


User Guide — Maker and Checker Process - TSA Hybrid

Public Financial Management System

(PFMS- GIFMIS)

TSA HYBRID Module

Standard Operating Procedure for Making and
Approving Claims at Child Agency and Funding
Agency Level

July 2025



https://pfms.nic.in/SitePages/Users/LoginDetails/Login.aspx

User Guide — Maker and Checker Process - TSA Hybrid

Contents

1 Creating a New Claim by Child Agency MaKer..........cccoueriiriiiniiiiieiieneenteeieeie et 3
2 View Draft and Submitted Claims - Child Agency Maker...........ccccvveevinirienineeieneeeeeseeeeseeen 10
3 Claim Approval Process at Child Agency Checker Level........occoviriiiinineeniinieenineeeneeeenenens 14

4 Fund Transfer Approval — Funding Agency Level........ccccoiiiiiiiiiniiiienienieeceeeeeeesee e 19




User Guide — Maker and Checker Process - TSA Hybrid

1 Creating a New Claim by Child Agency Maker

Following are the steps to be followed for making claims at Agency Maker Level:

Step 1: Accessing the Dashboard

a. Child Agency Maker must log in to the PFMS portal (https://pfms.nic.in/) and navigate to
TSA Hybrid Dashboard by clicking on collapsed menu icon at the left side.

1 ' Public Financial Management System-PFMS|

[R—

L (/0 Cantrofler Beneral of Accounts, Ministry of Finsnes |

@
® |
Addhoc Huperts

T =

From the dashboard, select the Create New Claim option or click on Create New Claim
tab from the Menu Bar. The Create New Claim interface consists of four main sections:

1.
ii.
1ii.
1v.

Scheme Details
Claim Details
Vendor Details
Deduction Details

Upon selection, the following screen will appear.
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n Create New Claim View Deaft Claim View Subimitied Clwm | Wiew Apprivesd Dhaim | WMew Returned Caim

Scheme Details

Scheme Nama ™

Project Name

Sehect Scheme

Claim Details

Clairn Orer Number

airr Ctcler ke

AT Ameurt {in INR)

Vendor Details

DPeduction Details

Step 2: Entering Scheme Details

a. Select the appropriate Scheme, Project (if applicable), and Bank Account Number from
the dropdown menus.

Scheme Details

A
Seherne Name® Praject Name
1261 Member of Parliament Local Area Developrment Schame (MPLAD) - Seloct w
Bank Accournt Number® Asagrynert®
1277882800 - —-Select— =
~Felact-

SO82001068311 | 500000.00 | 54177.00

b. Based on your selection, the corresponding Assignment List will be displayed.
c. Choose the desired Assignment. The Assignment Grid will then be shown, including:

e Transaction ID
e Limit Assigned
e Available Balance

d. Remove button (X) may be used to delete the assignment from the grid.

— Gruat e ciany Ve Exa i Sl | e A Gl o Bt anit Gy

Scheme Detaile

Shrme Name® et Mame

1281-Membar of Farliament Local Area Developmant Schome (MILAD) w Select

Bark Account Mmbes Asslgnmend

12778659900 “ S08I001065311 | 500000.00 | 54177.00

piel Limit Available Balance Remove
SOEII0IMUELL l W0 | - J X
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Step 3: Entering Claim Details

a. Manually enter the Claim Order Number. Once entered:

e A field to upload the Claim Order Document will appear.
o Date field will also be enabled. Upload the document and enter the appropriate date.

b. Enter the Claim Amount.

Claim Details

Claum Qrder Number Date®

Test Qedes 17/67/2025 B

Claim Armount {in INR)*

Step 4: Entering Vendor Details

a. Input vendor details. You can add one or multiple vendors (vendors must already be
mapped in the system).

Vendor Detadls

® Indhidual Pavment Bulk Faymeat

Select Vendar Akl Vendor

You may also upload vendor details using a pre-prepared Excel file (useful for bulk payments such
as salary disbursements).

