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01. Introduction to new CIGAS   
  

Computerized Integrated Government Accounting System is the main accounting 

software, which has been evolved as new CIGAS.  This system is used to keep all 

government accounts and output all the formal government accounting information at 

operational level. It is developed in an Integrated Development Environment. CIGAS 

has become a graphical user interface application now. It is capable for executing in 

new technological environment and it is facilitating to transfer data between offices in 

secure manner.  

  

CIGAS have two applications which include Desktop Application and Web Application.  

You can login to Web Application via this link  (newcigas.treasury.gov.lk) In 

this Web Application first you have to create new user.   

User -> New Registration - > Submit   
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After create the new user you have to inform it to state accounts CIGAS Branch. 

After activate your new user account you can access CIGAS Web Application.  
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This software provides for:  

• Timely and accurate financial reports, bank reconciliation, inventory 

management, cash flow through cost effective use of Information Technology.  

• Improved data security such as encryption decryption, password privileges  

• Efficient data transmission  

• Journal, ledgers, SLIPS payment, Payroll integration, Branch office 

consolidation and file extraction, allocation control etc. with graphic utility 

interface.  
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02. System Requirements  
 

• Operating System: Windows XP SP3, Windows Server 2003, Windows Vista, 

Windows 7,  Windows Server 2008, Windows 8  and  Windows 10  

• Microsoft Dot Net Framework: 3.5 SP1  

• Database: Microsoft SQL Express 2008 R2   

• RAM: 1GB(Recommended) or more Microsoft Excel  

 

03. How to Install  
 

Once you insert the CD in to your CD ROM, the auto run execution file will be executed 

and the following installation menu will be popup.  

  

 

  

  

In order to install New CIGAS, click on Install button.  
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It will automatically search the system requirements and if the supporting software are not 

installed in your computer, those software installation will be started automatically before 

install the new CIGAS. 

 

 

3.1 If windows 7 -> Allow  
 

Once the installation of framework and database software are completed, CIGAS installation 

menu will be popup.  

 

 

 

 
  

Click on  
Next   
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If you want to  
change the  
installation  
path you could  
select the path  
by browse   

Click on  
Next   



User Manual on New CIGAS                                                                                    

  

  

  

  

  

  
Copyright © by Department of State Accounts. All Rights Reserved  

Page No 12  

 

  

  



User Manual on New CIGAS                                                                                    

  

  

  

  

  
Copyright © by Department of State Accounts. All Rights Reserved  

Page No 13  

 

  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  

Click on  
Close   
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Once the installation is completed close the installation menu. Then you can find the new 

CIGAS short cut icon in your desktop.  

  

    

 
  

  

  

  

Then double Click on New CIGAS icon.  
  

The new CIGAS can be setup to work in new local area network environment or you could 

work-in    with the stand alone computers. In order to select the working environment you 

need to click on  

  

  

  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  

New  
CIGAS  
icon will be  
placed on  
your  
desktop  
screen.   
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For network environment you need to connect the database with the database server. You 

need to follow the instructions given in the installation, by clicking server configuration button. 

Whereas if you can working in standalone computer. You just click on save.  

  

  

Click on here   
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Click OK  
  

Then, you have to open the NEW CIGAS again by double clicking on the desktop icon which 

is on the desktop screen.  

  

  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  

Click  on Save   
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User Manual on New CIGAS                                                                                    

  

  

  

  

  

  
Copyright © by Department of State Accounts. All Rights Reserved  

Page No 18  

3.2 Basic setting up CIGAS  
  

Enter Information about your Institution to initialize the software.  
  

 
 

 

 

 

 

 

 

 

 

 

 

  
  
  
  
  
  

  

  

    

  

  

  Click on Save after filling all the  
required information.   

Click on Create Bank Account  
button to create Main Bank  
Code   

Select the Date you start  
the CIGAS System   



User Manual on New CIGAS                                                                                    

  

  

  

  

  
Copyright © by Department of State Accounts. All Rights Reserved  

Page No 19  

04. Types  
  

• Head office: Head office is the institution which obtaining imprest from Treasury 

and reporting directly to the Treasury.   

• Mid office: Mid office is the office which obtaining imprest from its head office    

and distributing among the sub office and collecting accounting transactions 

from its sub office CIGAS and amalgamate them even reporting to the 

respective head office and also releasing imprest to their sub offices and obtain 

sub office summary of accounts.  

• Sub office: Sub office is the office which obtains imprest from its head office or 

mid office and reporting their monthly accounts to the respective head office or 

mid office. Sub office may or may not have mid office.  

 

Then you should open a bank account in here.  

                                                                                                     

  
C lick on Create Bank  Account.   
  
  

  

  

       

                                                                                                                  Click on  S ave button   
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Multi - currency:  

For the purpose of make it usability to the foreign missions; the multi -currency 

option is being under the development.  

  

Type of Government:  

If your organization falls under the Central Government, you have to select the 

‘Central Government’. On the other hand if your organization falls under the 

provincial council, you have to select ‘Provincial Council’.   

   

Create Bank Account  

  

First you should create Main Bank Code before save all the institute information.  

  

 

Once you click on ok the CIGAS will automatically exit.  

  

Then you have to re-open the CIGAS by double-clicking on the NEW CIGAS icon which 

is on the desktop screen.  

  

  

  

  

  

  

  

  

     
  

  

  
  
  
  
  
  
  
  

  
  

  

Click on OK    



User Manual on New CIGAS                                                                                    

  

  

  

  

  
Copyright © by Department of State Accounts. All Rights Reserved  

Page No 21  

 4.1 Password Control 
  

Once you enter your organization details, you have to create the Administrator name and 

password. The administrator privilege shall be given to the respective Department's 

Accountant.  

 

  

 
  

Once you type Administrator Employee Number (Accountant’s), the following message box 

will popup.  
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Then fill the form.   

In practical environment, Administrator Password should be created by Accountant.  

  

  
  
  
  
  
  
  
  Click on OK    
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Then the NEW CIGAS will automatically exit.  

The Accountant can create User Password from the Dash Board after login to system by 

Administrator.  

  
  
  
  
  
  
  
  
  
  
  
  
  
    
  
  
  

Click on Save    

Click on OK   
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Then will pop up the current Version of the NEW CIGAS.  

 

 

Thereafter, the User Login menu will popup automatically.  
  

  

Now Administrator can log into the system 

Enter Administrator Name and Password which were created before.  
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And wait for a while until progress bar going to end. Then you will be able to click buttons.  

  

Daily Backup 

When you login, each and every time the system will ask to get auto backup. If your system is 

perfectly all right in the last time you logout, take auto backup before you start to work in your 

system.  

    

If you click yes, backup will automatically create in C:\BACKUP folder   
  

 

When you log in to the very first time you will receive a message by asking Authentication code.   

 
 You can’t create the authentication code so please share your backup file to newcigas2023@gmail.com and 

create code with help of helpdesk 

  

mailto:newcigas2023@gmail.com
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Administrator can create user account by clicking on user   
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 There are four types of password privileges:  

1. Administrator Password: Administrator can create one more administrator. Under this 

privilege, all functions can be operated. Access for all functions in this software is allowed 

under this privilege.     

 

2. Data Entry: Under this privilege access to delete, bank reconciliation and inventory 

management are denied.   

 

3. Bank Reconciliation: Under this privilege, the user can work on reconciliation only. Other 

functions are denied.  

 

 

4. Inventory Management: Under this privilege, user can work on inventory management 

module only  
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05. Dashboard  
Main menu interface mainly grouped as five parts.  

  

5.1 Regular Usage  
 

5.1.1 Cash Book 

 

 The transactions will be entered here daily.    

(Review page no 66 )  

 

 5.1.2 Bank Rec 

Bank reconciliation   

(Review page no 83 )  

 

5.1.3 Commitment 

  

The vote Payments have to be done through enter the commitment and then 
liability it.   
(Review page no 98 )  

 
5.1.4 Ceiling  

Cash Ceiling and Budget Ceiling can be prepared in according with the procurement 

plan and action plan.  

If you are a Head Office you can edit the cash ceiling and Budget ceiling file in the web 

interface. If you are a Sub Office Head office will give the Cash Ceiling and Budget 

Ceiling to you then you can upload it.   

(Review page no 51 )  
  

 5.1.5 Web Upload  

The Commitment, Cash, Asset and Impress data will be upload daily to 

(newcigas.treasury.gov.lk) server.  
  

 5.1.6 Daily Back-up 

 

When you login, each and every time the system will ask to get auto backup.  

