No. 1-95/4/2020-1TD-CGA (E 994) /242 - 3\
Government of India
Ministry of Finance Department of Expenditure
Controller General of Accounts
PFMS Division (GIFMIS)

Mahalekha Niyantrak Bhawan
GPO Complex, INA, New Delhi
Dated:15.09.2023

OFFICE MEMORANDUM

Subject: Important instructions with regard to new development in Pension
Module for PAOs in PFMS Portal — Online Return process of pension cases from
CPAO to PAO

The undersigned is directed to refer to the subject cited above and to inform
that the process flow for the online return of pension cases from CPAQO to PAQ through
the Pension module at PFMS has been developed and deployed.

2. Presently, pension case forwarded by Head of Office (HOO) through Bhavishya
land in PFMS Pension Module at DH level for checking in “Pension >>Manage
Pensioner’ menu. After passing the pension cases at all levels i.e.,, DH, AAO and
PAO, PAO allots PPO number and digitally sign the e-PPO. Thereafter, PAO verifies
digitally signed ePPO and submits it to CPAO online. PAO has to send physical PPO
booklet with attachment and PDF of ePPO to CPAO for further processing at CPAO.

3. In the existing scenario, after verification of case at CPAO, CPAQ issues e-SSA
and forward the same to Bank for payment. In case of any mistake found in e-PPO or
physical PPO, CPAO returns pension case back to PAO through offline mode and
deletes the pension in their system. PAO has to take corrective action at their end if
errors are in PPO Booklet and forward the case back to CPAO and also re-upload e-
PPO to CPAQ in their Login. If any mistake is found in e-PPO, then the case needs to
be returned to HoO i.e. Bhavishya and for this purpose DSC needs to be reverted
back. Presently, DSC is being reverted at CGA office and for this purpose, a request
is required to be forwarded by PAO to CGA office. This process is done offline mode
and takes time.

4. To obviate problems and reduce the time period, this office and CPAO have
jointly developed an online revert process flow of pension cases from CPAO to PAO
and DSC reversion of Pension cases, if required, at PAO office itself. As and when,
CPAO returns the pension case back to PAO, the same will now be available in PAO
Login in Pension Menu at Pension =>e-PPO=> e-PPO returned by CPAO. PAO has
to check the reason for return of Pension case and if errors are in physical PPO booklet
or errors are in e-PPO or complete case is wrong, PAO has to take action accordingly,
i.e., where errors are only in physical booklets, PAQ may re-upload e-PPO after
rectifying errors in physical booklet and forward the case to CPAO.

5. If errors are in e-PPO or complete case is wrong, PAO has to take action in
initiating DSC reversion available at Pension =>e-PPO=> e-PPO returned by CPAO.

-+ https://www.staffnews.in *-«



After initiation by PAO, case will land at DH login for processing of DSC reversion with
all validation. DH will check the case and forward the same to AAO, AAO will verify
the case and forward the same to PAO. PAO will revert the DSC and case will be
available at PAO login in Pension =>Utilities=>Return case to PAO Login. After
taking action in this menu, PAO will again pass the case from Manage Pension case
in pension module and take necessary action for re-DSC or returning case back to
HoO for rectification of errors.

6. Important Instructions before processing of DSC reversion:

(i) Initiation of re-upload or DSC reversion is to be initiated only after receipt of

physical booklets from CPAQO and pensioner.

(i) Revision cases available at any level in DH, AAO or PAO must be reverted

back to HoO prior to DSC reversion of pension case.

(iii) Sanctions/bills pending at any level i.e., DDO, DH, AAO or PAO level must be

permanently canceled prior to DSC reversion.

(iv) Payment of sanctions i.e., Gratuity, Commutation, Withheld Gratuity, if done

through sanction module, must be entered at DH level with complete details i.e.,
Bill Number, Bill Date, Voucher Number and VVoucher Date.

(v) Recovery of paid amount, if any, must be entered at DH level with complete

7.

details i.e., Challan Number, Challan Date, Scroll Number and Scroll Date. Total
amount must be recovered and partial recovered amount will not allow DSC
reversion at PAO login.