For Single/Multiple Vendor Payments:

i.  Click on Individual Payment.
ii.  Add one or more vendors by selecting them from the dropdown.
iii.  Click on Search Hyperlink. List of Vendors will appear with its vendor code. User can
search the Vendors by Vendor Name or Vendor Account Number or Vendor Unique
Code. Select the vendor.
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NHKHRESA0N v G1059711 | 550000.00 | 51762.00
Transaction 10 a ince Remove
| sl x
* verddon Ll Codda
Search
Clalm Details.
[
2332[AEEMA SINGH | VADLSD000AGE76 |
LAISHRAM [ VDLSDO0048477 |
o ERAK Doao40aTs 1 |
5 AINGGH YALIAY [ VADLSEO0D4667S |
tieduction Details
iv.  Select the vendor.
\endor Details ~
@ Individual Payment () Buk Fayment
Select Verdor®

VENDORTSATEST2 - | V2443300004001 Select Vendaor m

v.  Click on Add vendor. A grid will display the vendor’s auto-populated details:

e Vendor Name
e Account Number
e [FSC Code

Vendor Details

(W Individual Paymant () Bule Faymant

Salact Vandor®

Select Vendor Add Vendor
Vendor Nama Acoount Number TFSC Cade Compaonents Gross Amount Remove
VENDORTSATEST? | Y2402R0000000] 561661565545 w | UTIEDONONST Salact x
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vi. Select the Component from the Component list against which payment is to be made to

vendors.

Transaction 1D Limit Assigned Available Balance Remove
| ; X
L]
| search ,.
Clalm Details
— ik
Caim Order Numbe Dt - (aymest

est Order £ 4/101200rking Wazer Fadility m
25 AdmInsrative EXpances

# [02 Fducutivn

#-[10]8ports

#-[11]Warks refating to Anémial Husbandry, Dawry and Feshencs

4 [0 Electricity Faality

a-[237

Vendar Details a-{13])
[ 14 ]Wor

@ating 1o Agnculiure

ating 1o Clustes Devefopment for Handlooe Wesvers

0 10 Lnben developrmert
ymen: ulk Payment +-[04Heaith and Farmdy weifare

4 [05]lmgation Factes

{08 3on-Conventicnal Enorgy Sources

(07 30ther Putili

¥ [08) Biridge
Vendor Name Gross Amount Remove
+-(03)Sanitation and Public Health
f 5 " x
Deduction Details
vii.  Enter the Gross Amount.
Vendor Details o~
Bulk Payment
VIKAS19 | VABRGADDOSS00T Add Vendor
Vendor Name Account Number IFSC Code Components Gross Amount Remove

To add multiple vendors, user can select the vendors from the dropdown and add them.
Remove button (X) may be used to delete the vendor from the list.

Vendor Details

) diacual Payment Bulk Payment

Account Number Components Gross Amount Remove

660977553 - HEFCRSE2 15] Adrinistrative Expens Select 50

Note: The total gross amount of all vendors must be equal to the overall Claim Amount.
For Bulk Payments: If user want to add many vendors at once:

1. Select Bulk Payment radio button option.




User Guide — Maker and Checker Process - TSA Hybrid

Veandor Details o~

) Individual Payment (@ Bulle Payment

Customization Name

FY 2025-26 Excel payment[Salf]

ii. A list of pre-uploaded Excel sheets (excel based bulk customization file) will be
displayed.

Note: Maker has to create Excel Based Bulk Customization file by following Path:
Masters>Bulk Customization>Bulk Customization Using Excel

Vendor Details
1 R it & Paymi
Customization Name
Fi 2025-26 Excel payment]Sel]
Repart Details
Wl et 3 [T €

No  |Veedr Name endoe Cnde Back Name WAL e ik Acepant Sha ! . 2 " | St Mayable
| | ) s
1 vendorTdTes2 VHATIONDWL | AKSEANK \TE00EE] 61561585545 1 e T an

r m womeTa 5100

3 & :ar.eskmmt k st 2000 1

vis13 BACAOSANS | WORCEANKETD RO T 1 oS = nm
l2 T | wcameren nm
3 & [ 1 st 2000 15

iii. Choose the required excel sheet (excel based bulk customization file) to auto-populate
prefilled vendor details in a grid.
Note: Deduction details are automatically populated from the uploaded Excel file and displayed
under the Report Details section. This replaces the manual Deduction section.

Step 5: Submitting the Claim

a. In case of Individual Payment, the Deduction Details section will auto-populate based on
the vendors selected. User can add the required deductions in the table and can select more
than one category of deduction by clicking on “+” button.