(Review page no 27 )  
 

5.1.7 Asset 

After you activate the Asset Accounting in the New CIGAS, any transaction 
which are falling under the object code 2101, 2102, 2103, 2104 and 2105 will be 
considered as noncurrent asset at this point.  
(Review page no 99 )  
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5.2 Monthly Usage  
  

  

 5.2.1 Create Sub Office File 

 

If the institution is a sub office, then the sub office file could be created here for the 

purpose of sending the file to their Mid office or Head office for appending.  

(Review page no 73 )  
  

 5.2.2 Append Sub Office File  

 

If the institution has sub office, then the sub office file received by the Head office or 

Mid office, the file can be appended.  

(Review page no 76 )  
  

 5.2.3 Salary Slip  

  

Payroll data migration and make SLIP file in order to pay salary by bank electronically.  

(Review page no 90 )  

 5.2.4 Treasury File  

 

If your institution is a Head office, you have to create the treasury file once a month. If 

you have a Sub office/ Mid office, you should append all Sub office / Mid office files 

received from respective Sub offices/ Mid offices and then after create the treasury file.  

 

5.3 Usual Usage  
 

5.3.1 TR Code 

 

When you need TR Code for Deposit, Rent, Mobilization etc. then the treasury code 

file has to be created by the Department of State Accounts on the request made by the 

respective department, to enable them to open the new Account in their CIGAS.  

(Review page no 81  )  

 

5.3.2 Budget File 

Budget file is a Microsoft excel file contains Budget Allocations of all Heads. The file 

has to be migrated to the New CIGAS system to enable to create the vote in Head 

office. If there are any sub office, Head Office has to create the Sub Office budget file.  

(Review page no 28 )  
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5.3.3 Opening Balance  

All types of accounts except vote of the institution have to be opened here.   And 

also you could enter the opening balances of the respective accounts.  

(Review page no   )  
  

 5.3.4 Month End 

 

Once the treasury file created by the Head office or Sub office file created by the Sub 

offices/ Mid offices, you have to month end in order to update the balances for the 

respective month and starting the next month. After month end, you cannot delete any 

of the respective month transactions.  

(review page no 86 )  
  

  

 5.4 Other Modules  

 

5.4.1 Utility  

Some utility functions are built in here. This functions are built only for the Department 

of State accounts. Especially for treasury official.  

  

06. Charts  
 

6.1 Line Charts 
  

The Line chart Shows the Expenditure Patton throughout the year. (Time Series)  
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6.2 Bar Chart  

 

The Bar Chart shows the Commitment against with the Budget Ceiling for the respective 

Quarter.  

 

6.3 Pie Chart  

 

The Pie Chart shows the proportion of the Capital and the Recurrent Expenditure up to now.   

 
  

 

 

 

 

 

 

 

 

 

 

 

 

  

  

  

  

  

  

  

  

  

  

  

  
Shows percentage used  
of the cash ceiling   
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07.  Budget Process  
 

 The budget file is uploaded to the newcigas.treasury.gov.lk web interface by Department of 

State Accounts. In the web interface you can find the daily budget from the download. If you 

want a new vote you can get it through the Budget File. 
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7.1 Budget file Migration  

 

 

  

Then Click on Brows and select the budget file  

 

  Click on budget file on the main menu 
.   
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Then Click on Decrypt 

 

 

 

 

 

 

 

 

 

 

 

 

  
There after select the budget file      
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Then message will pop up as bellow, when you earlier migrated budget file.  

 
  

 

 
Click on Ok  

 

 

 

 

 

 

 

 

 

 

 

  
  
  
  
  
  
  
  
  

Click on OK   
  

  
  
  
  
  
  
  
  

  
Click on Yes   
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Then message will pop up as bellow, click on OK. 

 

 

 

 

 

 

 

 

 

 

 

Click on Ok.  

 

 

 

 

 

 

 

 

 

 

Click on YES.  

 

 

 

  

 

 

 

 

 

  

  

 

Click on Ok.  
 

  

Once after the Year End process the Budget File has to be migrated as stated above.  
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7.2 Copy to Ledger  
  

Once you click on Copy to Ledger the Votes and Allocation will be copied to Vote table from 

the National Budget.  

 
  

  

  

7.3 New COA 

As the Budget File containing the vote particulars in old COA, you need to click on New COA 

button. In order to create New COA in the CIGAS System.  
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If you have sub office you need to create sub office Budget file.  
  

 

 7.4 If you have Sub office  

 

Click on Budget to Sub Office. And if you have New Sub Offices after create the new Bank 

Account for Sub Offices you can create sub office budget File.  
  

7.4.1 Create New Bank Account  

 

Click on Open Account in the Dashboard.  
  



User Manual on New CIGAS                                                                                    

  

  

  

  

  
Copyright © by Department of State Accounts. All Rights Reserved  

Page No 39  
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Once you create sub office file click on Budget to Sub Office. You may see the dialog Box As 
below. Enter the Mid no and Sub no for the new sub office ant then click on Update inst No 
button.  
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Then Click ok.  

  

7.5 Budget to Sub Office  

 

Then close this window and again click on Budget to Sub Office button.  
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Then click on Update button.  
  

  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  

  
  

    
  

Select the vote you  
want to give the  

Allocation for the  
Sub Office   

  
Give the Sub Office   
Allocation amount  

here   
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After give the Sub Office Allocation click on Export Sub Office Budget File.  

 

  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  

  
Click on Ok.   
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Click on List and then Click on Encrypt button.  
  

  

  

  

  

 
  

Click on Ok.  
  

  

 
  

  

Click on Ok.  
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Click on Ok.  
  

Created CSV file will be saved in the Sub Office file in the C:\ Drive.    
 

7.6 Import Sub Office Budget File  
  

 
  

  

  

    

This option only for Sub Offices.   
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Click on Brows button.  

 
  

  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  

  
Click on Decrypt button.   
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Click on Ok.  
  

    

7.7 Create New Vote for Sub Office 

 

 

If you want to create new vote for the Sub Office. Path is Budget  Budget to Sub Office  

Vote Create.  
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Select the checkbox you want to create the Vote for the Sub Office. And then Click on Create 

button.  

 

Click on Vote Create button.   
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08. Celing 
 

In the web interface you can edit the cash ceiling and Budget ceiling file.   

Budgeting  Cash Ceiling  List / Edit ( Edit the Cash Ceiling)  Approval  Click here to  

Approve. Then Download  Download Ceiling  Click here to Download  

  

  

  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  

  
Click on Budgeting 
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Click on List / Edit  

If you edit the Ceiling at first time enter the Ceiling in Budget Ceiling  New  
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The CFO or CA can create the user name in the CIGAS Web Application.  

(newcigas.treasury.gov.lk  user  new Registration) When you create the user account, 

user type should be selected as CFO/Chief Accountant).  Please inform the username, head 

No and Bank code to the system development division by letter addressed to the Director 

General, Department of State Accounts.   Once the Division receives the letter, the user name 

will be approved to enable them to use the system.   
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Click on Click here to Approve  
  

 

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

Download edited Ceiling file.   
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Then in the Cigas system click on the Ceiling  Import Ceiling  Browse (select the  

downloaded ceiling file)  Decrypt    
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Click on Browse   
  

  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  

  
Select the downloaded Encrypted File.   
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 8.1 Ceiling Revised 
  

     
If you have Ceiling Balance in early quarter you have to transfer it to present quarter.   

In the New Cigas web interface,  

Budgeting  cash ceiling / budget ceiling  List/Edit  

In the List/Edit if you have early quarter ceiling balance cut it from that quarter and edit early 
quarter again. Add that balance to present quarter ceiling. Then download it and import the 
ceiling file.  
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8.1.1 For Ceiling Minus 

If it is your ceiling is showing minus in the cigas Ceiling window you can edit it from the Ceiling 

Revise option.  

 
In the Budget Ceiling  Ceiling Revise   
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Select the Ceiling code and Bank code then click on list button. Give the amount of the minus 

ceiling in the savings on correct quarter.   
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Then click on save button.  
  

  

  

    

 
  

8.1.2 How to get Balance ceiling into current quarter  

 

If you have balance ceiling in the ago quarter you can get that balance into current Quarter.  

  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  

  
  
Ceiling will updated as above.   
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Go through Ceiling  Budget Ceiling / Cash Ceiling  Ceiling Revise  

Then select the Ceiling code and the bank code and then in the savings give the balances of 

the ago quarters.  
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Then click on Save button.  

  

  

Then ceiling will updated.  
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8.2 Ceiling Original Distribution  
 

If you want to give Ceiling for the sub office click on  Celling 

 Cash Ceiling  Original Distribution.  
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In the Original Distribution Select the Bank code and then fill the Releasing to SUB Column 

and then click on Save button.  
  

