


 

 

 
 
 
 
 
 
 
 

Manual 

for the users in Pr. Accounts Office 
 
 

To change the Nomenclature/  

Description of the Account Head 
 
 
 
 
 
 
 
 
 



 

 

 

 
 
 
A new interface has been developed on 

PFMS for initiating changes in function head 
description if there is any difference in the 
description/ nomenclature available in 
PFMS vis-à-vis Detailed Demands for Grant 
or corrigendum approved by the competent 
authority.  This works at two levels; 

 
i) at DAMA Level (from Major Head 

to Minor Head level) – the request 
for change will be initiated and 
approved by DAMA Section 
users, and 

ii)  at Principal Accounts Office Level 
(from Sub-Head and Detailed 
Head), the request for change will 
be initiated from AAO level of 
Principal Accounts Office and 
approved by the Pr. Accounts 
Officer level. After approval from 
Principal Accounts Officer level, 
the request will be then available 
at DAMA Section, O/o CGA for 
final approval in consultation with 
Appropriation Accounts Section, 
O/o CGA. 

 
 
 
 
 
 
 
 



 

 

 
To Edit Account Head Description 

(i) Request to change (description) in Major Head, 

Sub Major Head and Minor Head would be 

initiated by users of DAMA Section.  

(ii) Request to change (description) in Sub Head 

and Detailed Head would be initiated by users 

of Pr. Accounts Office.  

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

(i) DAMA1 user will initiate the request and 

forward/ submit the same to DAMA2 user with 

remarks. 

(ii) Two fields will be available to the users (i) 

“Existing Description” (in Non-editable form) 

and (ii) “Proposed Description” which is a free 

text field where user needs to enter correct 

description in Proper form (All Capital should be 

avoided). 

(iii) DAMA1 user also upload a document (.pdf) in 

support of change in description. 

(iv) 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. 

(v) DAMA2 user may also download the document 

uploaded by the DAMA1 user. 

(vi) If, the DAMA2 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 

DAMA2 user. 

(vii) DAMA1 user may also Delete/Cancel the 

request. 

(viii) When the DAMA2 user approves the request, 

“Proposed Description” would become the part 

of the Master. 

Editing (description) in Sub Head and Detailed Head 
(i) AAO user will initiate the request and forward / 

submit the same to PrAO user (with remarks) 

for approval. 

(ii) AAO user would also upload a document (.pdf) 

in support of change in description. 

(iii) 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. 

(iv) Pr. AO user may also download the document, 

uploaded by the AAO user. 

(v) DAMA1 user would view the request received 

from Pr.AO user and redirect the request to 

Pr.AO user in case of any discrepancy with 



 

 

remarks / submit the same to DAMA2 user (with 

remarks) for approval.  DAMA 2 user may also 

redirect the request to Pr. AO user. Option for 

redirection will be available to both DAMA 

users. 

(vi) Pr. AO user will redirect the request (redirected 

by DAMA user) to AAO user for further 

correction.  AAO user have to correct the details 

and resubmit the same to the Pr.AO user.   

(vii) AAO user may also Delete/Cancel the request. 

(viii) So far as uploading of document is concerned, 

document uploaded in the first instance will 

becomes the part of Function Head Master and 

in case of redirection, if the redirection was 

caused due to wrong data entry, then the 

uploaded document(s) will be treated as final 

document and there is no need to re-submit the 

same after rectification. 

(ix) When the DAMA2 user approves the request, 

“Proposed Description” would become the part 

of the Master. 

Account head having “00” in Sub Major Head” or 
“Detailed Head”  
 

(i) If, any account head containing “00” in “Sub 

Major Head” or “Detailed Head” then the system 

should update the “Sub Major Head” or 

“Detailed Head” with the description/ 

nomenclature of the previous level i.e., “Major 

Head” / “Sub-Head”, as updated by the user. 