Deduction Details ~
Wres (N
Vendor Name Gross Amount Deductions Met Amount  Remove
VIKASH 1HA | VABRELEODL7E4T 1000 Category Amount Add 893 X
Contributory Pension Scheme ~| 10 i—
Accemodation Recovery o] § . '\-F,- = x

b. Click Save as Draft if you wish to save the claim for submission at a later time.
A confirmation popup will confirm the claim is saved as draft.
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&

Success
Claim Saved Successfully |
Transaction ID: HO72400002793
Voucher Number: HCP-2025-26-385 Em

c. To submit the claim, click Submit. A confirmation popup will appear—click OK to
proceed.

d. Upon successful submission, a final confirmation popup will be displayed. The claim will
then be available for the Agency Checker to approve.

Claim Armount |in (MR

training.pfms.gov.in says
1080
Do you want to submit the claim for Ra 1080,
Vendor Details -~
@ nchvidunl Papment  (Buik Paymenl
r Nasr Add Vendor
Vendor Name Account Number IFSC Code G Gross Amount Remove
VIKASH THA | VABRBAGO] 7841 | 215487808 P wpECHn0RaT [1]me Salect 1000 |
VIKAS19 | VABRGANDOSE0N HE0077559 - HOFEAODSSTE [15]Administrative Expers Sdect 80
Deduction Detalls ~
@yes (Mo
Vendor Name Gross Amount Deductions Net Amount  Remove
VIKASH JHA | VASHBOLTEAL 1000 Category Kok Add | 300 x |
| Contnbutory Pension Schema ~ | 10 | &
AETS | VKOREADOOSES w0 | + -
VIKAS1S | VABRGADDDSED) w Accomindetion Recovery -l g |

[ sove as orat ] s | e

M)

Success
Claim Submitted Successfully
Transaction ID: HO72400003650
Voucher Number: HCP-2025-26-440
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2 View Draft and Submitted Claims - Child Agency Maker

1. Accessing and Submitting Draft Claims

This feature allows the Child Agency Maker to view, edit, and submit previously saved draft
claims.

Steps:

a. Navigate to the Saved as Draft Claims option on dashboard or click on View Draft Claim
tab from the Menu Bar.

b. The table contains the list of all saved draft claims will be appeared on the screen
automatically.

c. In case, there is a requirement to check the saved draft claims against specific scheme, user
can select Scheme Name and Project Name if applicable.
The Status field will be pre-set to Saved as Draft.

e. Click on Search button.

f. Atable will appear displaying all draft claims, including the Transaction Id, Claim Amount,
Date and Submitted By.

Create New Claim View Draft Claim Wiew Subonitted Clebm WView Retumed Claim:

Scheme Name* Project Name

1261 -Member of Parfiameant Loca! Area Development Scheme (MPLAD] - Select

Status

Saved A Draft »

l Amount Date Submitted By

15 Test

2300 Nk

Mk

ke

1680 MK

72400002861 1150 16072028

Nk

F7A000EAR 10 AGAF I35 Test

g. Click on the hyperlink of the desired CPSMS transaction ID to open it.

10




User Guide — Maker and Checker Process - TSA Hybrid

Transaction [0 Limil Assigned Available Balance Remove

Transaction Detallc {For Office Rocoed;

Hic T 17072025

h. The Claim details will appear along with an additional section: Transaction Details (For
Office Records), displaying the Transaction ID and Voucher Number.
i. The user can either make changes or submit the claim directly. The same Transaction
ID and Voucher Number will be retained upon submission.
2. Viewing Submitted Claims

This function enables the Agency Maker to view all claims that have been submitted to the
Child Agency Checker.

Steps:

a. Navigate to the Submitted claim option on dashboard or click on View Submitted
Claim tab from the Menu Bar.

b. The table containing the list of all Submitted Claims will be appeared on the screen
automatically.

c. Incase, there is arequirement to check the submitted claim against specific scheme,
user can select Scheme Name and Project Name if applicable.
The Status field will be pre-set to Submitted.
Click on Search tab to view the list of submitted claims under the Scheme.