 

Click on Ok.  
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Then Click on Export to Sub Office Ceiling File.  
 

In that Window first select the Bank Code and then Click on List. It will show you Sub Office 

Cash Ceiling file. To encrypt the file Click on Encrypt button.  
  

Then system will show you a massage like below.  
   

 

  

  

  

  

  

  

  

    

  

 

Click on OK 

Click on OK 

Click on OK 
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09. In order to open Accounts click on Opening Balance Button 

 
Click on Open Acc  
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9.1 To open Imprest Account  
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If you have unsettle sub imprest as opening balance for the last year, last year imprest account 

has to be opened.   

  

Those unsettle sub imprest have to be entered as opening balances in the Imprest Account.  
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Hence Click on Enter Opn Bal button.  
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9.2 To open Vote Account  

 

  
Click on Supplementary button   
  

  
  
  
  

  
  
Click on Budget   
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The budget file has been daily uploaded by Department of State Accounts to the 

newcigas.treasury.gov.lk web interface. In the web interface you can find the daily budget 

ceiling file from the download.  

Then enter the head number you need to open newly or as supplementary or other head vote.  

 

Thereafter you need to click on Head office bank code and finally click on check boxes under 

the head number you need to open votes like bellow.  

Then cl ick on List button.   
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Then click on Create button.   
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When Head office supposed to give the allocation to sub office or Mid office, You need to  

click on ‘to Sub Office’    
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There after your need to choose the votes you need to give to mid office/ sub office.  

Finally click on create button. This process will generate votes which need to give to mid 

office/sub office.  

To get the output of sub office vote file need to click on Export to Sub Office.   

 

To get the output of sub office vote file need to click on Export to Sub Office.   
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Click on Ok button.  

  

  

Click on Ok.  

  

Created encrypted file will saved in the C:\Sub_Office\Supplementary.  
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Once you are opening your vote accounts in Head office or Sub office there after you need to 

enter allocations by go through in Cash Book  Ledger  Transfers Supplementary   

 

  

When you suppose to enter allocations in same department /ministry, click on My Department. 

Otherwise click on Other Department.  
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Enter the Authority number, select the date and bank code, choose object code form the 

drop down list, and thereafter according to object code selected by user generate the COA 

by the system. Finally enter the allocation for the given quarter as bellow.  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

Click on Save   
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Once you are opening your vote accounts in Head office or Sub office, you have to select Head 

Office/ Sub Office Vote in the selection Menu. In Head office CIGAS, if you have sub offices 

and when you are going to open sub offices accounting codes in head office New CIGAS, you 

have to select Sub Office Vote in Head office in the Selection Menu. Then select the respective 

office's bank code before opening the accounting codes for sub offices.   

Likewise, you have to open other accounts as well. Once you complete the opening accounts 

for the sub office accounts in head office New CIGAS, you can create a file for the respective 

sub office. This file will contain sub office accounting codes, treasury codes and allocations. 

You could email this file to the respective sub office. Then the sub office does not need to open 

their accounts. They have to open only bank account and imprest account. Then they could 

import the file sent by the Head office. After importing, all accounts will be automatically 

generated. This will help to consolidate the sub office transactions with head office without any 

errors.   
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9.3 To open the Deposit Account  
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If you have Deposit Accounts Balance, you could enter the balances by clicking Opn Deposit 

Bal button. Now all Deposit code you should enter under only General Deposit account (6000).   

 

  

9.3.1 To display Deposit Details  

  

The entered deposit details can be get as separate list by    

Go to Cash Book  Main Ledger Deposit Deposit Details  

  

  

  
  
  
  
  
  
  
  
  
  
  
  
  
  
  

Click on Save.    
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You can get print out as PDF version by click on PDF button  
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9.3.2 To Add Together Deposit Payments 

 

Go to Cash Book    Main   Ledger Deposit Add together Then 

tick on each check boxes which you wish to add together. 

  

  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  

To add together  
tick on check   
boxes   

There  

after click  

on Update   
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9.3.3 To view Deposit Account Summary  

  

Go to Ledger Show Accounts   Account Summary  Deposit  

 
  
 

  
  
  
Click on Yes   
  
  
  
  
  

  
  

  
  
  

Click on Save   
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9.4 To open Government Officer’s Advance Account and enter limits 
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When you need to enter advance account limits go to the Cash book  Ledger  Revised 

Limits   
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9.4.1 To view Advance Account Summary  

  

Go to Ledger  Show Accounts   Account Summary  Advance  
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 9.5 To open Loan Type  
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9.6 To open Revenue Accounts   

 
  

  
  

  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  

  



User Manual on New CIGAS                                                                                    

  

  

  

  

  

  
Copyright © by Department of State Accounts. All Rights Reserved  

Page No 90  

 
 When create SO revenue code in HO use this  

  

9.6.1 To view Revenue Account summary  

  

Go to Ledger  Show Accounts   Account Summary  Revenue  
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9.7 If you want to delete the opened Accounts  
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Once you select the Account type, All Accounting codes will be displayed. Select the 

Accounting code to be deleted and click on delete button.    

  

  

9.8 Create Sub Office File by Head Office  

  

Once you open all accounting codes with respect to the sub office, click on Vote in the Opening 

Accounts menu and there click on Export Sub office Budget file.  

  

 
You could list the opened accounting codes with respect to the respective sub offices and click 

on create file. Then you could find a folder in C drive called Sub office. You could find the file 

in the Sub office folder and send the file to the respective sub office.  

  

 

 

  

    

  

  

  

  

  

  

  

  

  

  

  

  

  

First click on List button   
Then Click on Create File button   
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10. To open PSPF and Miscellaneous accounts  
 

When you need to create PSPF and Miscellaneous account you could open by clicking cash 

book in main menu and click on Ledger Open Accounts  PSPF  Miscellaneous  
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10.1 To View PSPF summary 

You need to go to the Ledger, and then go to Show Accounts and click on Account Summary 

and finally select PSPF.  
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11. To Open Rec Data 
When you need to open Reconciliation open balance you need to click on Opening Bal  

 
  

Then you can open one by one unrealized Payment /Receipt and Unidentified 

Payment/Receipt by click on each radio button.  

Finally click on save button in every moment when you enter open BAL of bank rec. 
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12. Vote Update  
  

After yearend, you can update votes only in January. First you have to select the account type 

which you need to be update in January.  
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After that you have to select whether you are head/sub office. If it is you need to migrate your sub 

office votes, public officers advanced account, deposit, treasury authorised advanced account and 

miscellaneous etc. You have to be select sub office vote in head office.  

There after you need to click>on load button. You can see all the data loaded to data grid. For enter 

new allocation you need to click on edit button. You can enter new amount after click on cell.  

Finally click on save button.  

  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  

Then you have  
to click whether  
you are  
Head/Sub office   

First you have to  
click on Account  
type you need to  

update   
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Then allocation amount will be updated for next year.    

 

    

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

Finally you have to click on save button    

You can enter new  
allocation amount  
by click on here.   
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13. Update Reconciliation Receipt No  
  

  

When you enter vouchers in cash book if receipt numbers were not updated then you have to 

be update receipt numbers by click on Update Rec Receipt No.  
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Then you have to be click and Edit button and update Cheque Number in here   

  
  
  
  
  
  
  

  
  
  
  
  
  
  
  
  
  

  
  
  
  

Then you have to click  
on whether Receipt or  
Payment   
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Finally click on Save button.  

  

  

  

  

  

---------------------------------------------End Opening Balance------------------------------------------   
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14. Entering Transactions in Cash book  
  

  

 
  

 

  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  

To View Summary   

If you want to  
enter Receipt  
Click on the  

Receipt Button   

If you want to  
enter  Receipt  
Click on the  

Receipt Button   
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Each and every transaction falls under pre categorized types. So when you enter the 

transaction as a receipt or a payment, you have to select the type of the transaction.  

  

You can change the bank account and imprest account as well. But bank account and imprest 

accounts are rarely changed. So those options appeared in the top of the form.  
 

 

 

14.1 Print Cheque  

  

You can do the cheque print using laser and inkjet printers etc. If you didn’t enter the cheque 

numbers while entering the voucher, then you could get the chance in here for enter cheque 

numbers by unplug the printer. Then you will be able to enter cheque number to cash book by 

click on Cont. button.   

  

While you print the cheque, first you have to enter cheque No and Voucher No. Though if you 

need to change the settings of the cheque move the cheque settings by dragging them.  

Then click on save location.  

