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Login Admin ID 

Click on 5th option from Home page 

 

 

 

Get Password By Unique Agency Code 

 

 

Fill the Details i.e Agency unique Code, Email, Word Verification 

 

 

 

Click on Submit Button 

 

 

      

Select Log in ID 

 

Click Icon ‘Send OTP both Email and SMS’ 

 

 

Enter OTP and click on icon Verify OTP 

 

 

 

 

    Create your password and save 
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Creation of Log in ID of Agency Data Operator 

 

 Open Admin Log in ID 

 
   Masters 

 

 

      Users 

 

 

  Add New (For Agency Data Operator) 

 

 

 

  Fill the details of the person who operate the PFMS & click on Submit button. 
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Creation of Log in ID of Agency Data Approver 

 

  Open Admin Log in ID 
 

 

 

 

     Masters 

 

 

 

                                                                                Users 

 

 

                                                     Add New (For Agency Data Approver) 

 

 

 

Fill the details of the person who operate the PFMS & click on Submit button. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



4 
 

           How to Add Vendor 

 

                                         Open Data User Operator Log In ID 

 

 

 

 

    Masters 

 

 

 

   Vendors 

 

 

  Add New 

 

 

•  

 

  First select Personal and fill details as required and click on save icon. 

 

 

                      Now  select Commercial and fill the required details. 

 

 

                                                     click on save icon. 
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How to Map Vendor 

                                 Open Admin Log in ID 

 

 

    Masters 

 

 

 

    Vendors 

 

 

      Manage 

 

 

•  

Search with account No. 

 

 

                                                                                   Mapped 
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How to add bank account for E-Payment 

Open Admin  Log In ID 

 

 

                                                      Click on Bank 

 

 

                                         Account Activation E-Payment 

 

 

Select Scheme 

 

write Account Number 

 

Search 

 

Select 

 

Account Activation E-Payment 

 

Submit 
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Steps of Expenditure (Single Entry Expenditure) 

Log In Agency Data Operator 

 

             Click on Expenditure 

  

                                                                 Add New 

 

Fill the Expenditure Header and Linked Sanctions. 
 

 
Scheme Component Details to be filled as Mentioned Below: 

 
 
 

1.Scheme Component  :- Expenditure Head (in which expenditure belongs) 
 

 
2.Expense Type  :- Revenue 

 

 

Click on add icon and Save. 

 

 

After saving the details above window will appear and then Click on Yes 

 

Click On EPayment Using Print Advice in Instrument Type. 

 

The Below printed Window will appear, 

 

Do You Want to Add the Deduction details ? 

 

No 
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Click on Confirm 

 

 

 

Click on Submit For Approval. 
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For Approval of Expenditure 

Log In Agency Data Approver ID 

 

Click on Expenditure 

 

Approve 

 

The  window will appear. 

 

Select  Scheme 

 

Click on Search 

 

Approve. 
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Steps of Bulk Expenditure 

Log In Agency Data Operator 

 

Click on Masters 

 

Bulk Customization 

 

Manage 

 

Select Scheme 
 
 
 

Select Bank Account 
 
 
 

Select Vendor 
 
 
 

Customize Name :- fill Narration 
 
 
 

Transaction Type :- Component Wise 
 
 
 

Scheme Component :-  Select the relevant expenditure head. 
 
 
 

Payment Mode :- EPaymentUsingPrintAdvice 
 
 
 

Click on Save 
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Click on Expenditure 
 
 
 

Add New 
 

 

Now Select the Scheme. 
 
 
 

Once you Select the Scheme the red Highlighted Small window will appear on right side of the 
window and Select the Customize Name of the expenditure which is already created. 

 
 
 

Now Following Window will appear. 
 
 
 

Fill the required details and Submit. 
 
 
 

Once you click on submit icon following pop up will appear 
 
 
 

Click on Yes. 
 