11
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Public Financial Management System-PFMS bl 3
‘ | [)/0 Controliar General of Accounts, Ministry of Finanor . 2 e G E
& | - . 025 203 Laglish

Virewy Msturnes Clai

Scheme Name® Project Name
L261-Member of FRriEmEnt Locs Ales Devalupment Schems (MPLALY - - v
Stab
||||||| Ha -
=3
Sr.Mo. CPSMS Transaction Td Aot I Date Sulbsmitted By
[ — [ -
un e
1400 ok
1000 Test
1230 fest
4o M
) [

3. Viewing Approved Claims

This feature allows the Child Agency Maker to view claims approved by the Child Agency
Checker.

Steps:

a. Navigate to the Approved claim option on dashboard or click on View Approved
Claim tab from the Menu Bar.

b. The table containing the list of all Approved Claims will be appeared on the screen
automatically.

c. There is a functionality to check the approved claim against specific scheme, user
can select Scheme Name and Project Name if applicable.
The Status field will be pre-set to Approved by Checker.

e. Click on Search tab to view the list of approved claims under that Scheme.

ep—r— —— Vi ot G
Project Name
i1 Wamiber of Patament Locnl Area Develapment Schemea (MPLAD) v Selret -
Status
Approved by Check
sararch
Sr.Mo. CPSEMS Transaction Id I Amount ate Subinitted By
1
\
# 1
] nm

12
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4. Viewing Returned Claims

This functionality is used by Agency Maker to edit the claims retuned by Agency Checker.
User can make necessary changes and re-submit to the Agency Checker for approval.

Steps:

a. Navigate to the Claim Returned by Checker option on dashboard or click on View
Returned Claim tab from the Menu Bar.

b. The table containing the list of all Returned Claims will be appeared on the screen
automatically. The Status field will be pre-set to Returned by Checker. Click on Search
tab to view the list of returned claims under that Scheme.

Sr.Mo. Transaction id Amount Submitted By

c. User can click on Transaction ID hyperlink and check, edit and resubmit the
returned claim against specific scheme to the Checker.

mmwm N T _

Schemie Details

1761-Hember of Parfiament Local Aren Development Scheme [MPLAD)

1277869900 Seledt

Transaction ID Limit Assigned Auvallable Balance Remove

Clain Details

Vendor Details

Deduction (etails

Transaction Detalls (For Office Record)

HP-2025-26-443

0TS

13
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3 Claim Approval Process at Child Agency Checker Level

1. Accessing the Dashboard

a. Child Agency Checker must log in to the PFMS portal (https:/pfms.nic.in/) and

navigate to TSA Hybrid Dashboard by clicking on collapsed menu icon at the left
side.

 [Public Financial Management System-PFMS
- [ (1/5 Cantrollor Genaral of Accusnts, Ministry of Finance ezt chund

Weteeme vanon x
1 oA
po 7
» D 2
- Finer 5 English v
r— sy s Dipha ogmaliae PR Srpmitd Clonis

il Anmﬂalﬂmy e 4
38 d
P

2. Approving/Returning Claim by Agency Checker

a. Navigate to the Pending for Approval option on dashboard or click on Pending for
Approval tab from the Menu Bar.

b. The table containing the list of all pending for approval claims will be appeared on the
screen automatically.

14
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s B3 3 Welcarw: Wi Tho ;
Public Financial Management SystcmmPFll’tﬁ el s Rl
& (/o Contraller Beneral of Accounts, Mimistry of Finance iy Yok
d, E oy Unique Code: DLEDUODA2EIS
= Financlel viear: 2025 2036
- - Pending for Approval L — fpprovod and Signed Fajectod Daime
Schienne Naine* Project Manwe
1261-Member of Periament Lacal Aree Development Scheme (MPLAD) v “Gelect -
Status
Panding for Approvl -
Seanch
SrNo, CPSMS Transaction 1d | Amount Date Submitted By
HOT24C0002HIL 1005 1610772025 e
HUIZAC0002012 150 167072025 e
Y | [ - [ 18077038 "

HITI4000TI R0 w0 18/

HOPIA000E 728 | 18

i HOZ2A0G00260 a0 151022035 He

c. In case, there is a requirement to check the pending for approval claim against specific
scheme, user can select Scheme Name and Project Name if applicable. The Status
field will be pre-set to Pending for Approval. Click on Search button. A table will
appear displaying all pending for approval claims, including the Transaction Id, Claim
Amount, Date and Submitted By.