The User Manual for the aforementiocned development is attached for

information and strict adherence, please.

8. This issue with the approval of Competent Authority
Encl: As above ; AL "_)'
5:,\(_(& : .""\"'}' ‘k
(Anupam Raj)
Dy. Controller of Accounts (GIFMIS)
To,
1. All Pr.CCAs/CCAs/CAs (with independent charge) with a request to kindly
circulate these instructions to Pension processing PAOs under their control.
2. Principal PAO, AG, Audit with a request to circulate these instructions to all
the pension processing PAOs under your control.
3. Principal PAO, Department of Space with a request to circulate these
instructions to all the pension processing PAOs under your control.
4. Principal PAO, Govt of NCT of Delhi with a request to circulate these
instructions to all the pension processing PAOs under your control.
Copy to:

il

Sr.AO (GIFMIS) for uploading on website.
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Pension Module

User Manual

for

“Return Flow of Pension Case
from CPAO”
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Introduction

Pension case is processed in Pension Module of PFMS portal and forwarded the case to CPAO for
processing and onward submission to Bank for payment. However, at the time of processing pension
case at CPAO, errors are found in pension case either in physical booklet or ePPO or technical errors,
CPAO returns the case back to PAO office along with physical documents. PAO has to take necessary
action in rectifying errors in physical booklet and reverting back to CPAO. PAO has to also re-upload
ePPO to CPAO website at PAO Login.

If the errors are found in ePPO, DSC needs to be reverted back and after DSC reversion, the case is to be
reprocessed at PAO Login or returned back to HoO. Presently, DSC reversion is being done at CGA office.
Now, new functionality of online return of pension case from CPAO to PAO has been devised and the
same is as under: -

Return of Pension Case from CPAO at PAO Login:

As and when CPAO returns the case back to PAO, they will find PPO number of pension cases in their
Login

e Login>>Menu>>Pension>>ePPO>>ePPO returned by CPAO
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e PAO has to select the PPO No. from ePPO returned by CPAO

B 8 '[Public Financial Management System-PFMS

(1o Cantroller General of Accounts, Ministry of Finance

[ty EPMS
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—Select— v
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e View details of Pensioner and click on View ePPO
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Pensioner Name 1+
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e View ePPO details of pensioner and select the checkbox as per return reason remarks i.e. if
errors are in physical booklet or ePPO is not visible/damaged at CPAO, the PAO has to select
following:

o ltis certified that e-PPO need to be re-uploaded, PAO will be able to reupload the ePPO.
Process flow of re-upload of ePPO is already available at this office OM dated

Dser Manuals |
aSanctions v
Mastars i
L o b Bill Type Gross Net Recovory Bill Sanction No Bill N0 Bill Date  Veucher Voncher
Users :> Amount Amount Amount Status No Date
Failed Transsctinn x =
4 a4t E 1 111, i 112001

Sanclione I
st 7
WER Corrertions {s | Mo Revision Avsilshle |
S | DSC Ravert History |
Transier Entry ik

| fip Fimcords Sunilabie |
Rovtaw Sandions i3
Bank fleconcilistion m

Hoisthly Accounts Procassing [

Emplaves Info. System
|' It is certified that the GSC reversion an ahove &-PPO s to be revartad It is certified that &-ppo nead to be re-uplazded

Raports

Hasters 2]

el ; Forward To DH il Reupload e-PPO

Register/ Trach Iscua

bt Us | Site Map | Pivacy Poliey | Contart Us | £2002 Public Financlal Managamant System, A fights Recarved

e |f PAO Selects the button:

o ltis certified that the DSC reversion on above e-PPO is to be reverted, DSC reversion process
will be initiated by PAO and PAO will be able to add remarks in the column and forward the
case to DH for processing
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Fallad Transachon

Sanctiong

Adiiin Haster

NER Corrections.