  

The method, to insert the cheque leaf is stated in the cheque print form.   
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If you wish to print the cheque click on Yes    

  
  

Click on   
Save location  
button after  

change settings  
of the Cheque   
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 14.2 Summary  
 

 

  

  
  
  
  
  

  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  

State Accounts   

After select the date  
Click on  Daily  

Summary   
  

Click on List button  
to get   

Head office or Sub  
office monthly   

summary   
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You could check whether your transactions entered in ways that conceptually tally or not. After 

appending the sub office summary, if you want to check the sub office summary you could 

click on sub button and select the respective bank code and click list button. Also you can get 

daily summary by click on Daily Summary button.  

  

  

14.3 Payment List  

  

You can see the payment list bank code wise and imprest account wise monthly. Can get it 

as PDF or EXEL sheet.  

 

Cash     Payment     List   
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14.4 Receipt List   
  

You can see the Receipt list bank code wise and imprest account wise monthly. Can get it as 

PDF or EXCELL sheet.  

 
  

  

  

  

  
    

 

 

Cash     Receipt      List   
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14.5 Daily Cash Book Details  
  

When you need to get daily cashbook details you have to be click on Cash 

 Cash Book Details  Daily.   

You could select the date to check the daily cash summary and you can get the daily receipts 

and payments separately by clicking Receipt and Payment button separately.  

  



User Manual on New CIGAS                                                                                    

  

  

  

  

  
Copyright © by Department of State Accounts. All Rights Reserved  

Page No 109  

 
  

 

 

 

 

 

 

  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  

  
  
  
  
  
  
  
  
  
  
  
  
  
  
  

Click on Payment and  
Receipt button to get  
printouts separately.   
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14.6 Daily Classification  
  

Cash Book  Classification  Daily   
  

You can get the daily classification payments or receipts by selecting the option in the form 

called Payment or Receipt and select the respective bank code and the date for the daily 

classification.  

  

 
  

  

  

  

  

    

  

  

  

  

  

  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  

First select  
Bank Code and  
Date then click  
on List    



User Manual on New CIGAS                                                                                    

  

  

  

  

  
Copyright © by Department of State Accounts. All Rights Reserved  

Page No 111  

14.7 Monthly Cash Book Details  

  
  

Cash Book  Classification Monthly  

  

You have to click on dropdown list for select Month and Bank code each and each and 

every time. You can get printouts by click on Print button. Then print preview will display 

and there is a print icon on left corner.  

 

  
  
  
  
  
  
  
  
  
  
  
  

Click on Drop down  
list to select Bank  
Code. Even there is  
one  code it’s necessary  
to select it   
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14.8 Monthly Classification  
  

  

Cash Book  Classification Monthly  
  

You could get print the monthly classification by selecting payments or receipts separately. 

For that purpose you have to select the bank code and the month for which you are going to 

print the monthly classification.  

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

  

  

  
  
  
  
  

  
  
  
  
  
  
  

  
  
  
  
  
  

  
  

First select Bank  
Code and Month  
then click on List   
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14.9 Classification by T_Code  
  

  
  

14.10 To view Full Account   

After that all you can view payment and receipt full accounting code by go through cash book 

and go to classification and thereafter click on Full Account according to the month.  Cash 

Book  Classification  Full Account  

 

Cash Book     Classification     by  T_Code   
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14.11  Maintain List  
  

You can enter new customer and new description to the system. Can modify existing 
customers employee or description.  Cash  maintain list  customer  
Cash  maintain list  description   
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14.12 Create Sub Office File   

  

If you are in a sub office, you have to create sub office file in order to send to your head 

office.   

Click on Sub Office File on main menu of the New CIGAS system.  

 

First Click on Create button  
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Click on Ok   

  

 
If you are in a sub office, you have to create sub office file in order to send the file to head 

office for consolidation purpose. For that the cash book and imprest details for the month 
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is generated as electronic files. For the secure data transmission, the file will be 

encrypted.  

  

 
  

As these file may large in capacity, there is an option to compress the file. Hence click on 

compress button.  

Click on select drive Button  

 

Click on Ok   
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Then Select the drive you want to save the Sub Office file.  

 
  

  

 
The encrypted file contains the cash book transactions of the sub office and imprest file. Hence 

you have to select the drive where you want to save the compressed file and click on ZIP 

button.  

The sub office file name starts with "T” following with the sub office bank code and ends with 

the created date. The file should be sent to the head office via email.  

  

  
  

  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  

  
Then click on Zip Button   
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14.13 Append sub office file  
  

  

 
  

  

  

  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  

  
  
  
  

  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  

Click Browse  
and select the  
sub office file     

As sub office  
file is  
compressed,  
you have to  
unzip it here.  
Just click on  
here   

As sub office  
file is  
encrypted,  
you have to  
decrypt the  
file here. The  
following  
form will pop  
up and just  
you have to  
browse and  
select the first  
file and  
Decrypt   

Just click on  
it in order to  
copy the sub  
office  
transaction  
file into the  
te mporary  
file to enable  
to check the  
summary file.    

Just click on  
it to check the  
summary of  
accounts of  
the respective  
sub office   

Click here to  
check  
whether the  
Sub office  
Bank  code  
and  
accounting  
codes are  
exactly same  
as the  
accounting  
codes created  
in the head  
office   
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14.14 Create Treasury File  
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Then click on Load button.  
  

 

  

First Click on create button.   

  
  
  
  
  
  
  
  
  
  
  
  
Click on Ok.   



User Manual on New CIGAS                                                                                    

  

  

  

  

  

  
Copyright © by Department of State Accounts. All Rights Reserved  

Page No 122  

Click on Ok.  

Then click on Encrypt button.  
  

  

Click on Ok.  

Then click on select drive.  

 
Select the drive you want to save the Encrypted file.  
  

Then click on Zip File.  
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Click on Ok.  
  

If it is your treasury file is not tally click on If treasury file is not tally click on here button.  
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14.15 Examine the Imprest Account by Month  
  

  

You could check the imprest account by Bank code wise or by imprest accounts wise. By 

clicking imprest account you could see the imprest accounts. If there are any unsettled sub 

imprest balances, you can list those balances individually by clicking Display in the imprest 

account. The display also you can list by bank code or imprest accounts.  

Cash Book  Main CashImprest Account  For the Month   
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By click on list button you can get the individual imprest account details like below.  

 
  

  

  

14.15.1 Examine the Imprest Account Monthly  
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14.16 Examine the Ledger Accounts  

  

When you need to display accounts by one by one go to     

Cash Book  Main  Ledger  Show Accounts  Account Summary  Vote   
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15. Migrate the TR Code  
  

When you need to enter any supplementary allocation consist with vote or new vote which 

has been issued by Department of Budget or the deposit code Revenue code Rent Advance 

or Mobilization Advance issued by Department of State Accounts you need request the TR 

code from Department of State Accounts by sending email to New CIGAS team. If you want 

TR Code for Advance Account sending email to New CIGAS team and then you can get the 

TR Code via the Budget file.  
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First you have to brows the TR code which has been sent by Department of State Accounts 

(Ex: TRCode.xls).  
  

  

Then you need to click on List button which shows given  
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Thereafter you have to click on list button to verify the code that has been browsed finally 

click on save button  
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16. Bank Reconciliation  
  

  

For bank reconciliation you should create a separate user login and password, rather than 

doing in same administrator login it easier and more effective to do it as a separate user login.  

 
When you enter current month opening balances you should click on Rec Data in Opening 

Bal.  
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Thereafter you can enter one by one Unrealized Payment and Receipts also the 

Unidentified Payment and Receipts by click on each radio buttons.  
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Then go to the main menu    

  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  

  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  

Click here to  
prepare Bank  
Reconciliation   
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Select the date as ex: 31/07/2019 and check the balance as per the Bank statement by click 

on Ok.  
  

  

 
Now you have to realize data.  
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Click here to enter  
data to realize  
payment and  

receipts   

List Bank Reconciliation Data   
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16.1 Get Bank Reconciliation Data  
 

When in the Cash Book side you have to use Get Data to create encrypted csv file.  

  

  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  

Click here to List  
Bank  

Reconciliation  
Data   
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Click here to get  
Bank  

Reconciliation  
Data   

Click here to    List   
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To encrypt the Bank Reconsilation File first Click on Lord button  
  

 
  

  

  

Then Click on Encrypt button.  
    

Finally Click on Ok button.  
  

