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PREFACE

The Public FinancialManagement System(PFMS) is a web-based application for
payment, accounting and reconciliation of Government transactians integratesvarious existing
standalone systems.The PFMS software application has been programmed in user friendly
manner. The ugr of PFMS will findonscreeninformation to runvarious modules However, an
attempt has been made through thidJser Manualto cover all proces®s to be followed in Civil
Ministries of Government of India for registratiai users, paymen{ accounting andreconciliation

so asto make it a comprehensive onetop guidance material.

2. The purpose of thisUser Manual is to provide a training tool fothe managerial and
supervisory staff and above all to the employees dealing with thaymentand related issies in
Civil Ministries of Government of India he effort has been to draft this Manual ithe form of a
simple and usable document and as far as possible, to outline th@wocedures and the

mechanisms involvedn its operationfor payment

3. Chapter 1lis introductory in nature and brings out the meaning and importancePéiMS.
Chapter 2 of the Manual deals with theaegistration ofPrincipal Accounts Office of Ministrgnd its
functionsin PFMS portal. Chapter Jorovides steps to be followed for registtion of concerned
Pay & Accounts Office users and their rolin a comprehensive mannerThe registration and
functions of Drawings & Disbursing Officer and Programme Divisi@idMinistryare discussed in

chapter 4 and 5respectively.
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GLOSSARY OF IMPORTANTERMS

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

0] AAO - Assistant Accounts Officer

(i) CA - Controller of Accounts

(iii) CCA - Chief Contoller of Accounts

(iv) CGA - Controller General of Accounts

(V) CDDO - Cheque Drawing & Disbursing Officer

(vi) Checker Signify approving authority

(vi) CPSMS Central Plan Scheme Monitoring System
(vii)  DH - Dealing Hand

(ix) DPR - Detailed Project Rport

(x) DSC - Digital Signatory Certificate

(xi) FY - Financial Year

(xii)  GePG - Government epayment Gateway

(xii)  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.AG Principal Accounts Officer

(xxi)  Pr. CCA principal Chief Controller of Accounts

(xxii) PD - Pgrogamme Diision (Administrative Division)
(xiiiy  PFEMS - 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)




CHAPTERL1
1.1 INTRODUCTION
Public Financial Managenent System (PFMS)is a web-based online transaction system
for fund management and g@ayment to implementing agencies and other beneficiarida
December, 2014 decisiorwas takento enhance the use of PFMSearlier known as CPSMS)s
a single platform fo payment accounting & reconciliation of govt. transactiondy integrating

various existing standalone systems.

1.2 Objectives

The primary objective of PFMS is to establish aefficient fund flow systemand
expenditure network PFMS also provides varical stakeholders with areliable and meaningful
management information systemand an effective decision support systemNow an online
payment and accounting system is being introduced through this pait for all nonplan
expenditure The payment process in PMS 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:

PD/HOO DDO PAO
generates Receives sanction Passes the bift
sanction & generates bill receives scroll

VENDOR BANK
Receives Receives payment filanakes

payment& sends scroll to PAO

Figure (1.




CHAPTER2

REGISTRATIONOF PRINCIPAL ACCOUNTS OFFICE AND ITS FUNCTIONS
2.1 Registration:

The PrincipalAccounts Office is nodal poinih ministry under departmentalized accounting
set up. All payment and accountghdata of the ministryis compiledat Principal Accounts Office.
In PFMS therole & responsibility of Principal Accounts Officés to co-ordinate with concerned
Pay & Accounts Office(s) and felicitate payment and compilation of accounfr this purpose
Principal Accounts Officer (Pr.AO User) is to be registered with PFMS portalf not registered
earlier. The deps require for registration of Pr. Accounts Officeare explained in following

paragraph.

2.1.1 Website addresspfms.nic.in or www.cga.nic.ie CPSMS (home page will open)

2.1.2 Click REGISTER SANCTION ID GENERATION USERKyperlink on home page, below
the Log In button as shown in fig. (2.1).

& hitp://164.100.129.32/Demo/ Users/LoginDetails/Login 2 v & 2 Central Plan Scheme Montt..

