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PREFACE 

 
 

The Public Financial Management System (PFMS) is a web-based application for 
payment, accounting and reconciliation of Government transactions and integrates various existing 
standalone systems. The PFMS software application has been programmed in user friendly 
manner. The user of PFMS will find onscreen information to run various modules. However, an 
attempt has been made through this User Manual to cover all processes to be followed in Civil 
Ministries of Government of India for registration of users, payment, accounting and reconciliation 
so as to make it a comprehensive one-stop guidance material. 

 
2.  The purpose of this User Manual is to provide a training tool for the managerial and 
supervisory staff and above all to the employees dealing with the payment and related issues in 
Civil Ministries of Government of India. The effort has been to draft this Manual in the form of a 
simple and usable document and as far as possible, to outline the procedures and the 
mechanisms involved in its operation for payment.  
 
3.  Chapter 1 is introductory in nature and brings out the meaning and importance of PFMS. 
Chapter 2 of the Manual deals with the registration of Principal Accounts Office of Ministry and its 
functions in PFMS portal.  Chapter 3provides steps to be followed for registration of concerned 
Pay & Accounts Office users and their role in a comprehensive manner. The registration and 
functions of Drawings & Disbursing Officer and Programme Divisions of Ministry are discussed in 
chapter 4 and 5 respectively.    
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  GLOSSARY OF IMPORTANT TERMS  
 

Unless there is something averse in the subject or context, the terms defined in this 
section are used in this Manual in the sense hereunder explained: 

 
(i)  AAO - Assistant Accounts Officer  
(ii)  CA - Controller of Accounts 
(iii)  CCA - Chief Controller of Accounts 
(iv)  CGA - Controller General of Accounts 
(v)  CDDO - Cheque Drawing & Disbursing Officer 
(vi)  Checker- Signify approving authority 
(vii)  CPSMS- Central Plan Scheme Monitoring System 
(viii)  DH - Dealing Hand 
(ix)  DPR - Detailed Project Report 
(x)  DSC - Digital Signatory Certificate 
(xi)  FY - Financial Year 
(xii)  GePG - Government e-payment Gateway 
(xiii)  HOD - Head of Department 
(xiv) HOO - Head of Office 
(xv) IFD - Integrated Finance Division 
(xvi) IGA - Inter Government Advice 
(xvii) Maker - Denotes data entry operator/Dealing Hand 
(xviii) NCDDO- Non Cheque Drawings & Disbursing officer 
(xix) PAO - Pay & Accounts Officer 
(xx) Pr. A.O- Principal Accounts Officer 
(xxi) Pr. CCA- principal Chief Controller of Accounts 
(xxii) PD - Pgrogamme Division (Administrative Division) 
(xiii)  PFMS - Public Financial Management System 
(xxiv) S.O - Section Officer 
(xxv) U.S - Under Secretary 
(xxvi)   Vendor - Denotes payee (To whom payment is to be made)  
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CHAPTER-1 
1.1 INTRODUCTION 

Public Financial Management System (PFMS) is a web-based online transaction system 
for fund management and e-payment to implementing agencies and other beneficiaries. In 
December, 2014 decision was taken to enhance the use of PFMS (earlier known as CPSMS) as 
a single platform for payment, accounting & reconciliation of govt. transactions by integrating 
various existing standalone systems.  

 
1.2 Objectives 

The primary objective of PFMS is to establish an efficient fund flow system and 
expenditure network. PFMS also provides various stakeholders with a reliable and meaningful 
management information system and an effective decision support system. Now an online 
payment and accounting system is being introduced through this portal for all non-plan 
expenditure. The payment process in PFMS starts at Programme Division level. It moves further 
through Drawings & Disbursing Officer to Pay & Accounts Office for making payment directly to 
bank account of beneficiary. The following diagram represents payment process flow on PFMS 
portal: 

 
 

Figure (1.1) 
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CHAPTER-2 
 

REGISTRATION OF PRINCIPAL ACCOUNTS OFFICE AND ITS FUNCTIONS 
2.1 Registration: 

The Principal Accounts Office is nodal point in ministry under departmentalized accounting 
set up. All payment and accounting data of the ministry is compiled at Principal Accounts Office. 
In PFMS the role & responsibility of Principal Accounts Officer is to co-ordinate with concerned 
Pay & Accounts Office(s) and felicitate payment and compilation of accounts. For this purpose 
Principal Accounts Officer (Pr.AO User) is to be registered with PFMS portal, if not registered 
earlier. The steps require for registration of Pr. Accounts Officer are explained in following 
paragraph. 