SHA SPARSH

Tranafer Entry
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Bank Reconciliation
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Employes Infe. System
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Gt 9

e Thereafter, PAO will get the following message once pension case is forwarded to DH

H

Public Financial Management System-PFMS

01/ Controller General of Accounts, Ministry of Finance

MANOL KUMAR SHARMA
PAD
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Dk CVEMS]
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Failed Transaction
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Admin Haster

'  Engish v B
e-PPO DSC Revert

PPQ - 276671800382 Initlated For DSC Revert and forward to DH for Processing

CPAD Return Cases

PPONo:

Accept/Reject DSC Revert Process

PPO Ko s v

Mota:- Use This Frama To Take Action Regarding DSC Reversion After Approval By DH And 44D
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Process at DH Login
e Login>>Menu>>ePPO>>ePPO returned by CPAO
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e Select the pensioner from the dropdown list
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e View details of user and click on View ePPO

& [}
@ &
g Public Financial Management System-PFMS Mo o Rt
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e DH will enter the details of the payment if paid through PD/Sanction Module.
o DH will select Yes or NO if it has to enter recovery details
o Yes, if yes following screen will be available to the DH, DH will select what type of
payments are recovered from pensioner. Thereafter, DH will add details of each

recovery vide Challan Number, date of Challan Number, Scroll Number and Scroll Date
and amount.

Recovery made by [ S g
PAD
Gratutty Withheld Cammutsbos
Gratyity Chaflen No: Grmtiity Challar Dste: * Grabuity Sorll Nei = iy Seroll Datei ™ Drsbuity Amount Recrverad: For Obher Gratuity Challan Details
Cammutatior Challan No: * Commutaten Chalian Dates Commutation Scrall Moz = Commutation Serall Daber For Other Commutation Challan Detads:
¥inthhald Amaunt
Withhald Chaltan Mot = With~ald Challan Datar * witnheid Ecrall raor = Withhald Scroil Data: = For Other Withheld Challan Dataits:
fecovered,
Physical PPO booklet (Dishurser Partion] is available ot PAD office ) e [

PAD Initiated Ramarks 10

PAO Rejected Remarks |

Forward To AAD

Abiout s | Site Map | Privacy Policy | Contac Us | £7009 Pull M

aragement System, All Aights Reserved,

o If DH Selects No, DH will move further.

|

B it is certitied that the DSC reversion on above =-FPO s to be 1

Bill Details

Payment mede by PAD Hhraugh Senction module S

Recovered Challan Details

Recovery made by PAD ) . @)

Fhysical PPO booklet {Disburser Portion) is available at PAO office () yzz ) ¢
Remarks:™

DAD Initiated Ramarks 400

PAD Rejectad Remarks ¢

Forward To ARG

Abaut Us | Site Map | Drivacy Policy | Cortact Us | ©2009 Pubiic Finarcal Managemant Systam, Al Rights Resarved,
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e DH will have to select
o Physical PPO booklet (Disburser Portion) is available at PAO office
o If selected Yes, DH will add remarks and forward the case to AAO.

|

1t is certified that the DSC reversion on above e-PPO is tp be reverted

Payment made by PAQ through Senclion medule v B

Recavered Challan Details

Recovery made by PAD () (@

Physical PPO booklet (Disburser Portion) is available af PAD affice @ v O e

PAQ Initiatod Remarks 1]
PAD Aejected Remarks o

#bout Us | Site Map | Privecy Policy | Cortect Us | 2003 Public Fnancel Marsgmnient Sysiem, Al Riglts Reserved.

o If selected No, DH will not be able to proceed further

Hide ePPO

It iz certified that the DSC reversion on zbove e-PR0 Is to be reverted

Payment made by PAD through Sanction modole ves ® 1o

Recovered Challan Details

Recovery made by PAD 0 Y & e

Physical PPO booklet {Disburser Portion) is available at PAD office ) ve- @

Ramacks® B

PAQ Tnitiated Remarks 14007020
PAD Refected Remarks &

About s § Site Map | Privacy Policy | Contact Us | ©2003 Publc Financal Management Systam; All Rights Resered,

10
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e Asand when DH click on forward to AAO, the following confirmation POP up will appear.

training.pfms.gov.in says

Do youw want to process the DSC Revert (Without Financial Change)?

e Thereafter, the following message will be displayed to DH.

