No.G-25018/CGA-AA/Integration/PFMS/2024-25/ < 3 L{3
Government of India
Ministry of Finance
Department of Expenditure
Controller General of Accounts
Mahalekha Niyantrak Bhawan
GPO Complex, INA Colony, New Delhi-110023

Dated: ))- 64— 202"
OFFICE MEMORANDUM

Subject: Change of nomenclature in Functional Head Master—reg

During the scrutiny of Detailed Demand for Grants for the F.Y. 2024-2025, it is
observed that under many DDGs, nomenclatures for account heads are depicted in capital
letters. As per Para 15.1 of Budget Circular 2024-2025 of Department of Economic Affairs,
‘while preparing the DDG it is important to ensure that the classification, namely Major Head,
Minor Head etc. is as per the heads of account prescribed in the heads of account prescribed
in the List of Major and Minor Head of Accounts’.

The issue is faced particularly in grants where the DDGs have been printed through UBIS
data. The matter has been taken up with GIFMIS(o/o CGA) and it has been informed that
descriptions under Function Head Master has been updated from capital to proper case and
now PrAO users have to perform following tasks:-

(i) Check the description with the List of Major and Minor Head (LMMH) and initiate
necessary changes from the Account Code Editing Functionality available at AAO user
of PrAO.

(ii) PrAOs needs to contact DAMA Section, O/o CGA for initiating changes related to Major
Head, sub-Major Head and Minor Head.

(i)  Changesrelated to sub Head and Detailed Head, AAO user of PrAO initiate the changes
and forward it to PrAO for onward transmission to DAMA Section, O/o CGA.

(iv)  Changes will be updated in the Function Head Master once it will be approved by

DAMA Section, O/o CGA.

It is requested that necessary corrigendum to DDG in respect of your grants may be
issued after performing the above mentioned tasks. A comprehensive user guide is available
on the CGA website www.cga.nic.in and a copy of the same is attached herewith for ready
reference.

A

-

Narende gh)
Dy. Controller General of Accounts

Copy to:

All CCAs/CAs/Head of Deptt. of other account submitting units
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P-31002(01)/1/2023-DAMA-CGA/E-13065/4) 4
O/o Controller General of Accounts
Ministry of Finante, Department, Department of Expenditure
(Data Analytics & Monthly Accounts Section)
Mahalekha Niyantrak Bhawan
New Delhi .
Dated:- 8"May, 2024

OFFICE MEMORANDUM

Subject:- User guide for the users in the Principal Accounts Office to change the
nomenclature of Accounting Heads -reg

Reference is invited to changes required in accounting head nomenclature. Presently,
no such facility was not available with Principal Accounts office of Ministries/Departments.
Now, editing functionality for the change in nomenclature of Accounting Heads as per the
Detailed Demand for Grants is developed and placed on the live server of PEMS under the
Account Code Editing Module. The functionality works for O/o CGA as well as the Principal
Accounts Office.

2. DAMA Sectlon O:‘o CGA can 1mtiate changes upto Minor Head Level and for heads

changes whj___ch wﬂ_l be approvcd by the DAMA Sectlon a:&er due venﬁcatxon

3 A user guide for Principal Accounts Offices to change the nomenclature/description
of Accounting Heads is enclosed.

4.  All Ministries/Departments/Non Civil Ministries/UTs(without legislature) are
requested to use this new editing functionality for change of nomenclatire/description of
Accounting Heads. For query and discrepancy. if observed, the GIFMIS Section may be
contacted under intimation to DAMA section ,so that corrective measures can be taken
expeditiously. GIFMIS Section may be contacted for any training on this module, if required.

5, This issues with the approval of Addl. CGA (A&FR).

Encl: As above o 3
(NarenderSingh)
Asstt. Controller General of Accounts

To
All Principal Chief Controllers of Accounts/Chief Controllers of Accounts/Controllers
of Accounts(with independent charge)/ Non Civil Ministries /UTs (without legislature)

Copy for information 10:-

1. PPSto CGA

2. PSto AddL.CGA (A&FR/PFMS Division)

3. Jt.CGA (GIFMIS)/ Ji. CGA (A&FR)

4. Sr.AO (GIFMIS), O/o CGA for uploading on the website of CGA
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To Edit Account Head Description

(i)

(ii)

Request to change (description) in Major Head,
Sub Major Head and Minor Head would be
initiated by users of DAMA Section.

Request to change (description) in Sub Head
and Detailed Head would be initiated by users
of Pr. Accounts Office.