2.1.1 Website address: pfms.nic.in  or www.cga.nic.in> CPSMS (home page will open) 

2.1.2 Click R˩EGISTER SANCTION ID GENERATION USERS˪ hyperlink on home page, below 
the Log In button as shown in fig. (2.1). 

 

http://pfms.nic.in/
http://www.cga.nic.in/
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Figure (2.1) Pr.AO User Registration Form 
 

ʸˇ˄ ˧ʹ˒˄ˑ˨ ˇˀ˒ ˓ˎ ˅ˈˋˋ ˀˋˋ ˅ˈ˄ˋ˃˒ ˌˀˑˊ˄˃ ˖ˈ˓ˇ (*)  as explained below. In case mandatory field is left 
blank system will flash message against blank box. For e.g. Phone No. is required. 
 
Type of Users: Select Principal Account Officer from the drop-down list.  

Controller: Select Controller of your Ministry from drop down list. For example 010-
POWER 

First Name: Type first name as per office record 

Last Name:  Type last name as per office record 

Designation: Provide your designation (Accounts Officer/Sr. Accounts Officer) 

E-Mail:  Provide your e-mail id (preferably nic. e-mail id). Login details of the 
registered user will be sent to this e-mail id only. If wrong e-mail id is 
ˆˈ˕˄ˍ ˒˘˒˓˄ˌ ˖ˈˋˋ ˅ˋˀ˒ˇ ˌ˄˒˒ˀˆ˄ ˧ˈˍ˕ˀˋˈ˃ ˄-ˌˀˈˋ ˈ˃˨ ˀˆˀˈˍ˒˓ ˁˎ˗ 

Phone Number:   Give your office Phone Number with STD code 

Mobile Number:  Give your 10 digit Mobile number. This is an optional field. Nevertheless, 
the user will receive SMS only on this mobile number 

Login Id:  Provide your login id with minimum four characters and can be 
alphanumeric. The login id is unique for each user e.g. ccapower 

Password: Give your password in the textbox.  The password can be alphanumeric & 
contain at least one special character. Further, it should not be less than 6 
characters and more than 15 characters 

Confirm Password:  Re-type password. 

Hint Question: Select hint question from the drop-down list  

Answer:  Give answer to above hint question.  User may note down answer  
   for future reference to retrieve password 

Confirm Answer: Re-type the above answer 

Word Verification:  Enter the characters appearing in box just above 
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Click ˓ˇ˄ ˩ʷʹʦʱʭʸ˪ button. ʱ˄˒˒ˀˆ˄ͭ ˧User has been Saved Successfully w˨ill appear at top of the 
web page. Figure (2.2) represents successful registration of Pr.AO user. 

Note: PFMS portal follows standard rules. Wherever incomplete or wrong information is provided 
the system will prompt user to correct the same. Therefore, Users are advised to provide 
correct information while filling user registration form  

 
Figure (2.2) successful registration of Pr. A.O. User 
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2.1.3 The registration of Pr. AO user is to be approved by ɹ ʪʱʷ ʳ˅˅ˈ˂˄͟ ˓ˇ˄ˑ˄˅ˎˑ˄ ˧ʹ˒˄ˑ˨ ˇˀ˒ ˓ˎ 
provide above details on the e-mail id: sys@nic.into office of CGA(PFMS) at Shivaji Stadium, 
New Delhi.  