%ﬁ‘ ||Public Financial Management System-PFMS E
&_.’t—" 1|0/a Contraller General of Accounts, Ministry of Finance Sy = taar 332024 -
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Process

et a

¥ TEmng.pimega

at AAO Login

Login>>Menu>>Pension>>ePPO>>ePPO returned by CPAO
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Lsir Typa: AsslstantAocoantsoffices:
Financial Year: 2023- 3034

.

12:16:31 PM

Bharatioch Roports

Mo

Bharatiosh B
Busdget L
CAM Raports

rmnm::;zmﬂ.-

AT PaTSion SYSERM L

MAMTA SUBNANI

An Error has occured in this page.Please contact administratar

¥ of Wgency accoeding £ statuz and type. To find cat what  particufr status mesns, tike oo mouse cves e stabis name. To find (e details of &gencyin a

Agenty Bank Account Validation Status

Usar Manisais

sanatinas L

Musters

My Account [

Pension | Manage Pensivaer

ers | EOP Matage Pension

Failed Trursaction | samction

Sonctioes pRg [] erowser seutral psc [
Transfar Entry [ | idities [1| 18VA Basert Ir
Bank Recanciliation o DS apivd Lict

Menthly Acconts Provessing l el relurned by CEAQ

Emphoyes Tndn, System

Hepsitnarig s o i emson Pemsion PO e et aszn

AAO User will select Pensioner PPO Number from dropdown
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o AAO User will view details of the pensioner and click on View ePPO, select the checkbox

Finance Arcounts
Hational Pansion Syctan
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Mastars

My Account

Pansion

Usars.

Failed Transackion
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Transfer Entry
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Marithly Accounts Processing [+

to move further
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Recovered Chy
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e Asand when AAO clicks on forward to PAO,the following confirmation POP up will appear.

training.pfms.gov.in says

Do you want to process the DSC Revert (Without Financial Change)?

14
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Process at PAO Login
e Login>>Menu>>Pension>>ePPO>>ePPO returned by CPAO

€ 5 0§ s e & e #0E

Public Financial Management System-PFMS ilane: MATA SUBNANT

[ User Type; Asslstantocounitsofficer
\|0/n Cantraller Beneral of Accounts, Ministry of Finance Financial Year: 20232074
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e PAO User will select Pensioner PPO Number from dropdown
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e PAOQO User Click on View ePPO. PAO User has to view pensioner details, payment details and
recovery details, if any and Accept/Reject DSC Revert Process.

Emplsyes Info. System

It ks cartifiad that the DSE réverdon on above a-099 15 to be raverted
Haports
E Bill Details
Masters L
Bank I Payment made by PAD through Ssnclion module s
Register! Track Tasoe
Recovered Challan Details
Recovery made by PAG as
Physical PPO booklet [Disburser Pertion) is available at PAD office ez to
Ratrarkse"

il T Disc Revert with Financial Change

PAD Initinted Fenarks 150
DH Remarks |
AAC Romarks ¢

e Click on Change Financial Change, if DSC Revert is required With/Without financial Change

« B _ s
@ g m+ &R - (b
o e i
L4
o e
- o
...... s 2
e < .
o
o L Paymiant s by FAD Hrgh Sancian modusc
i
e [y

e Click on Accept/Reject DSC Revert/Return to DH/Return to PAO Initiation

e If PAO Returns to DH Pension case will be sent again to the DH for edits.

e If PAO Returns to PAO Initiation case will be sent at initiation and PAO will decide as per the
case to initiate the DSc revert of the Case for 3 level passing

e If PAO clicks on Accept DSC Revert following action will be taken
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PAO will be able to find the user at following section

Browser Neutral DSC>>Alloc. Gen. of ePPO(win)

Moter After viewng,plaase proceed to DSC of eppo (0 Penston module. (Par 520

@)

User Hanuals

=Sanctions L
Mastors [#
Fensian [z
Unern [
Fated Transattion [
Sanctions [
Admin Mastar Iz
NER Corrections [
SHA SPARSH £
Transfar Entry [
Review Sanctions [:
Rank Rucaonciliation T

