




 
 

 

1 

P o w e r e d  b y  N D C ,  I S  D i v i s i o n ,  E m p l o y e e s ’  P  F  O r g a n i s a t i o n ,  I n d i a  

 

 

 

 

 

 

 

 

 

 

(IS Division) 

Employees’ Provident Fund Organisation 

Ministry of Labour & Employment  

Govt. of India 

 

 

 

 

 

Instruction Manual for 

“BUDGET CONTROL REGISTER MODULE” 

 

16/03/2022 

  



 
 

 

2 

P o w e r e d  b y  N D C ,  I S  D i v i s i o n ,  E m p l o y e e s ’  P  F  O r g a n i s a t i o n ,  I n d i a  

 

 

STEP BY STEP GUIDE FOR 

BUDGET CONTROL REGISTER MODULE 

 

Budget Control Register Module has three parts 

(1) Budget Upload:- Budget can be uploaded by the concerned Division of 

Head office to the Zonal Offices, ASD-HO and NATRSS. There are three 

roles for each budget uploading division i.e. BUDGET-INITIATOR, 

BUDGET-VERIFIER and BUDGET-APPROVER. The following divisions 

can upload the budget. Also the HR Admin of ASD, Head office (1124120 

user) has to select the branch of the officials/officers for roles BUDGET-

INITIATOR, BUDGET-VERIFIER and BUDGET-APPROVER as 

indicated in the parenthesis :- 

(a) Finance Wing (Finance_Wing) 

(b) IS Division (ISD) 

(c) C&PR (C&PR) 

(d) PFD (PFD) 

(e) Staff Welfare (HRM1) 

(f) Sports (HRM1) 

(g) Purchase of Motor Vehicle (HRM1) 

 

(2) Budget Allocation:- Budget uploaded by the HO can be allocated to the 

offices under its jurisdiction by the Zonal Offices, ASD-HO and NATRSS.  

There are three roles for each budget uploading division i.e. BUDGET-

INITIATOR, BUDGET-VERIFIER and BUDGET-APPROVER. 

 

(3) Vendor Master:- Vendor/Lessor can be managed by using this 

functionality. 

 

(4) Budget Transaction:- Transactions can be recorded by the concerned 

office against the Budget allocated to it.  

 

I. BUDGET UPLOAD  

I.1 BUDGET-INITIATOR 

The following screen will be displayed in the login of Budget Initiator Role. 
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Upload Budget 

The user needs to first download the budget formats which are available in the 

Upload Budget functionality. Then user needs to fill them properly.  

 

After filling the data in the downloaded formats, the same needs to be uploaded. 

Following data entry screen will be displayed:- 

 

 

 

Select the Financial Year, Category, Division, Zone, Select File. Click Upload.  

On successful Following screen will be displayed:- 
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The uploaded file is now available for download to verify with the original data. 

Click the hyperlink of Zone. The following screen will be displayed:- 

 

 

Download the uploaded data in excel format through “Download as Excel” link 
given on top right side of the screen above. After downloading, the same needs 

to be cross verified with the original data. After verification, click the checkbox 

at the beginning of the record. Now there are two options i.e. Reject and Submit 

as per the screenshot given below:-  
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In case the uploaded file has some discrepancies click the Reject Button, as 

per the screenshot given below:- 

 

 

 

Record the reason and click Submit button. You can again upload the budget 

file. 

After successful verification, click the SUBMIT button, an alert will be displayed 

”Do you want to submit the budget to verifier?” Click Ok to continue. The 
following screen will be displayed:- 
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Click OK, the budget upload file will be submitted to the BUDGET-VERIFIER. 

 

I.2 BUDGET-VERIFIER  

When the Budget-Verifier logs in, the following screen will be displayed:-  

 

Click Budget Verifier functionality. Following screen will be displayed:- 

 

Click the hyperlink of Zone. The following screen will be displayed:- 
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The role of the Budget Verifier is to verify the budget uploaded by the Budget 

Initiator. In case the data is correct he needs to forward the task to Budget 

Approver. In case of any discrepancy the task can be sent back to the Budget 

Initiator for re-uploading. 

 

Like the budget initiator, the budget verifier also has two options Reject or 

Submit. After rejection the task goes back to Budget-Initiator. To reject, record 

the reason and click Submit to send back the task to Budget Initiator. 

 

 

 

To forward the task to Budget Approver, SUBMIT button as per screenshot 

below 
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The following screen will be displayed:- 

 

Click OK to forward the task to Budget Approver.  
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I.3 BUDGET-APPROVER  

When the Budget- Approver logs in, the following screen will be displayed:-  

 

Click Budget Approver functionality. Following screen will be displayed:- 

 

Click the hyperlink of Zone. The following screen will be displayed:- 
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The role of the Budget Approver is to approve the budget uploaded by the 

Budget Initiator and verified by the Budget Verifier. In case the data is correct 

he needs to approve the same. In case of any discrepancy the task can be sent 

back to the Budget Initiator for re-uploading. 