 
FInd theencrypted Reconsilation file in C drive  Rec Data folder  

Click on Ok.   
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User Manual on New CIGAS                                                                                    

  

  

  
Copyright © by Department of State Accounts. All Rights Reserved  

Page No 140  

17. Month End  

 
  

  

 

 
  

  

  
  Click on Yes  
  

  

  

  
  

  
  
  
  
  
  
  
  
  
  
  
  
Click on Yes.   
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Then Click on Go 2 Main Button  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  
  
  
  
  
  
  
  
  

  
1 . Click here to  

month end   

  
  

  
  
  
  
  
  
  
  
  
  

  



User Manual on New CIGAS                                                                                    

  

  

  
Copyright © by Department of State Accounts. All Rights Reserved  

Page No 142  

  

   

18.  Year End  
  

18.1 NEW CIGAS Version Update 
 

18.1.1 Download the update file   

The new version of the new CIGAS application can be downloaded from the site url 

newcigas.treasury.gov.lk.  Extract the folder. This folder consists two files such as 

newcigas.exe file, encrypted budget file and this guide 

 

18.1.2 Application should be upgraded to New CIGAS Version 7.4.1.0. 

Copy the update file called “New CIGAS.exe” and paste in to your New CIGAS folder. You 

should update the version after sending the Final summary for the year 2023 to your mid/ 

Head office or Treasury.  

 

18.2 If you want to revise the last year liability  
If you want to revise 2023 liability, you could revised in the following 

Path after updating the new version 7.4.1.0  

Cash book  Last Year Liability Revised  

 

Select the Head number & object code, and click the display space. Once after click you 

could see the liability list which are not settled. Click on the list you need to revise and 

enter the revised amount and save.  
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18.3 Unpaid Vouchers and Web upload  
All unpaid vouchers have to be entered as commitment and liability within the approved 

annual budget limit for the year 2023 and upload to the web application 

(newcigas.treasury.gov.lk) please make sure that the upload file have been created before 

year end process. 

 

 

 
 

 

     

 

 

 

 

 

 

Select the month and create the files. You can find the created file in the 

C:\Web_Upload\December\03_01_2024\12   

Created Date       Month 

 

 

 

 

 

There will be 3 files that you can see with the folder. Those file have to be uploaded in to the 

newcigas.gov.gov.lk web application on or before 20th January 2023 at 11.59 PM 
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Click on the Daily file upload and click on choose button and select the respective file which is 

created by the Desktop CIGAS application and click on upload button. 

 

 

18.4 Asset Upload. 
 

After invetorizing all the purchased asset, you should upload the asset into the new CIGAS web 

application. For this purpose, you could create the file in desktop new CIGAS application  
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Click on the web upload button and create the files 

 

 

 

 

The created file will be stored in C:\Asset_Upload\December\03_01_2024 
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The above created files have to be uploaded in the New CIGAS web application under file upload 

menu same as commitment & liability upload. 
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18.5 Year End Process  
 

1. Printouts or soft copies have to be taken from the new CIGAS desktop 

application before year end  
  

a. Cashbook  Ledger  Show Acts  Accts Summary  

1. Vote  

2. Deposit ledger balance and individual balance   

3. Advance-Public Officers Advance, Rent  and Mobi 

Advance  

4. PSPF  

5. Miscellaneous Ledger 

6. Lease and Lease Creditors  

7. Asset and BoS Report (Both Should be Tally)  

8. Revenue  

  

b. Cash Book-  Cash- Imprest Account and unsettle sub imprest individual list  

c. Cash Book  Final Accounts  Trail Balance, Asset_Report  

 

2. Take the Backup before Year end   
 

3. Click on Year End Button and do the Year end process  

 

        

 

 

 

 

 

 

 

 

 

 

  

 

 

 

You should month end before year end 

Please do not close the application till the 

year end process is completed.  

The balances will be updated during the 

year end process 

Please click on “OK” button to update the 

next accounts balances. 
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Once the year end process is completed please re open the CIGAS 

 

4. Once after the year end, please check the opening balances which 

should be same as the last year closing balances. Check the ledger 

balances with printout or soft copy stated in the number block 7. 

 

 

 

 

 

 

 

 

 

 

 

 

ATTENTION  

 

Please inventrorize all the purchases before year end. If you are 
maintaining your asset in newcigas web application, please get the 
code from the department of state accounts and give the code to the  

 

newcigas for allow it to year end. The code can be given to the  
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5.  With regard to the Public Officers Advance Accounts, please update 

the opening balance under 11 in accordance with the Advance B 

Account control Ledger Balance, in Open Act  Ledger update 

Select Account type Head/ Sub  Load data Edit Double Click 

on amount and enter the B Account control Ledger Balance and save  

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 
Advance Account Limit Enter the Limit for the advance Account for 2013 
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18.6 Delete the unused imprest Account 

 
You could delete the old imprest account and unused imprest account through the following 

way if you don’t have any unsettle sub imprest under those imprest account. 

 

 
 

Select open Act button in da dash board and click list/delete button then select the dropdown. 

Thereby select imprest and select the unused imprest with zero balance and click on delete 

button. 

 

 18.7 If you are Head Office  

  

1. Download the 2024 Budget file with is within the update folder from newcigas web 

application and migrate the budget file to the newcigas version 7.4.1.0 under budget 

Module.  
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2. Click on browse button and decrypt the budget file  

 

 

 

 

 

 

 

 

 

 

 

Once you decrypt the file, the whole budget file will be copied into your new CIGAS system 

 

3. Click on “To_Ledger”  Button. Once you click on the button, the budget Allocation 

will be written in the ledgers for the respective head.  
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Once after click on “To_Ledger” button, you can see the Annual Budget for the year 2024 for 

your Department head. As the ceiling is deactivated, the ceiling columns represent zeros.  

 

 

4. Then Click on New_COA button in order to convert the Chart of Accounts to New 

Chart of Accounts compatible to the other System.  
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18.8 If you are Head Office  
 

Click on “to_Sub” Office button to distribute the annual budget among the sub 

offices. You can create sub office budget file  

For create the sub office vote, Click on Vote Create Button 
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Once after clicking on Vote Create, you can see the Acct Code and New COA, you 

should select the bank code from drop down for which sub office you need to create 

the sub office budget file and on the Checkbox you need to click the votes which you 

need to create the vote accounting code for the sub offices. Then click on create 

button and see the sub office accounting code which are created by the system 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Then re distribute the allocation to the sub offices.  For this purpose just close the 

vote create window.  

Likewise you need to select the bank code of the all sub offices and create the 

accounting code.  It is not necessary to select the selected vote again and again for 

creating another sub office vote. You can un-tick for avoiding the vote or you can add 

by ticking to the new vote for another sub office. You can notice that the created 

vote for the sub office having zero amount of allocation.  

 

Now you need to redistribute the allocation. For this purpose, just close the vote 

create window and go back to “budget to sub vote on” form 
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Click on the old COA vote and select the sub office bank code from drop down. Once 

you select on the old COA, you can see the total allocation and available allocation 

balance. Once you click on sub office bank code,  the created sub office accounting 

code will be displayed in the drop down. Just select the sub office accounting code 

from the dropdown and enter the amount in the to_Sub office box that you need to 

distribute as sub office allocation for the respective vote. And select the next sub 

office and select the accounting code and distribute the allocation. Once after 

complete the particular vote for all sub office, select the next vote and do so.  

 

After re distribute the allocation to the sub offices click on “Export Sub Office Budget 

File” button 
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Once you click on Export Sub Office Budget file, the sub office Acc_Code form will be 

popup in order to create the sub office budget file. Select the bankcode for which you 

are going to create the budget file and click on list & encrypt. Likewise select the each 

bankcode of the sub office and click on list and encrypt.  

 

The sub office budget file will be created in C:\Sub_Office\Budget. The created sub 

office budget files have to be emailed to the respective sub office. 
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18.9 If you are a Sub Office  
  

You can import the sub office budget file from budget menu. Click on Imp sub off budget 

on the budget module and import the encrypted file received from your head office.  

 

 

Click on Brows and select the sub office budget file sent by the head office and decrypt the file. 

Once you decrypt, your sub office allocation will be displayed.  
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 18.10 When you are going to pay for the previous year liability  
  

You need to adjust the liability amount which you have planned to settle or pay by 

using the provision of budget 2024. For this purpose, use Commitment form and click 

on convert vote button. You can select the previous year liability by selecting the 

filtering drop down and click on “amount-to be settled” box and enter the liability 

amount which you are going to pay out of the total liability under the 2024 Provision 

and save. The total amount will be appear in “to be Paid” box, you can delete and 

enter the liability amount can be settled during this year by utilizing the allocation for 

2024. 