 
 

Click on Next 
 
 
 

Fill Narration for Passbook and Click Confirm 
 
 
 

then Next 
 
 
 

Click Submit For approval. 
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For Approval of Bulk Expenditure 

 

Log In Agency Data Approver ID 

 

Click on Expenditure -> Approve 

 

The following window will appear. 

 

Select  Scheme 

 

Click on Search 

 

Approve. 
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1. How to Login Admin ID 

 

 Click on 5th Option from Home Page i.e 

  Get Password by Unique Agency Code 



2 
 

 

Fill the above details and click on Submit button. 
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Select Login ID  

 Click Icon “Send OTP both Email and SMS” 
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Enter OTP and click on Icon Verify OTP 
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Create your password and save. 
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Creation Of Log In ID of Agency Data Operator 

Open Admin Log in ID 

 

Click on Masters -> Users-> Add New (For Agency data Operator) 
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Fill the details of the person who operate the PFMS & click on Submit button. 
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Creation Of Log In ID of Agency Data Approver 

 

Open Admin Log in ID 

 

Click on Masters -> Users-> Add New (For Agency data Approver) 

 

 

Steps for Agency Data Approver will be same as Agency Data Operator. 
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How to Add Vendor 

• Open Data User Operator Log In ID  

• Click on Masters -> Vendors -> Add New 
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• First select Personal and fill details as required and click on save icon. 
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Now  select Commercial and fill the required details. 

 

 

click on save icon. 

Wait till approved by bank 
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How to Map Vendor 

• Open Admin  Log In ID  

• Click on Masters -> Vendors -> Manage 
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• Search with account no ->Mapped 
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How to add bank account for E-Payment 

 

• Open Admin  Log In ID  

• Click on Bank -> Account Activation E-Payment  
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Select Scheme->write Account Number-> Search 

Select-> Account Activation E-Payment ->Submit 
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Steps of Expenditure (Single Entry Expenditure) 

• Log In Agency Data Operator 

• Click on Expenditure -> Add New 

 

Window appears 
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Fill the Expenditure Header and Linked Sanctions.  
Scheme Component Details to be filled as Mentioned Below: 
 
1.Scheme Component  :- Expenditure Head (in which expenditure belongs) 
2.Expense Type  :- Revenue 

Click on add icon and Save. 
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After saving the details above window will appear and then Click on Yes 
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Click On E Payment Using Print Advice in Instrument Type. 
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Do You Want to Add the Deduction details ? 

                              No  

Click on Confirm   
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Click on Submit For Approval. 

 

 

 

 

 

 

 



22 
 

For Approval of Expenditure 

Log In Agency Data Approver ID 

Click on Expenditure -> Approve 

 

The following window will appear. 
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Select  Scheme -> Click on Search-> Approve. 

 

Print PPA in duplicate (at least 02 copies) & submit in the bank.  
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Steps of Bulk Expenditure 

Log In Agency Data Operator 

 

Click on Masters -> Bulk Customization -> Manage 
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Select Scheme -> Select Bank Account -> Select Vendor 
Customize Name :- fill Narration 
Transaction Type :- Component Wise 
Scheme Component :-  Select the relevant expenditure head. 
Payment Mode :- EPaymentUsingPrintAdvice 
 
Click on Save  
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Click on Expenditure-> Add New 
 

 
 
Now Select the Scheme. 
Once you Select the Scheme the red Highlighted Small window will appear on right side of the 
window and Select the Customize Name of the expenditure which is already created. 
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Fill the required details and Submit. 
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Once you click on submit icon following pop up will appear 
Click on Yes. 
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Click on Next 
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Fill Narration for Passbook and Click Confirm then Next 
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Click Submit For approval. 
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For Approval of Bulk Expenditure 

Log In Agency Data Approver ID 

Click on Expenditure -> Approve 

 

The following window will appear. 



34 
 

 

Select  Scheme -> Click on Search-> Approve. 

 

Print PPA in duplicate (at least 02 copies) & submit in the bank.  
 
 

 
 