Public Financial Management System-PFMS
- . (formery CPSMS)
0/a Controller General of Accounts, Ministry of Finance |
v 03/Aug/2015 02:36 PM
ma -
Instructions
About CPSMS Email is mandatory for any communication, regarding your Userlds, Password, Notifications, Alerts etc.
R Financialfr: | 20152016 v
Sl User Details
Bank/Post Offi [» R l:l
bk b Type of User: * | Principal Account Officer v |
Direct Benefit Transfer [ Controller: | Iy v | Password: l:l
Bulletin Board First Name: * | |
Know Your Payments Last Name: * | | Register Agency
Register Sanction ID Generation
Designation: * Users
MR Fayments | | Register MIS Reparts Users
Email: * | | Forgot Passward?
Location Search Detail Get Password By Unique Agency
Code
; Phone No: * | | Register State Gout. DDO
User Guide b Register Treasury Users
Mobile No: | |
FAQs REGISTERING AGENCIES PLEASE
Login ID: * | | CHECK HERE IF AGENCY IS
Contact Us (Login ID minimum 4 characters). ALREADY REGISTERED
Password: * GET LOGIN DETAILS PLEASE
Register/Track Issue CHECK HERE IF AGENCY IS
(Password must contain minimum & characters and maximun 15 characters, Password should contain ALREADY REGISTERED
alphanumeric and at least one spaecial character like [@#§%"8*].
Iy New Features.
= e gt —
lUpdate in Orders & Circulars
\ Abid Answer: * l:l [Roles and Respansibilites of District
3 [Nodal Officers
' Cofimpeever | ] S e
f(.' . . i List of District Nodal Officer-3
iy ” y o P Ay Lt of District Nodal Officer-4
14 r ¥ Ay I5r.AQ/AD, AADs of Civil Account v
L/ | F ganisation being assigned the work
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http://www.cga.nic.in/
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Figure (2.1 Pr.AO User Registtion Form

v ' 7 (*) as'explained belove In case’ mandatory field is Iéft

blank system will flash message against blank box. For e.g. Phone No. is required.

Type of Users:

Controller:

First Name
Last Name
Designation:

E-Mait

Phone Numler;

Mobile Number:

Login Id:

Password

Confirm Password

Hint Question

Answer:

Confirm Answer

Word Verification

SelectPrincipal Account Officefrom the dop-down list.

Select Controller ofyour Ministry from drop down listFor example 010

POWER

Type first name as per office record

Type last name as per office record

Provide your designation (Accounts Oféd/Sr. Accounts Officer)

Provide your email id (preferably nic. email id). Login details ofthe

registered user will be sent to this -enail id only. If wrong email id is

A.'A_ >v)</\, ‘.\\_‘VT.?\)V.EJA)?)A?T.A_,_I(.

Give your office Phone Numbewith STD code

Give your 10 digit Mobile number This is an optional field.Nevertheless,

the user will receive SMS onlyn this mobile number

Provide your login id with minimumfour characters and can be

alphanumeric. The login id is unique for each userg. ccapower

Give your passwordin the textbox The password can be alphanumeric &
contain atleast one special characteiurther, it should not be less than 6

characters and morethan 15 characters
Re-type password.
Select hint questiorfrom the dropdown list

Give answer to above hint questionUser may note down answer

for future reference to retrieve password
Re-type the above answer

Enter the characters appearing in box just above




Click. “w' th Buttan.h A, . ?Userhas beenSaved Successfullywill appearat top ofthe

web page.Figure (2.2) represents successful registration of Pr.AO use

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 fillingser registration form

Fle Edt View Hisory Bookmarts Tooks ﬂelpmbm

j“ Central Plan Scheme Monitorin.. x\+

€ O 8 ftips/16410012932/Demo/Users/LoginDetal/Loginaspx 1| Q Search I B0 480 =

Public Financial Management System-PFMS

(formerty CPSMS)

(/o Controler Generl of Accounts, Ministry of Finance

07/Aug/2015 01:07 AM
Home :
About CPSMS Email is mandatory for any communication, regarding your Userlds, Password, Notifications, Alerts etc.
: Financiar:  opis.a016 v [F
P iiheies b User Details
User has been saved successfully
Bank/Post Office D Login I0;
Typeof User:*  _gojoqt v
Direct Benefit Transfer D
ller: Password:
Controller:  _gejoct.- v
Bulletin Board
PAD: _goiqt- v |4
Log In
Know Your Payments
DDO: A
~Select- 5 Register Agency
NMMS Payments Register Sanction ID Generation
First Name: * Users
; : Register MIS Reports Users
Location Search Detail Last Name: * Forgot Password?
Get Passward By Unique Agency
User Guide D Designation: Code
= | Register State Govt. DDO
FAQs Email: * Register Treasury Users
Contact Us Phone No: * REGISTERING AGENCIES PLEASE
CHECK HERE IF AGENCY IS
A ALREADY REGISTERED T
Register/Track Issue Hobie : | Y

1 |

07/08/2015 |

@ a M

Figure (2.2) successful registration of Pr. A.O. User




2.1.3 The registration of Pr. AO ser is to be approved by Ish w r vv ' <A, A ] AT AV
provide above detailson the e-mail id: sys@nic.irto office of CGAPFMS at Shivgi Stadium,
New Delhi.