 

 

 

If the vote are changed for the purpose of settling liability, you can click on convert 

vote and replace the vote  
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Select the head number which are abolished and select the object code under which u have the 

liability to be settled and then select the vote then select the new vote from which you are allowed 

to settle the liability and save. Then you can decide the amount to be settled stated in the point 

number 10 above. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 



User Manual on New CIGAS                                                                                    

  

  

  
Copyright © by Department of State Accounts. All Rights Reserved  

Page No 160  

 
 

Now you can check the all month imprest account of each sub offices at once. Go to Cash Book  

cach   imorest   sub office 
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19. Make Salary Slips 
 

 
  

  

 
  

  

  

  

  

  

  
  

  

  
  
Click on browse button to select the slip folder called ZZ_TT   
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Then Click on Make SLIP file and select Bank code, Imprest No, Date and Voucher Number 

and thereafter click on separate cheque for each site or one cheque for all site .  

 

 
  

  
  

  

  

    
  

Click on Create .   
  

  
  
  
  
  
  
  
  
  

Click on OK   
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Click on OK  
  

  

  

  

 

 
Click on Browse button to select the directory to save the slips file to enable to send to the 

bank.  
  

  

  

  

  

  

  

  

  

  

  

  

  
  
  
  
  
  
  
  
  

  
  
Click on OK   
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19.1 NITF Remittance to SLIPS  

 

19.1.1 Purpose of the Update 

According to the request made by the CEO- National Insurance Trust Fund (NITF), the new CIGAS 

system has been developed to enable transferring the contributors’ remittance through the SLIPS 

transfer instead of cheque payment. Due to this process the cheque handling cost will be avoided 

and the time of the fund transfer will not get delay like cheque payment. Apart from that the 

contributors’ details can be uploaded to the NITF system. The data on the contributors’ details can 

be extracted from the payroll system through the New CIGAS and the file can be created for 

enabling for uploading those details to the NITF System by each and every spending units. Hence 

it is not required to prepare the contributors details manually. 

 

  

 

19.1.2 Enter the institution number provided by the NITF 

Once after updating the new CIGAS version 7.4.1.0 , Click on salary menu in the dashboard and 

click on NITF to SLIP. The following window will pop up for you to enter the Agrahara file number 

provided by the NITF and Agrahara Agent code in GPS. And then Click on OK. This is the one time 

operation. 

 

 
 

 

 

 

Annexure 01  
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19.2 How to transfer the NITF payment through SLIPS 
The Payroll file can be migrated to the CIGAS system as usual. Once after migrated the ZZ_TT files 
and before browse for saving the SLIPS file, you should click on NITF to SLIPS Button. Once after 
click on this button the NITF cheque payment will be converted to the SLIPS transfer to the Bank  
No'7135' – Branch NO '033' and Account No '100782467951' of the NITF. This bank Account 
details is hard coded within the system.  You can check the total amount of the NITF payment and 
bank accounts details in the grid view shown as bellow. 
  

 

 

 

 

 

 

 

 

 

 

 

 

19.3 How to create the NITF file for the purpose of upload 
Click on the NITF file button 
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Once you click on NITF file button the following window will popup 

 

 

 

 

 

 

 

 

 

 

 

Browse the Payroll (GPS) folder and click on list and check the total NITF Payment amount. This amount 

should be exactly euql amount of the SLIPS transfer amount 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click on create CSV button. Once after you click the button, the file will be created at 

C:\NITF\XX_XX_2023.csv.  This file has to be uploaded to the NITF web portal 
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19.4 How to import the created file in NITF web portal 
Log in the NITF portal 

 
 

Once after login the following window will be navigated.  

 

 

 

 

 

 

 

 

 

 

 

 

 

Click on import button (Green) and choose the file created by the new CIGAS and then click on 

import button (Blue). Once you click on the button. Then you can see the benificiaries details 

which is extracted from the payroll system. Then click on next button  

 

 

 

 

 

 

 

 

 



User Manual on New CIGAS                                                                                    

  

  

  
Copyright © by Department of State Accounts. All Rights Reserved  

Page No 168  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

You can see the above details. You should check the total amount which should be exactly same 

as the amount shown in the New CIGAS file creation window and SLIPS amount. 

You can click on print button and save the benificaries or memebers remiteence details as pdf.  

 

 

If you have any quarries with regard to New CIGAS you could send whatsapp message to       0777 

304 902 or call to the CIGAS helpdesk 0112 484 826/ 881 or sent us email to 

newcigas2022@gmail.com 

 

If you have any quarries about NIIT system you could call to 0112 026662 / 

0750131478 / 0702762962 /  20. Special Print – Payee Letter  
  

After do the payment if u need to send a letter go to   

Cash Book  Cash  Special Print  Payee Letter  
  

  

  

mailto:newcigas2022@gmail.com
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20. Special Print – Schedule Print  
  

Cash Book  Cash  Special Print  Schedule Print  

 
  

 

 

 

  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  

  
  
  
  

Click on create   

  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  

1.   Enter PIV/Voucher  
No    
2.   Then Click on List  
button   
3.   Finally you can get  
the print out of  
schedule by click on  
Print button   



User Manual on New CIGAS                                                                                    

  

  

  
Copyright © by Department of State Accounts. All Rights Reserved  

Page No 170  

21. Summary Report  

  
Cash Book  Main  Report   Summary Report  

  

 
  

  

 
  

  

  

  

  

  

  

  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  

  
  

Click to print  
Summary Report   
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22. Add Supplementary Allocation  
  

When you receive Supplimentry allocation from the Budget Department you need to add it to 

vote allocation.  

Go to Cash Book  Main  Ledger  TransfersSupplimentry  

 
  

22.1 Reduce the Allocation  

  

If you need to reduce/cut the given allocation you have to use  

Ledger  Transfers  Transfer   Saving on expenditure  
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23. Create Daily Slip  
  

When you need to get Daily Slip, mark on SLIPS when you enter the Vouchers.  

 
When you have done slip payment you can get daily slip payment printouts by click on Cash 

 Daily Slip. Though you can get soft copy of the file by click on PDF and it will need be save 
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on your preference location. List button then click on Browse and choose the location which 

you prefer to save the daily slip.  

  

 
    

24. Advance Details  
  

You can get the Advance account details according to the band code and by Loan Type  
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25. Commitments  
  

  

If you do vote payment, first do the commitment. After do the commitment do the liability.  
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26. Web Upload  
  

You have to upload the four files commitment, cash, Asset and imprest to the web interface. 

For that,  

 
  

  

Created files will saved in C:\Web_Upload\July\16_08_2019.  
  

Then in the web interface,  

File upload  Daily file upload  Browse and choose the created file in C: drive   Upload  

Web Upload      create   
  



User Manual on New CIGAS                                                                                    

  

  

  
Copyright © by Department of State Accounts. All Rights Reserved  

Page No 177  

 
  

  

  

  

  

  

…………………………………End Cash Book………………………………………………..  
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27. Non-Current Asset Accounting in New CIGAS  
  

  

27.1 Introduction  
  

The new CIGAS has been developed to record the non-current asset accounting 

treatment which is initiated by the Department of State Accounts. After you activate the 

Asset Accounting in the New CIGAS, once you record any asset fall under the object code 

2101, 2102, 2103, 2104 and 2105 will be considered as noncurrent asset at this point. 

The system will generate one additional double entry to the above mentioned purchase 

as follows  

  

Respective Asset - Debit  

    Capital Asset Reserve Account - Credit  

  

Under the Asset Accounting the above mentioned non-Current Asset fall under four main 

category as follows   

  

1. Building and Structure (Main Ledger 9151)  

2. Machinery and Equipment (Main Ledger  9152)  

3. Land (Main Ledger  9153)  

4. Work in Progress (Main Ledger  9160)  

  

  

  

  

27.1.1 Building and Structure (Main Ledger 9151)  

  

As soon as you click on save button for recording the vote ending with the object code 

2104 (Acquisition of Building and Structure), the system will pop up a dialog box as 

follows.  

 
If it is part payment the user has to click on "yes". Then the system will generate the 

additional double entry as follows  
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Work in Progress  (Main Ledger  9160)  Debit  

   Capital Asset Reserve Account -WIP  (Main Ledger  9166)  Credit  

Once the all payment made, you can transfer the Work in Progress to the Building and 

Structure (Main Ledger 9151)  asset account. For that purpose there is a additional 

functionality in the system and it will be discussed in this manual later.  