The budget approver also has two options Reject or Submit. After rejection the 

task goes back to Budget-Initiator. To reject, record the reason and click Submit 

to send back the task to Budget Initiator. 

  

Upload Budget Report: This report is available with all three roles i.e. BUDGET-

INITIATOR, BUDGET-VERIFIER and BUDGET-APPROVER. 

 

Upload Budget Report at Initiator 
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Download Budget Report in Excel at Initiator 

 

 

Upload Budget Report at Verifier  

 

 

Download Budget Report in Excel at Verifier 
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Upload Budget Report at Approver 

 

 

 

 

Download Budget Report in Excel at Approver 

 

 

Upload Budget Report at Initiator (For Additional Budget) 
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Download Budget Report in Excel at Initiator (For Additional Budget) 

 

 

 

 

 

Upload Budget Report at Verifier (For Additional Budget) 

 

 

 

Download Budget Report in Excel at Verifier (For Additional Budget) 
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Upload Budget Report at Approver (For Additional Budget) 

 

 

 

Download Budget Report in Excel at Approver (For Additional Budget) 
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II. BUDGET ALLOCATION 

Budget allocation is to be done by the Zonal Offices, ASD-HO and NATRSS. 

The HR Admin (****120 user) of the concerned office has to select the branch 

of the officials/officers for roles BUDGET-INITIATOR, BUDGET-VERIFIER and 

BUDGET-APPROVER as ACC.  

II.1 BUDGET-INITIATOR: 

The following screen will be displayed in the login of Budget Initiator Role. 

 

 

Select Fin. Year, Division, Category and Office as per the screenshots given 

below:- 
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Enter AMOUNT TO BE ALLOTTED then click Submit button. 

If allotted amount is less than pool amount then following screen will be 

displayed:- 

 

In case it is greater than pool amount, then following error will be displayed:- 

 

  

Budget allocation can be downloaded in Excel and PDF format as per 

screenshot given below:-  
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Once the budget is allotted to all the offices under the jurisdiction of zonal office, 

now the budget can be rejected or forwarded to the Budget Verifier. 

 

 

 

To reject, click Reject button. 

To forward the task to Budget Verifier click check box and then Submit. 

Following screen will be displayed:- 
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Click OK to send the task to verifier. 

 

II.2 BUDGET-VERIFIER  

When the Budget-Verifier logs in, the following screen will be displayed:-  

 

Click Budget Allocation Verifier button. Select Fin Year, Categories and 

Division, following screen will be displayed:- 
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Click the hyperlink of Zone. The following screen will be displayed:- 

 

 

Reject and Submit buttons have the same purpose and function as in the case 

of uploading has. 

 

II.3 BUDGET-APPROVER  

 

In purpose of the Budget Allocation Approver functionality is same as in the 

case of Budget Approver (Upload). Also the process flow is same. 

 



 
 

 

20 

P o w e r e d  b y  N D C ,  I S  D i v i s i o n ,  E m p l o y e e s ’  P  F  O r g a n i s a t i o n ,  I n d i a  

 

 

Budget Pool Adjustment 

The purpose of this functionality is to be adjust the budget already allotted. 

Click the Budget Pool Adjustment. Following screen will be displayed:- 

 

 

Select Financial year, Category, Division and Office. Following screen will be 

displayed:-  

 

 

Make necessary adjustments and click Save button. Following screen will be 

displayed:- 
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To display the subhead details, click SUBHEAD Button. Following screen will 

be displayed:- 
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VENDOR MASTER 

The purpose of this functionality to manage the Vendor/Lessor master. 

It has three functionalities namely (i) Budget Add Vendor/Lessor, (ii) Budget 

Edit/Blacklist Vendor/Lessor and (iii) Budget Vendor/Lessor Report. All three 

functionalities are single level under the role of DA-LIST. 

When the DA-LIST user logs in, the following screen displays:- 

 

Budget Add Vendor/Lessor 

The purpose of this functionality is to add the Vendor/Lessor in the master. 

There are two radio buttons for Vendor and Lessor. Upon clicking the 

functionality, the following screen displays:- 

 

  

User can select one Radio Button. User enters data in the data entry fields. 

Vendor/Lessor Name (Agency), Name of Person, Mobile No., Address1, Pin 
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Code, IFSC code and Bank Name fields are mandatory. Rest are optional. You 

can select multiple Work Areas. Click Vendor/Lessor button, following screen 

will be displayed:- 

 

 

 

 

For LESSOR the data entry fields are same as for VENDOR. 

 

Budget Edit/Black List Vendor/Lessor 

With the help of this functionality, the Vendor/Lessor details added through 

Budget Add Vendor/Lessor can be (i) edited, (ii) blacklisted, (iii) removed from 

backlist and (iv) deleted. 