P
e e R
Srheme Delails A~
Scheme Kame Priject Name
MiPs LOCAL ARLEA DEVELOPMENT SCHEME MPLADS[1261] s i
Baek Acoount Numbes Assipramen:
1277889900 w v
Transaction 10 Limit Assignesd Available Balonce
SoAZaIR0RIL 0000 a0
Clain Details W
VeEndior Derais '
Deduction Details 4

Transaction Details (For Office Record)

d. Details of claim will appear after clicking on the Transaction ID hyperlink. The four
pre-filled standard sections of the claims will appear along with addition section
Transaction Details (For Office Record), displaying the Submitted Claim Transaction
ID and Voucher Number.

e. Agency Checker user verifies all details and selects either

1.  Approve button - A confirmation message will appear. To proceed with Digital
Signature right away, user will click on Yes button and will automatically

15
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redirect to the apply Digital Signature page. On clicking No button user can

keep the claim for later DSC application.

&

Success

Claim Successfully Approved
Transaction ID: HO72400002778

Do you want to apply Digital Signature now?

ii.  Return Button - The claim will be sent back to the Agency Maker for editing
and resubmission.

3. Applying Digital Signature (DSC) by Agency Checker
a. Navigate to the Pending for Digital Signature option on dashboard or click on Pending
for Digital Signature tab from the Menu Bar.
b. The table containing the list of all claims pending for digital signature will be appeared on
the screen automatically.

P T mancal Manspemint Syvaen PV T ==

-] -]

i
i
i
:
i
i

e

ofele

ofel«

B000@000003000003000

¢ c|a]e

fefe)e

tf el

c. In case, there is a requirement to check the claims pending for DSC against specific
scheme, user can select Scheme Name and Project Name if applicable. User may also
enter Payment Transaction ID to search specific claim file. Click on Search button. A table
will appear displaying all claims pending for DSC, including the Scheme Name,
Transaction ID, Amount and Action.

d. Select one or more claims and click Apply DSC button.

16
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e. Ifthe Agency Checker chooses to reject a transaction at this stage, the claim's transaction

lifecycle will not be restored, and the assignment limit will be restored. A valid reason for
rejection must be selected using dropdown

4. Viewing Approved and Digitally Signed Claims
a. Navigate to the Approved and Signed option on dashboard or click on Approved and
Signed tab from the Menu Bar.

b. The table containing the list of all claims approved and digitally signed will be appeared

on the screen automatically to view all digitally signed transactions.

c. In case, there is a requirement to check the claims approved and signed against specific
scheme, user can select Scheme Name and Project Name if applicable. User may also
enter Payment Transaction ID to search specific claim file. Click on Search button. A table
will appear displaying all approved and digitally signed claims, including the Scheme
Name, Transaction ID, Amount and Date.

User can also generate PPA (Print Payment Advice) by clicking on the Hyperlink

provided on the Transaction ID.

o

Public Financial Management System-PFMS)|

(/o Contraller General of Accounts. Ministry of Finsnce

Scheme Name

Amount Date

5. Viewing Rejected Claims by Child Agency Checker

a. Navigate to the Rejected Claims option on dashboard or click on Rejected Claims tab
from the Menu Bar.

b. The table containing the list of all rejected claims will be appeared on the screen
automatically to view all claims rejected during the DSC process.

c. In case, there is a requirement to check the rejected claims against specific scheme, user
can select Scheme Name and Project Name if applicable. User may also enter Payment
Transaction ID to search specific claim file. Click on Search button. A table will appear

17




User Guide — Maker and Checker Process - TSA Hybrid
displaying all rejected claims, including the Scheme Name, Transaction 1D, Amount,

Reason of Rejection and Date.

T T T -

SR 1261-Mambar of Farllament Local Arss Devaloomact Sesme (M1 w

Pyt Traneasion £

Scheme Name Transaction 10 Asnount Reason of Rejection Dale
MBg LOCAL RRER g BEIZADOGIEI T = 1 Invaea Catepary A3V
MPg LOCAL ARi LCPHENT SCHEME MPLADS - 025
MRy | OCAL AREA DEVELORMERT SCHEME MPLADS m I
e Lo e o =
L i T T
e LCEAL iRER BE I araaazeos i
AL e D, I narzaRO i [T
| HOT1AD002851 1253 16/ATA02E
STHENE MRADS | a3 4ns00nss 190 a0z
<o mn s I e e | wanrs
S MR I =
HEME MPLADS | 450 |
\EME MPLaDs I pre |
e LOCAL SARE O ST SCHENE MEALE I T
= LOCAL ARER O ¥ ECHENE MPADE | - I
] | "
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4 Fund Transfer Approval — Funding Agency Level

As Per DoE’s OM No. 03/(30)/PFMS/2022 dated 3" June 2025, There will be only one level
to approve the consolidated demand.