If it is only one payment for a construction or acquisition of building, then user has to click 

on "No" button. In that circumstances the system will generate the additional double entry 

as follows  

  

  Building and Structure Debit (Main Ledger 9151)  

      Capital asset Reserve Account - PPE (Main Ledger  9165)   Credit  

 
  

27.1.2 Machinery and Equipment (Main Ledger 9152) and Land (Main Ledger 9153)  

  

As soon as you click on save for recording the vote ending with the object code 2101 

(Acquisition of Vehicle) or 2102 (Acquisition Furniture and Office Equipment) or 2103 

(Acquisition of Plant and Machinery) , the system will generate the additional double entry 

as follows  

  

Machinery and Equipment (Main Ledger  9152) Debit  

   Capital Asset Reserve Account  PPE (Main Ledger  9165)   - Credit  

  

On other hand if the vote ending with the object code 2105 (Land and Land  

Improvement), the system will generate the additional double entry as follows  

  

Land (Main Ledger  9153) Debit  

   Capital Asset Reserve Account  PPE (Main Ledger  9165)   - Credit  

  

  

  
  
  
  
  
  
  
  
  
  

  
Enter your Migrated TR Code Number here.   
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The above ledgers' summary will be displayed in the CIGAS summary.  

  

27.2 How to Activate Asset Account  

 
  

  

  

  

Then you have to enter the asset activation code which can be obtained from CIGAS user 

help Desk, in bellow window.  

  

  

  

  

 
  

  

  

  

  
Click on Cash Book in the Dash   Boa r d .   

  
  

  
  
  
  
  
  
  
  
  
  
  

  
There after click on Activate Now button   
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27.3 Asset Management Module  

 
  

  

  

Once you click on the Asset. Button the following Form will popup.  
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27.3.1 Item Create  

  

The Items have been created already in accordance with the circular released by the 

Department of State Accounts. But it allow you to customize the items which ever not 

related to your institution. In order to customize your items you can select the Main Type 

of Asset which contains Building & Structure, Machinery & Equipment. Once you select 

the type the system will drop the list of asset category fall under the selected type of asset.  

  

Once you select the category, the list of items fall under the category of asset will display 

in the specified area. The assets items have been created already and if you an asset 

item which is not there in the list, you have to inform to the Department of State Accounts.   

  

From the Item list you could make it "Is Active" as "No" for which items are not related to 

your department. For that purpose just double click on the item displayed and select "No"  

for "Is Active" and Save it.  
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27.3.2 Create Sub Item  

  

User can create sub Items falls under the Items. under the transport equipment category 

there will be a set of asset items which the user kept as "Active" when configuring the 

items described in the sub heading 5.1.    

  

User could select Asset category. once the asset category selected the asset item falls 

under the selected category will drop down. Then user has to select the suitable asset 

item for which he or she create the sub item. In the example use create sub item car jeep 

van under the passenger vehicle. The sub item code will be generated by the system. 

You cannot change the sub item code. The screen shot of this form is given bellow. Before 

click on save you have to select "Is Active" as "Yes".  

  

  

  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  

  
  
  

  
  
  
  
  
  
  
  
  

Select appropriate Type and Category from the drop down list   

Select No   

  
Double click on  
each  and every  

item.   
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27.3.3 Create Location  

  

The user can create the location in accordance with his or her organization's divisions 

When user create the location “Active" should be selected as "Yes".   

  

  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  

  
  

Click on Save   Select “Yes”   
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27.3.4 Create Supplier    

  

The user has to create the supplier relating to the acquisition of capital asset (2101, 2102, 

2103, 2104 and 2105).  

 
  

In future, the supplier will not exists anymore, you can double click on the particular supplier 

and select "No" for the "Is active" and save.  

 

  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  

Click on Save   
Select “Yes”   
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27.4 Purchase  

  

Once you record any acquisition under the object code 2101, 2102, 2103, 2104 and 2105, 

the asset category will be transferred to the asset module in the New CIGAS.   

 



User Manual on New CIGAS                                                                                    

  

  

  
Copyright © by Department of State Accounts. All Rights Reserved  

Page No 187  
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User can select the  Asset purchased (from the list button, user has to double click on the 

asset purchased) and then select the respective category then select the item and then select 

the sub item which the user created already and select location, supplier respectively.  In 

description text, you can enter whatever for your reference and click on next box for system 

Generated No. The system Generated Number is generated by the system for identification 

of the respective asset. This number is generated in line with the state accounts circular. User 

can enter his or her own inventory number he or she maintain and then enter the unit price 

and quantity. Once you enter the quantity the value will be automatically changed. Then click 

on save button. Once you save, the inventory will be created for each item individually and 

each individual sub item will have identification number.   

  

If the voucher contains various kinds of sub items, you can inventoried them by sub items. 

Once you inventoried the all sub item which were purchased in a voucher, it will not be 

appear when you click on the selection button. Otherwise it will appear with the amount yet 

to be inventoried.  
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27.5 Opn_Balance  
  

  

User has to enter the opening balance individually.  

For that, Asset  Opn Balance  

User has to select Category, Item and Sub item, Location, supplier, by click on drop down list.  

There after give the unit price and the quantity, system will auto generate the value.  

After that click on Save button.  

 

It is important that user has to create Journal for opening balance he or she entered before 

sending the summary to your head office or treasury. For this purpose user has to click 

on cash book in the main menu and click on Asset Accounting menu  
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Once you click on Asset Accounting  Generate Journal-for  Opening Balance the 

following form will popup. The system will generate the journal for opening balance. 

Hence the users just click on "Post to Ledger" button and enter the journal number and 

click ok.    

  

 

  

  
  
  

  

  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  



User Manual on New CIGAS                                                                                    

  

  

  
Copyright © by Department of State Accounts. All Rights Reserved  

Page No 191  

  

  

  

  

  

  

It is not necessary to record all the opening balance and generate the journal. User can 

record their opening balance batch by batch and generate journal for the particular 

batch. But user has to ensure that the journal has been generated before sending the 

summary.  

  

After posting, you can see those transactions in the summary (Cashbook  Summary).  
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27.6 Disposal  
  

User could dispose the asset there. it might be the auction or disposal. User has to select 

the category, Item code, sub item code respectively to dispose the asset. And select the 

location also. once you select the location the identification number of the asset fall under 

the sub item at the selected location will drop down. user has to select the identification 

number in order to dispose the particular asset. Item name and present value will be 

displayed automatically. if it is disposal value will be zero on other hand if it is auction user 

has to enter the value in the disposal value box. And select the confirm button before 

save.  

  

  
It is important that the user has to create the journal for disposal before sending the 

summary to the head office or treasury. For that purpose click on the cash book in the 

main menu.  
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The system will generate journal for disposal. Just user has to click on "Post to ledger" 

and give the journal number and click on "OK" button  

  

And user can check the summary. Disposal will appear in the summary.  
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27.7 List Asset  

  

User could list the asset in the stipulated format.  For that purpose Click on the Asset 

Accounting in the Cash Book and click on list.   

 
User can list by category, by item, by sub item as well    
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27.8 WIP transferred to Building  
  

If the payment under the object code 2104 is WIP payment (part payment), that will be 
recorded as work in progress rather than Building and structure. Once the final payment 
are made, the WIP has to be transferred to finished good.   

  

If you want to transfer to Building and Structure, the user has inventoried the all payment 

for WIP.  
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After the final payment and inventoried all payment relating to the particular building, 
user must create the sub item under the building and structure before transfer the WIP 
to Building as shown bellow   
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Once you click on WIP transfer to Finished, the following form will pop up. User must 

double click on the sub item which has to be transferred to building and structure  

 
Select the Category, item, sub item location and supplier. Enter the Journal No and click 

on "Transferred to Building" button  

  

Then in cash book click on summary and check the summary  
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27.9 Asset Management System – Transfers  
  

Under this function there are 3 transfer categories such as   

1. Transfer Between Location  

2. Asset transfer in  

3. Acquired by utilizing other Heads’ Vote  

  

The following screenshots are describing the way of entering the above transfers in New 

CIGAS.  

  

  

 
  

  

  

  

Click on the Transfer button in Asset Management module.  
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27.9.1 Transfer between locations  

  

Any asset transferred between the locations which are created in the same New CIGAS, 

you can transfer the assets via this form.   
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27.9.2 Asset Transfer In  

  

For the following Asset transfer purposes the Asset transfer in will be used.  

  

1. Other ministries transfer the Asset to the New ministry  

  

(The old ministry Dispose the Asset by selecting the purpose of Disposal as transfer and 

the new ministry or department can inventories these Asset under Asset Transfer  

In)  

  

2. Donations Inventory  
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27.10 Purchase Return  
  

If you enter wrong entry to the capital vote it will record in the purchase list. For that 

when you enter the revised entry as receipt to the capital vote it will record in the 

purchase return list. In this situation do the purchase and then do the purchase return 

after it wrong asset entry will removed from the BOS report also. For that,  

Asset   purchase return  

  

  

 

Click on Browse button.  