Editing (description) in Major Head, Suh Major Head
and Minor Head

U]

(iif)

(iv)

)

'DAMA1 user will initiate the request and

forward/ submit the same to DAMAz user with
remarks.

Two fields will be avalfable to the users (i)

“Existing Description” (in Non-editable form)
and (i) “Proposed Description” which is a free

text field where user needs to enter correct

description in Proper form (All Capltal shouid be
avoided).

DAMA1 user also upload a document {. pdf) in
support of change in description.

DAMA2 user would view the request received

from DAMA1 user and redirect to DAMA1 user

in case of any discrepancy with remarks or

approve the same with remarks. ;
DAMAZ2 user may also download the document
uploaded by the DAMA1 user.

(vi)

(vii)
(viii)
(N

(if)
(iif)

(iv)
v

if, the DAMAZ2 user redirect the request to
DAMA1 user in case of any discrepancy with
remarks, then the DAMA1 user have to correct
the details and resubmit the same to the
DAMAZ2 user.

DAMA1 user may also Delete/Cancel the
request.

When the DAMA?2 user approves the reguest,
“Proposed Description” would become the part
of the Master.

_ Editing (description) in Sub Head and Detailed Head

AAO user will initiate the request and forward /
submit the same to PrAO user {wﬂh remarks)
for approval, _
AAO user would also upload a document (.pdf)

in support of change in description.

Pr.AO user would view the request received

~ from AAO user and redirect to AAO user in case

of any discrepancy with remarks / forward the
same (with remarks) to DAMA Section (DAMA1

user), O/o CGA for approval.

Pr. AO user may also download the document :
uploaded by the AAO user.

DAMA1 user would view the request recelved

from Pr.AO user and redirect the request to
Pr.AO user in case of any discrepancy with
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(A) Pr. Accounts Office

1. User — PrAOAAO
(a)Edit Account Head

———

(i) When the user clicks on “Edit Account Head”, below page"appears.

(twrmean CPSMS)] User Type: PRAOAAD

1 of Agcnunis, ?ﬁ!‘ﬂﬁ‘li’s‘ éifimag il & Finangsl Year: 2024-2025

pae Due 0

& Search Account Hea:

Type:

@ sub tead O Detsil Head

Controller Name :

Grant No :

Account Henl!:







(vi) User selects the “Grant No. 062", entered the “Account Head 27018000401" and clicks on *Validate Details’.

Below page appears wherem system populate the “Existing Nomenclature” of the given “Account Head".

‘User Type: PrACAAD

Financial Year: 2024-2025

o] | Atormerts CPSMS)
| uf &m;mts Ministry of F nance
Search Account Head

Type :

Grant No :
Account Head :

Existing Nomenclature :

(\m) in the above screen, user may check that the “Exlstmg Nomenclature is as per the "Detalled Demand for

Grants” of the Ministry/ Department or not.

® sub Head O Detail Head

Controller Name : o2 - WATERRESGURCES

(viii) If, the user wants to “Edit” the nomenclature, he/she has to click on “Edit” button. When the user clicks on
“Edit” button system prompts the be_]ow message _"Are you sure you want to Edit the Head"




@ treining pfms.govin

Are you sure you wani to Edit Head 7




Search Account Head

WMI
| castmsy
Accoust Head 1

Existing Nomenciature ¢

®sub Hew! L Demail Hesd

BOG - WATER REEDURCER

062 ~ Department of Water Resources, River

RATIONAL INETTTUTE OF BVDROLOGY

Acroumt lend Detoity
£
Accosnt Haad |
S

Existing Nomemclature




User entered the‘ "Proposed Nomenciature as National !nstitute of Hydrology and bomrse the decurnent
Account Head Descnption Edlting pdf” At present upioading of document is optlonal -

Edit Acwum ‘Code: Blrm‘:mrv =

P @subhesd Om..m..é

022 - WATER RESOURCES

HATIONAL INSTITUTE OF HYDROLDGY




(xi) After selecting the document, user has to upload the document. User clicks on “Upload” button. When the
document uploaded, Upload” button gets hldden and an option “Remove’ appears. To enable the user to
remove the document, if, required.

Search Atcount Head

& i : (S sub sene () Datail Hesd
Controfler Name 1 3

Grant No 1

Account Head ©
Existing Nomenciature :  KATIONAL TNETITUTE OF HYDROLDGY

Edft Account Head Details

: |

. Account Head Deseription Ed?ﬁﬁ df  Remove
Upload Document i i 5




@ training.pfms.govin

- Are you sure you want to Submit 7




(i)

Messagje “Request forwarded to Principal Accounts Officer successfully for 27018000401" appears on the
screen. ltindicates that the request of editing of “Sub-Head:27018000401" has been submitted to Pr. Accounts
Officer for further necessary action.