2.1.4 After approval from O/o CGA (PFMS), Pr. AO user can login. At first occasion PFMS 
portal mandates Pr. AO user to change password.  A form will appear on the screen. Pr. AO user 
has to perform following steps: 

1 Enter your password 

2 Enter your new password. The password can be alphanumeric & contain at least one 
special character. Further, it should not be less than 6 and more than 15 characters 

3 Confirm your new password 

4 Choose change password figure (2.3)͡ ʥ ˌ˄˒˒ˀˆ˄ ˧ˏˀ˒˒˖ord changed successfully will 
˅ˋˀ˒ˇ ˎˍ ˓ˇ˄ ˒˂ˑ˄˄ˍ͡ ʧˋˈ˂ˊ ˧ˎk.˨ Now, Pr.AO user can login with new password.  

 
Figure (2.3) screen for change password 

mailto:sys@nic.in
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2.2 ʴˑ͡ ʥ˂˂ˎ˔ˍ˓˒ ʳ˅˅ˈ˂˄˨˒ ʥ˒˒ˈ˒˓ˀˍ˓ ʥ˂˂ˎ˔ˍ˓˒ ʳ˅˅ˈ˂˄ˑ ˀˍ˃ ʨ˄ˀˋˈˍˆ ʬˀˍ˃ registration  

2.2.1 After login, Pr. Accounts Officer can create AAO & DH users for Pr. Accounts Office. The 
steps are as follows:  

Go to Users>> Ministry user registration; a form will appear as shown in figure (2.4) below: 

 

 
Figure (2.4) screen for registration of AAO & DH by Pr. Accounts Officer 
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ʸˇ˄ ˧ʹ˒˄ˑ˨ ˇˀ˒ ˓ˎ ˅ˈˋˋ ˀˋˋ ˅ˈ˄ˋ˃˒ ˌˀˑˊ˄˃ ˖ˈ˓ˇ (*) as explained below. In case mandatory field is left 
blank system will flash message against blank box. For e.g. Phone No. is required. 
 
Type of Users:   Select Pr AO Assistant Accounts Officer from the drop-down list.  

Controller:   By default Controller will appear in the box. 

First Name:  Type first name as per office record  

Last Name:   Type last name as per office record 

Designation:   Provide your designation (Asstt. Accounts Officer) 

E-Mail:   Provide your e-mail id (preferably NIC e-mail id). Login details of  
  the registered user will be sent to this e-mail id only. 

Phone Number:   Give your office Phone Number 

Mobile Number:  Give your Mobile number. This is an optional field. However, the  
  user will receive SMS only on this mobile number 

Login Id:   Provide your login id with minimum four characters and can be  
   alphanumeric. The login id is unique for each user e.g. kumar1975 

Password:  Give your password in the textbox.  The password can be  

alphanumeric& contain at least one special character. Further, 

it should not be less than 6 and more than 15 characters 

Confirm Password:  Re-type password.  

Hint Question:   Select hint question from the drop-down list   

Answer:  Give answer to above hint question. User may note down answer  
   for future reference to retrieve password  

Confirm Answer: Re-type the above answer 

Word Verification:  Enter the characters appearing in box just above 

Click ˓ˇ˄ ˩ʷʹʦʱʭʸ˪ ˁ˔˓˓ˎˍ͡ ʱ˄˒˒ˀˆ˄ͭ ˧ʹ˒˄ˑ ˇˀ˒ ˁ˄˄ˍ ʷˀved Successf̝ ˋˋ˘˨ ˖ˈˋˋ ˀˏˏ˄ˀˑ ˀ˓ ˓ˎˏ ˎ˅ ˓ˇ˄ 
screen. 
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2.2.2 For registration of Pr.AO Dealing Hand user, Select type of user as Pr. AO Dealing Hand 
and repeat all steps as mentioned above with details in respect of Sr. 
Accountant/Accountant/Lower Division Clerk as the case may be. 

2.2.3 Pr. AO AAO & DH have to be approved by Pr. AO himself/herself. The steps are as under: 

¶ Choose User>>Manage: Screen will appear as figure (2.5). Manage sub module can be 
used for performing functions of approving, editing, enabling and disabling of Users.  

 
Figure (2.5) screen for approval of AAO& DH User by Pr. AO 