2.1.4 After approval from O/o CGA (PFMS), Pr. AO user can loginAt first occasion PFMS
portal mandatesPr. AO user to change passwordA form will appear on the screen. Pr. AO user

has to performfollowing steps:
1 Enter your passvord

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 passwordigure (2.3) dz , A . . ?ofd/chardged’successfully i
v ., 7 Akl Now, PmA® user cdnloginavith neéw, password.

/& Change Password - Windows Intes
L —

- ; >
@U @0\ http://164100129.32/Demo/Users/LoginDetails/ChangePassword.aspx | X ;J My Web Search
X @ 'I ‘ Retrieving buttons from Ask.com...
x gl 4™ | Web Search » [ £ Bookmarks v 1 Settings »
3 ESH O OB ® > oD 0N 9% - X
% M@vies! [lraers [ Reviens vrBomter / ideo ook~ ‘ '| o ,01 Q
<7 Favorites | 55 8] Suggested Sites v | Russia checksinto Ap...
m »
(& Change Password @ © v [ mn v Pagev Safetyr Tooks~ @v
Change Password
User Name: praodh2
Current Password:
New Password:
(Password must contain minimum & characters and maximun 15 characters, Password
should contain alphanumaric and at least one special character like [@#%"8*]
Confirm Password:

Done anternet\ProtectedMode:On v BlE v

wi2am ||
926/015

< @#H0

Figure (2.3) screen for change password
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2.2.1 Atfter login Pr. Accounts Officer carcreate AAO & DH users for Pr. Accounts Offic&he

steps areas follows

Go to Users>> Ministry user registratiora form will appearas shown in figure 2.4) below:

p My Web Search

Retreving buttons from Ask.com..

X 0.’ v Q'WebSearchu[@Bookmarks'FSertmgsv

' K30 G Aoy nd CON-Da N §
X

37 Favortes | 5 | Sugpeted Stes 2 Naton pausestorem... v

_‘@Userﬂegistration ‘_‘ Wrf w2 g Sy Took !
[

Public Financial Management System-PFMS Wil PKSap fcaponr] Lo
winili Eijzrnzime:?gus-mis

(/o ContrllerGeneralof Accounts, MinstryofFinance

i

BharatKosh Report K

Instructions

Email is mandatary for any communication, regarding your Userlds, Password, Notifications, Alerts etc,

Home )
User Details £
BharatKosh b
Masters b TrpeofUser: ™ g sant Aceoun Offer E
Budget b Contrller: 11)_e9
First Name; *
Users [? | WIS User Registration
Last Name: *

Account Code Divectory [/ Manage

Designation: *

Agency [ | Ministry User Registration
i Email: *
s b wy 'ﬂ Minisry User Regicraton }
Phone Na: *
Sanction Custom Fields b
Mobile No:
Reports
i o
L b Login ID:
{Login ID minimum 4 characters), L
bt/ 168.00.12932/ Demoy Users/Useregeteton.aspx € ntemet | Proected Mode: On G 8wy -

—P
501PM
§/5/015

o
o

TR

Figure (2.4) screen forregistrationof AAO & DH by Pr. AccountOfficer
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L Y U I « . ()" as éxplained 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 Officérom 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: Provideyour e-mail id (preferably NICe-mail id). Login details of

the registered user will be sent to this-enail id only.
Phone Number: Give your office Phone Number

Mobile Number: Give your Mobile numberThis 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 userg. kumarl975
Password: Give your password inthe textbox. The passwordan 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 droeplown list

Answer: Give answer to &ove hint questionUser 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

Clicke. “w" t6h 8x v . _ 7 haA, , ?" AtvedBuccegsf ~ “ 74 S 'AA W2
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 aboweith details in respect of Sr.

Accountant/Accountant/Lower Division Grk as the case may be.
2.2.3 Pr. AO AAO & DHhaveto be approved by Pr. AO himself/herselfThe steps are as under:

1 Choose User>>Manage: Screen will appearsafigure (2.5). Manage sub module can be

used for performing functions of approving, editing, etialy and disablingof Users.

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