Select the voucher and click on Ok button. Then give the amount and update it.  
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27.11 Addition  
  

User could do the part payments of the capital asset vote you can add the additional 
value to the previous asset value. For that, Asset  Addition  

  

 

  

 
  

  

Select the voucher you want to do the addition. After filled the data click on save button.  
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27.12 Web Upload  
  

Your Asset details have to upload to the New Cigas web interface. For that,  

Asset  web upload  create file  

If the asset file is large in size, you can break the files by locations, by sub item or by date 

and upload in the web application. For that click on if file is size large.  
  

  
  

Created file will saved in C:\Asset_Upload\August\09_08_2019.  

  

 

For the upload,   in the web interface    

File upload     Asset upload   
  
  
  
  
  
  
  
  
  
  
  
  
  



User Manual on New CIGAS                                                                                    

  

  

  
Copyright © by Department of State Accounts. All Rights Reserved  

Page No 205  

 

27.13 QR / Bar Code   
  

CIGAS system is capable to generate QR / Bar code for the asset items. For this option, 

Cash  Asset Accounting  QR / Bar code  

  

  

 
  

  

  

     
  

  

  

27.14 Online Asset Accounting System  

  

If you enter the asset online first you have to have New Cigas User Account. Then you have 

to upload the location, Sub Item, Supplier, and Asset to the web upload.  
  

  
  

 

 

 

 

 

 



User Manual on New CIGAS                                                                                    

  

  

  
Copyright © by Department of State Accounts. All Rights Reserved  

Page No 206  

27.14.1 Opening Balance  

  

 
  

  

  

  

  

  

  

28.14.1.1. Journal Creation for online Asset Opening Balances  

  

Once you have entered the asset opening balances online, you can create the journal on 

your own.   

In the web interface,   

Asset Mgt Opn_Balance Generate Journal Download Journal   

Then an encrypted file will be downloaded with the name  

HeadNo_Asset_Journal_csv.encrypt   

The file has to be uploaded to the CIGAS software.   

In CIGAS    
   

In the web interface  Asset_Mgt     Opn_Balance   
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Browse the downloaded encrypted file, decrypt it and then post it to cash book.   

The amount for that particular journal is posted to your CIGAS.   

Once you have done this procedure please inform the journal number to the CIGAS Unit.  
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27.14.2 Entering purchases in Online Asset Management  

  

   
  

  

In the form which you get from the above path, select the month and then click create.  

Then a file will be created in C:\Asset_Upload\Purchase ( a folder with the name of the 

Month).   

In the Web Interface File Upload  Purchase Upload. Choose the file which was created in 

CIGAS and then click Upload.   

 
28.14.3 Disposal in Online Asset Management.  

  

In CIGAS,    
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Once you have disposal the asset online, you can create the journal on your own.   

In the web interface,   

Asset Mgt  Disposal  Generate Journal  Download Journal   

Then an encrypted file will be downloaded with the name  

HeadNo_Asset_Journal_csv.encrypt   

The file has to be uploaded to the CIGAS software.   

  

  

  

    

28.15 Biological Asset  
  

After you activate the Biological Asset in the New CIGAS, you can create sub item codes 

under the Biological Asset category.   

For activate Biological Asset, go through Cash  Ledger  Open Accounts  Biological  
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System will show you a massage box like below.   

  

  

  

Click on Ok button.  

  

  

28.16 Intangible Asset  
  

Computer Software’s, Licenses, Patents and Copyrights, Trademarks, Broadcast rights 

and Service contracts are include into Intangible Assets.  

After you activate the Intangible Asset in the New CIGAS, you can create sub item codes 

under the Intangible Asset category.   

For Activate Intangible Asset go through Cash  Ledger  Open Accounts  Intangible  

Asset   
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System will show you a massage box like below.   

  

 

  

Lick on Ok button.  

  

  

  

  

  

  

  

  

  

     

28.17. Asset Purchase other than the, acquiesces capital Asset object code under 

the special occasions.  
  

You can select the, is it Asset Yes option when you make the payment in cash book. 
Once you click the, is it Asset Yes button you will be able to select the Asset ledger for 
the respective payment in the drop down.  
  

For this, Cash  Paid  Is It Asset  Yes  
  

Asset.   
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28.18. Lease Asset  

  

If you enter the lease asset at first time to the system first you have to open the lease asset 

account. For that   

Cash  ledger  open accounts  lease_asset  

  

Select the Asset Ledger from the drop down list   
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Click on create button  

  

 

  

  

    

Click on Ok.  
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After create the lease asset system will auto generate the two payment types.  
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After open the lease asset you have to create the more account codes for each and every 

Lease vehicles. For that click on create more Acct Code.  

  

 
  

  

Enter three digit code in the box and click on save button.  
  

 
  

Click on Ok.  
  

  

  

  

  

  

  

  

  

Enter three digit  
code for one  
lease vehicle   
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When you do the payment first select “J-Leased Asset ” type and select the lease asset 

vehicle code then do the payment as cross entry  
  

 
  

Then do the vote payment in “ 9_Lease_Creditors ”  type as cash entry. In there select the 

related lease vehicle code.  
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28.  Rent Advance Payment  
  

  

The Ministries, Departments, District Secretariats or Divisional Secretariats when doing 

accounts they need to get rent base advance and contract base advance.  

First you have to go to Cash book and then go to the payment tab like bellow. You should 

be choose date properly for Rent advance payment. As you select a code 

(xxx.x.x.x.1404) for the payment entry, dialog box pop up in “Is it Rent Advance?” Then 

click on “Yes” button.  
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Thereafter when you go to enter amount then bellow “Rent_Adv” window appears and 

there you have to enter the Rent Advance Code and the period for the rent.   

Example: Here the Rent advance period is 3 months from 01st of July, to 2019 to 30th 

September, 2019.  

  

  

There after click on ok button.  

There after click on OK on Created   

Finally, you need to enter the amount of rent advance and Click on ‘Save’ button.  
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Rent Advance  

period   
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28.1 Refundable  
  

In the Rent Advance window, it will ask is it refundable or not refundable.  

 

28.1.1 Not refundable  

In this option if you do the payment monthly tick on not refundable. It will do the payment 

monthly between the time periods.  

As an example:  you rent a vehicle to Rs.100, 000.00. You will be able to pay it in 10 

months.  

Then if you click on not refundable, payment will done monthly by Rs.10, 000.00. After 

you month end payment will done by the system monthly Rs.10, 000.00 for 10 months.   

  

  

28.1.2 Refundable  

In this option if you tick on the refundable, payment will done through the vote and after 

the cash will received that amount will put into Revenue through the journal.  
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Thereafter you can see entry passes as in Receipt and payment list like bellow Receipt 

list as follows:  

  

 
  

  

  

  

Payment List views as follows:  
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The amount will debit and credit as bellow in summery   

  

Rent Advance        Dr    6000.00  

Rent Advance Reserve       Cr          6000.00  

  
  
  

  

 
  

  

  

  

Once you month end the system will reduce one month advance amount from the original 

advance amount and the journal entry pass will be as follows.  

  

Rent Advance Reserve    Dr    1333.33 Rent Advance      Cr     

1333.33  
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29.  Mobilization Advance Payment  
  

  

The Ministries, Departments, District Secretariats or Divisional Secretariats which are 

carrying out construction activities (WIP) relating to Building and Structures may pay a 

Mobilization Advance for a future period. Such amount of mobilization advance paid for 

WIP activities will be accounted as follows.  

At very first time when you will do the mobilization advance payment first you must 

activate the fixed assets by entering the asset activation code.   
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Then click on ‘Yes’ on Mobilization Advance   

 
  

  

If it is a WIP Payment     Click Yes   
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Enter the treasury code given by the Department of state account. Then 

enter the amount of Mobilization Advance and Click Save.  

  

  

  

 

  

  

  

  

Click Yes to the massage.  
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30.  Year End Progress 
 

30.1 Unpaid vouchers  

All unpaid vouchers have to be entered as commitment and liability within the approved 

allocation limit and upload to the web application (newcigas.treasury.gov.lk) before 

month end process. This can be entered after you sent the summary to Treasury as 

well.  

 

30.2 Month end process has to be done before year end  

After doing the December month end process you can enter any supplementary if you 

have and send the summary through your Head office to the Treasury. Then do the 

month end process before year end.  

 

30.3 Printouts have to be taken before year end  
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The End…  

  

  

  

  

  

  

  

  

  

  