Upon clicking the functionality, A list of the vendor/lessor master displays:- 
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Each record has three action button namely Edit, Blacklist and Delete. To 

edit/update the Vendor/Lessor details click the Edit button of the respective 

record, following screen displays in pop up:- 

 

 

Make necessary changes/editing. Click Update Button, the following screen will 

be displayed:- 
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To make a record blacklist, click the Blacklist button of the respective record, 

following screen displays:- 

 

 

Enter the Order Number, Select Order Date and record the Reason for Add to 

Black List. Click Add to Black List button, the status of the record will become 

“Blacklisted” from “Blacklist”. The blacklisted record can be removed from the 
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blacklist by clicking the “Blacklisted” button at of the respective record. 
Following screen displays:- 

 

Enter the Order Number, Select Order Date and record the Reason for Add to 

Black List. Click Remove From Black List button, the status of the record will 

change accordingly. 

 

To Delete a record, click the Delete button of the respective record.  Enter the 

Order Number, Select Order Date and record the Reason for Removing. Click 

Delete Vendor/Lessor, following screen displays:- 
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Once the record is deleted, it cannot be edited, added to blacklist, removed from 

blacklist. However, you can add the Vendor/Lessor again. 

 

Budget Vendor/Lessor Report 

The purpose of this functionality is to display the detailed report of 

Vendor/Lessor. The form which was filled while the Vendor/Lessor was added 

is displayed in the report format. Upon clicking the functionality, the following 

screen displays:- 

 

 

Click the Vendor code hyperlink, the following screen displays:- 

 

The form can be downloaded in pdf format by clicking the link as given below:- 
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BUDGET TRANSACTION 

 

The purpose of this functionality to record transactions by the concerned office 

against the Budget allocated to it. 

It has two functionalities namely (i) Budget Transactions, (ii) Budget Pending 

Transactions.  

When the DA-LIST user logs in, the following screen displays:- 

 

 

 

Click Budget Transaction, following screen will be displayed:- 

 

Select required Head and Subhead, following screen will be displayed:- 
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For Rate Wise Click Rate Wise Radio Button, enter data and click SAVE 

button:- 

 

 

For Consolidated Amount Click Consolidated Amount Radio Button, enter data 

and click SAVE button:- 
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Click Budget Pending Transaction, following screen will be displayed:- 

 

Click Vendor Code hyperlink to display vendor report:- 

 

In case the transaction is to be cancelled, click Cancel hyperlink under Action 

column:- 
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Enter Remarks and click Cancel Transaction button, following screen will be 

displayed:- 

 

In case the record is to be sent to PAC for processing, click Process hyperlink 

under Action column:- 
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Enter Remarks and Send the task to Pre Audit by clicking Send To PAC button:- 

 

 

For further processing, the PAC-SALARY user of the office needs to login from 

his/her role, following screen will be displayed:- 
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Click Budget PreAudit link, following screen will be displayed:- 

 

Click Transaction ID hyperlink, following screen will be displayed:- 

 

The PAC-SALARY user has two option, (i) Return To DA, in case there is any 

discrepancy in the transaction, the task can be returned to DA-LIST by clicking 

this button, (ii) Send To Sanction, in case the transaction is proper, then user 

can send the task to BUDGET APPROVER user by using this option. 

Return To DA:- Click this button, Enter Remarks and click the Return To DA 

button, following screen will be displayed:- 
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Send To Sanction:- Enter Remarks and click Send To Sanction for sending the 

task to BUDGET APPROVER for sanction:- 

 

Budget Approver user 

When the Budget approver logs in, the following screen will be displayed:- 
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Click Budget Sanction link, following screen will be displayed:- 

 

Click Transaction ID hyperlink, following screen will be displayed:- 

 

The BUDGET APPROVER user has three option, (i) Return To DA, in case 

there is any discrepancy in the transaction, the task can be returned to DA-LIST 

by clicking this button, (ii) Approved, in case the transaction is proper, then user 

can approve the task by using this option, (iii) Send to Cash Salary, this option 
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approves the task and sends the task to the Cash Salary user for recording 

payment details. 

Return To DA:- Click this button, Enter Remarks and click the Return To DA 

button, following screen will be displayed:- 

 

Approved: Click this button, Enter Remarks and click the Approved button, the 

task will be approved and sent to the DA-LIST, the following screen will be 

displayed:- 
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Send to Cash Salary:- Click this button, Enter Remarks and click the Send to 

Cash Salary, the task will be approved and will be sent to the Cash Salary user, 

the following screen will be displayed:- 

 

In case the task is approved and sent to the DA-LIST, in DA-LIST login, the 

following screen will be displayed:- 

 

Click Transaction Id hyperlink, following screen will be displayed:- 
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Fill the details (Adjustment, Item Released on, Remark and Stock Registered 

page and Sno.) then click the Send to Cash Salary button, following screen will 

be displayed:- 

 

Cash Salary Role 

Following screen will be displayed in the Cash Salary login 
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Click Budget Payment 

 

Click Transaction Id hyperlink, following screen will be displayed:- 

 

Enter (i) Cheque Number/UTR/Payment Reference Number, (ii) Cheque Date, 

(iii) Date of Payment and (iv) Remarks. Now click Submit button, following 

screen will be displayed:- 
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