4l of ﬁ.z:zngg_ts?ﬂh_i_stw af Fii;éam

(formerty CPSMS} |

Usar Type: PraGAAD
Financial Year: 2029-2025

dit Account Code Directory

Request 'far\hfarded to Principal Accounts Officer successfully for 27018000401

Search Account Head

Types

. Controfler Hame

GrantNo :

Account Head :

® sub Head ) Detsit Head

D02 - WATER RESGURCES

062 Department of Water Resources, River v |

- - (c)Manage Accc:-u:.n:t H.ei.ad ;




: (i_')" User may check e"stat: s af the quuest in the beicw page by followmg the e

Edltmg—)Man age Account Head”. User may also “Search” the details by Selectmg
» Sub-Head or Detailed Head - .

' .:T’ZA(':count Code

User Types PrADAAD.
1 Fmamal Year: 2024-2025

: 05:17:33 P
Manage Account Head ;

QquIH@a'.OMEM_

Sub Account Head g

Account Head Number




(ii) User may also view the details of the submitted Account Head in '(he below page by cllckmg on hyperlink
prowded on “Accept/ Return/ Vew" - : _ :

User Type: PrAOAAD

{sermmrsty CE3MS) Financial Year; 2024-2025

L4 of Accounts, Minstry of Finamcs
1 S

JEdit Account Code Directory

Edit Account Head Details

Grant No 062 - Department of Water Resources, River Devalopment and Ganga Rejuvenation

Account Head

| HATIONAL THSTITUTE OF HYDROLOGY

'Ex_ist;lsg ‘Nomenclature ; : i

: f % Hafional Institute of lh!dru!ngv
Pmposed Nomenclature :

1 f
I.lp]nad Dm:ument Account Head Description Bdltmq pd
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User Type: PRAD i)
Financial Year: 2024-2025 ;
05:49:35

‘Manage Account Head

\Controlier Desariplion




{a) Acceptance of the Request e
i) User entered the Remarks and chcks on "Approve button

: le of ﬁnmsﬁlts h&lmzlr'f of flnmca

(M(Hr‘us}

User Type: PRAO
Financal Year: 2024-2025

Edit Account Code E.Directoiy B

Edit AccountHead Detalls

Grant Ho

062 - Department of Water |

nent and Ganga Rejuvenation.

'iz.l._pj)rov;':'z




@ training.pfms.govin

Are you sure you want to Approve 7

REGUEST FORWARDED TO DAMAT SUCCESSFULLY FOR 27018600401

D Don't sfiew training plms.gevin te prempt yoo egain




(v) User cllcks on “OK”. Message ‘Request forwarded to DAMA1 Successfully for 2?01 8000401 tha‘.‘ means the .
" request has been forwarded to DAMA Section, for further acilon '

(rarmerty CPS _ - 5 d User Type! PRAG
G R = :  Fnangial Year; 2024-2025

- _;_ufmmz&mmnﬁm .

R Eacn

- Edit Account Code Directory

REQUEST FORWARDED TO DAMA1 SUCCESSFULLY FOR 27018000401

£4it Abcount Head Deétatls &

and Eimba-"‘ uvenation




) St&fus is also changed to “FdnﬂardToACcOuntClosingérehtdr“

S
{formests CPSAS) User Type: FRAD

Finandal Year: 2024-2025

| —— T —
Lnerat of Accuumts, Ministry of Fissnce
et of Accun

‘Manage Account Head

i Manage Account Head

Controlier Description

Fon

s izt

rwardloAccountClosingCreator

Accept | Retum / View
: s

i g =

ety




NATIONAL INSTITUTE OF HYDROLOGY
NATIONAL INSTITUTE OF HYDROLOGY




{vii) DAMA‘ Section, O/o CGA approved the request
-

- User Typer AccouniClosing Approver
" - 3 i Amrwmety CPAM3) :,
E e 1 niie Emm'.j\’urz 2024-2025 ,
Lol Afnnmts. H:{mw n_f_finam : 2 ST
(] 1 i 3 )

Existing Nomenclature

‘Proposed Nomendclature

pf

i Account Head Dessription Ediing.
Upload Document Hieh phien Eo




{vm) Accordmgly, Account Head descnptlon has also been changed in the “Report Functlon Head
~ Listing” under column “Function Description”

MA19-FunctionHeadListing :

1 lFonction Head

| 270180004 27018000401
| 27018000401 2701800040100
2701800040101
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