive 
Supplies Screen. The material is received 
successfully. 
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6. ISSUE STOCK TO COUNTER 
 

6.1. Using HHT 

HHT 

1. 
Select „Issue Stock to Counter‟ option on HHT Home Screen and press „Enter‟ 
Button.  

2. 
Scan all the cases/ bottles you want to issue. After scanning is complete press 
„OK‟ button.  

3. Press „OK‟ button to submit the information to the POS terminal 
 

 

6.2. Using POS Terminal 

POS Terminal 

1. 
On the POS Terminal, select „Issue Stock to 
Counter‟ option. 

 

2. 
Scan the barcodes of the stock(through 2D 
Scanner) to be issued or type the barcode number 
and click „Add‟ 

 

3. 
After all the items are entered, write the reason for 
issuing manually and click „Done‟ 
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7. SALE CASE/ BOTTLE 
 

POS Terminal 

1. 
On the POS Terminal, select „Sale case/ bottle‟ 
option. (Default home page) 

 

2. 
Scan all the items that are to be sold in a single 
transaction. 

 

3. 
Once all the items are scanned, click „Done‟ or 
press „Spacebar‟ to complete the sale. 

 

 
 Click „Print Receipt‟ or press „F6‟ to take the 

print out of the completed transaction. 

 

 

 Click „Inventory Look up‟ or press „F5‟ to check 

the inventory status of any product 

(Refer to section 5 for Inventory Lookup 

Process) 

 

 
 Click „Cancel Sale‟ or press „F12‟ before 

completing the transaction to cancel it. 
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8. INVENTORY LOOKUP 
 

POS Terminal 

1. 
On the POS Terminal, select „Inventory Lookup‟ 
option or click „Inventory Lookup‟ from sale screen 

 

2. 
Select the required „Liquor Category‟, „Brand 
Name‟ and „Brand Size‟ and click „Search 
Inventory‟ 

 

3. 
Click „Back‟ to exit the screen and return to sales 
screen 
 

 
 

9. RETURN BOTTLE/ CASE 
 

POS Terminal 

1. 
On the POS Terminal, select „Return Bottle/ Case‟ 
option. 

 

2. 
Scan the barcode of all the items that are to be 
returned or type the barcode numbers and click 
„OK‟ 

 3. 
Click „Done‟ or press „Space Bar‟ to complete the 
transaction 
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10. STOCK TAKE 
 

HHT 

1. On the HHT, select „Stock Take‟ option and press „Enter‟ button. 

 

2. 
Scan the entire inventory available in store (or at the counter in case the stock take 
is for Day End – Refer section „Day End Activity‟ of this document for more details) 
and press „OK‟ button.  

3. Press „OK‟ button to submit the information to the POS terminal 
 

POS Terminal 

4. On the POS terminal, select „Stock Take‟ option 

 

5. 
Select the hyperlink on the number in „Missing 
Inventory‟ column to update the status of the 
missing item 

 

6. 
Check the box corresponding to the damaged 
item and click „Save‟ 

 

7. 
After the status of all the missing items is updated 
click „Submit‟ to complete the transaction 

 

8. 
Vend in-charge accesses the stock take work-item 
and click „Submit‟ for approval. 
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11. MARK DAMAGE 
 

11.1. Using HHT 

HHT 

1. On the HHT, select „Mark Damage‟ option and press „Enter‟ button. 

 

2. Scan all the items (case or bottle) that are damaged and press „OK‟ button 

 

3. Press „OK‟ button to submit the information to the POS terminal 
 

POS Terminal 

4. 
On the POS terminal, select „Mark Damaged 
Through HHT‟ 

 

5. 
Click the „Workitem Number‟ for which the 
damage has to be updated  

 

6. 

Verify the details of goods marked as damaged, if 
a case is partially damaged click the hyperlink on 
the number shown under „Cases‟ column 
corresponding to the brand 

 

7. 
Delete all the intact bottles and click „Mark 
Damaged‟.  

 

8. 
After bottle details of all the partially damaged 
cases are updated, click „Submit‟ on Mark 
Damage Screen. 
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11.2. Using POS Terminal 

POS Terminal 

1. 
On the POS terminal, select „Mark Damaged 
Manually‟ option. 

 

2. 

Scan the damaged item through 2D scanner or 
type the barcode number of damaged item and 
click „Add‟. 
If any case is partially damaged, click the 
hyperlink on the number shown under „Cases‟ 
column corresponding to the brand and edit the 
damaged stock detail as explained in step 7 of 
„Mark Damage using HHT‟ Section. 

 

3. 
After all the items are marked damaged and bottle 
details of all the partially damaged cases are 
updated, click „Submit‟ on Mark Damage Screen 

 
 

12. DAY END PROCESS 
 

POS Terminal 

1. 
On the POS terminal, select „Day End Process‟ 
Option. 

 

2. 
System Displays the details of total sales of the 
day. If you want to do a stock take click „Conduct 
Stock Take‟ button. 

 

3. 

If you have selected „Conduct Stock Take‟, refer 
to „Stock Take‟ section of this document to know 
the steps. Counter stock is to be reconciled at day 
end and hence in this case scan entire counter 
stock in place of store stock. 

 

4. 
Once you have reconciled the cash collected with 
the total collection shown in the system click „OK‟. 

 
 
  

Refer to Stock Take Section 
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For Queries and Suggestions contact us at: escimsexcise.delhi@nic.in 