Monthly Accounts Procassing

Employee Info. System

Rapisrte

Bk

Registor/ Track Tssus

GANGA PRASAD )
Belbir Singh |
{ATHU RAM TRIPATHI |
Pl

ABcuik Us | Sike Map § Drivace Dol | Csreact Oa |

4 [Public Financial Management System-P
d_g | 0o Cantroker Gunaal of Accounts, Winistry of Finance

FMS|

Adimin Masier b
NER Corractiune I
SNA SPARSH I
Transtes Emry [
Fvmwy Sanctizns [
Wonk Recsncliation b

Muntsiy Atcsunts Processisg |

Fmphagee bfu, System

File ™ -
- ,
v of bt wn the sama will e prasted an EPPO.

Pates Alter siewing,lease procesd b DSC of eppe in Pensios module. (Pensai-» Eppo Digialsagn)

PENERR PAYMENT DHDER.
GOVERNVENT OF NI

a°

PAO can click on Regenerate ePPO and it will be submitted further

AddhocHeports PPO Allotment

17

-+ https://www.staffnews.in *-«




ser Manaals

sSanctions {
Masters [x
Persinn [
vsars 13
Failed Tranzachon [
Banciions ¥
Admin Mastar {*
HER Cormectinns. [
SNA SPARSH [z
Tranafer Entry [
Fawise Sanckione [
Bank Reconclkation {$

Maonthly Arconnts Processing {*

Emplayse Tnfo, Systim

Reports:

Mastars [
Bank [+

Hegister) Track [asue

e - | [

Hote: After viewing,please proceed to DGC of 2ppo in Pension madule. {(Pension-> Eppo DegitalSign ).

Aeguest suomed zucceszfuly Yor Hegeneaton

o &

|ox

#bout Us | Sita Map | Privacy Policy | Canvaes U | £2009 Public Fnancil Managemant System, Al Righs Racaned

= Utilities>>Return Case at PAO Login

g ||Public Financial Management System-PFMS e MAOL KuAR SHARIA
o 1|0/ Controller General of Accounts, Ministry of Financa b Financial Yewr; 30332024

AdhncReports

BhasatKesh Reports

TAM R=ports

HEM Uklity [

Natianal Pensian System iH

Unir Manuals

asanctions {x
Hanters I
Ponsion L
Users. i3
Failad Transaction [
Sanctiong L
A Mastor I

Case Return To PAO Login

Pensioner Hame: —Select— w

=  Select from the dropdown and click on the name.
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@  ||Public Financial Management System-PFMS e HANOL KUMAR SHARIA B Chnan
é‘-h:' 0/o Cantrallar Genaral of A Ministry of Finance. ™" g a0 202 i . Im
e
Sk e Pensioner Hame:  Hemant Kumar Cha v
Homa
Scholarsthip Managsment I
BharatEoch K Pensioner Name PPONumber
i D Heemant Kumar Chauhen ¥ 3 233012 AALSOEETOA
CAM Repuorts
MM Uafity Ix
Matienal Pawsion System )
User Mamnalks
aSanctions bl
Masters b,
Pensian T
Users [
Falbad Tramead Thm I
Sanctions i
A Mastar K
=  PAO can select the action required.

@  [Public Financial Management System-PFMS

d_b /o Controller Ganersl of A ts, Ministry of Finance st e :
- MaM:aN:an

Adbosupurta Case Return To PAO Login

BharalKosh Reports

Pensioner Name: Hemant Kumar Cha v

Homa

Schaolar=hip Management i

Aharationh ks Pensioner Name PRONumber

Hemant Kumar Shauban Z7GET1E003ET 23312

Budget i

CAM Reports

Please select the appropriate optlon?

1M Uliity i
o & =
Meational Penskun System T
Usar Manuals

eGanctions. v
Masters v
Pansion {
Users i
Fafled Transaction it
Hanctions I
Admin Magtar i

*¥*%* End of Document****
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