 

 
 
 
 
 
 
 
 
 
 
 



 

 

(A)  Pr. Accounts Office 
 

1. User – PrAOAAO 
(a) Edit Account Head 

 

(i) To edit/ change the description, user has to select the menu (Accounting Code Editing→Edit Account Head) 

  
 

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

 



 

 

(iii) User may select the option “Sub Head” or “Detailed Head” as the case may be.  By default, Option “Sub Head” 
is auto selected.  

(iv) User has to select the Grant Number and Enter the Account Head  
(v) Here, user wants to change/ update the nomenclature/ description of the “Sub-Head:27018000401-NATIONAL 

INSTITUTE OF HYDROLOGY” 
 

 
 
 
 
 
 
 
 
 
 
 
 



 

 

(vi) User selects the “Grant No. 062”, entered the “Account Head 27018000401” and clicks on “Validate Details”. 
Below page appears wherein system populate the “Existing Nomenclature” of the given “Account Head”.  

 
(vii) In the above screen, user may check that the “Existing Nomenclature” is as per the “Detailed Demand for 

Grants” of the Ministry/ Department or not. 
(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 below message “Are you sure you want to Edit the Head” 



 

 

 
 

(ix) User clicks on “OK” current page expands with following details grouped under “Edit Account Head Details” 
 
(a) Account Head – Entered Account Head (in disabled mode) 

 
(b) Existing Nomenclature – System populates the Existing Nomenclature (in disabled mode) 

 
(c) Proposed Nomenclature – User has to enter correct/ updated nomenclature as per the Detailed Demand        

for Grants. 
 

(d) Upload Document – User has to upload a supportive document wrt to change of nomenclature.  This field 
is optional. 

 



 

 

 
 
 
 
 
 



 

 

(x) User entered the “Proposed Nomenclature as National Institute of Hydrology” and borwse the document 
“Account Head Description Editing.pdf”.  At present uploading of document is optional. 

 
 



 

 

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

 



 

 

(b)  Submission to Pr.AO 
(i) User clicks on “Submit” button to forward the request to Pr.AO user.  System prompts the message “Are you 

sure you want to Submit”. 
 

 
 
 
 
 
 
 
 
 



 

 

(ii) Message “Request forwarded to Principal Accounts Officer successfully for 27018000401” appears on the 
screen.  It indicates that the request of editing of “Sub-Head:27018000401” has been submitted to Pr. Accounts 
Officer for further necessary action. 
 

 
 

(c) Manage Account Head 

 
 
 



 

 

(i) User may check the status of the request in the below page by following the path “Account Code 
Editing→Manage Account Head”.  User may also “Search” the details by selecting  

• Sub-Head or Detailed Head 

• Grant No.  

• Status 

• Sub Account Head 
 

 
 
 



 

 

(ii) User may also view the details of the submitted Account Head in the below page by clicking on hyperlink 
provided on “Accept/ Return/ View”  

 

 
 
 



 

 

(iii) User may also view the uploaded document by clicking on the hyperlink provided in the document name. 

 

 
 
 

2. User - PrAO 
In PrAO user login “Manage Account Head” is grouped under “Menu-Accounting Editing” 

 



 

 

 
 
 
 
 
 
 



 

 

(a)  Acceptance of the Request 
(i) User entered the Remarks and clicks on “Approve” button 

 
 
 



 

 

(ii) Message “Are you sure you want to Approve” appears. 
 

 
 

(iii) User clicks on “OK”.  Message  “Request forwarded to DAMA1 Successfully for 2708000401” appears 

 



 

 

(iv) User clicks on “OK”.  Message “Request forwarded to DAMA1 Successfully for 27018000401” that means the 
request has been forwarded to DAMA Section, for further action. 

 

 
 



 

 

(v) Status is also changed to “ForwardToAccountClosingCreator” 

 
 



 

 

(vi) But the Description is yet to be updated.  It will have updated after the approval of the DAMA Section. 

 
 



 

 

(vii) DAMA Section, O/o CGA approved the request 

 
 
 
 
 
 
 
 



 

 

(viii) Accordingly, Account Head description has also been changed in the “Report-Function Head 
Listing” under column “Function Description” 

 
 
 
 
 
 
 
 
 
 
 
 