Steps:

a. Funding Agency Checker must log in to the PFMS portal (https://pfms.nic.in/) and
navigate to TSA Hybrid Fund Transfer Menu by clicking on collapsed menu icon at the left
side. The interface displays two tabs:

I.  Pending for DSC — Transactions awaiting digital signature.
ii.  Already Signed — Transactions already signed.

1. Pending for DSC at Funding Agency Checker Level: The table containing the list of all the
transactions pending for DSC will be appeared on the screen automatically under Pending for
DSC tab.

Public Financial Management System-PFMS
& 01/a Controller General of Accounts, Ministry of Finanes """ m
(-]
B Fund Transfer
1261-Member of Pariament Local Ares Devilop) v
1234567845 ~ m
Pending for DSC
Select All Fund Transfer 1D Number of Recipient Agencies Amount
€092021300240
Total Amount (Rs:) 6781

b. In case, there is a requirement to check transaction against specific scheme, user can select
Scheme Name and Project Name if applicable.

c. The Bank Account Number field will be auto populated.
Click on Search button.

e. Click on the View Assignment hyperlink to view related assignments based on the
selected Scheme and Bank Account Number.

f. A table will appear displaying all transactions pending for DSC, including the Amount
Fund Transfer ID and Number of Recipients agencies

19
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g. Select one or more transactions and click Apply DSC. The digital signature process will
proceed, and the transaction will be forwarded to the RBI for payment processing.

| List of Assignments

Transaction ID Sanction Number Sanction Date Total Amount Balance Amount
| 5082001069311 TEST MPLAD | 28/04/2025 50000000 4590939
| Grand Total [Rs:) S0000000 49909349

h. Click on the No. of Recipient Agencies hyperlink to view the files that have been
consolidated for processing at the Funding Agency level.

List of Recipient Agencies of Fund Transfer Id : C092021300240

Consolidation ID. Recipient Agency Name Bank A it Muml o Lidatad A
PCCI362 | TSA Hybrid[UPGROGO1 7468) | 12778R9300 1000
PCCIL370 | TSA Hybrld [UPGRO0O17453] | 1277589500 11 N
Grand Total (Rs:) 1011

i. Click on the Consolidation ID hyperlink to view how many files have been grouped for
visibility at the Recipient Agency level.

List of Claim for C

lation ID: PCCI1362

Transaction ID.

Child Agency Name Bank Account Number Claim Amount

HO72400002318

TSA Hybrid_7 [DLEDC0002835] | 1277689500 1000

Grand Total (Rs:) 1000

2. Viewing Fund Transfers Already Approved by Funding Agency Checker

a. Go to the Already Signed tab to view all transactions that have been approved and signed

by the Checker at the Funding Agency level.

b. The table containing the list of all the transactions already approved and signed will be

appeared on the screen automatically under Already Signed tab.

c. In case, there is a requirement to check transaction against specific scheme, user can select

Scheme Name and Project Name if applicable.

d. The Bank Account Number field will be auto populated. Click on Search button.

20
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Welkome: Rachita Gupta

L

Public Financial Management System-PFMS et i Pt
[y L PSS 2
' {1/a Controller Beneral of Accounts, Ministry of Finance srantoion AQUncy: TGN Hybld E
Agency Unique Code. UPGROODL 7488 Login Mistory
& Fnancial Year 20252026
Fund Transfer
Seneme Name

1261-Member of Parfiament Local Ar=a Developn ~

Bank Account Nurmber 1234567845 - View Assignment

Pending for DS JEVTEE NESTRIE]

Fund Transfer ID Number of Recipient Agencies Amount
= 77 1 260
o ‘ 1 100
Total Amount (Rs:) 560

e. User will be able to view all the signed Fund Transfer IDs.
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