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> cfms.apfinance.gov.in 5

> login > click :DDO data entry

> user id : DDO CODE > select: cadre strength

     eg:11100308003 > select : Get details

> Password: DDO CODE followed by@1followed by @1 if availble >check the strength

     eg:11100308003@1 >enter sanctioned strength

> select "DDO REGISTRATION" >select final submit 

> DDO name will display if  not 

if name display >  select  " register" availble > select" adding a new Job"

      msg wil disply" cuurently….." > enter job discription

    - if incharge select " Yes"         ( SELECT CADRE S.G.T , 

    - if regular select" No"                   SA(MATHS)…etc )

>  select "submit" >enter the sanctioned strength

> Registration process wil complete > select : "add"

> we must note down then new EMP ID OF DDO (repeat the same to add all cadres)

If not display > click:"search employee" 6

  - enter Treasury Id of DDO > DDO DATA ENTRY

  -  Name will display >Select: Assaign Employees

  -  new emp code will generate >select : get details

  - select if available

>  select  " register" (two items will display

      msg wil disply" cuurently….." 1. is employees who are 

    - if incharge select " Yes" working under thid DDO,

    - if regular select" No" 2. Emp details under free pool)

>  select "submit"

> Registration process wil complete >  select :Add the employees

> we must note down then new EMP ID OF DDO                        from pool

pls log out. After four hours u can enter > select the employee

the data by relog in > click: Add

2 Relogin >cfms.apfinance.gov.in (repeat the same to add

> log in  all the employees from the pool)

> user id : New Emp  CODE oF DDO Release

> PASSword: NEW   EMP ID of DDO follwed by DDMM ( IF ANY  employee details  

      (DDMM I,e date and month in DDO DATE OF BIRTH) APPAREAING  who r not working 

> CHANGE THE PASSWORD under this DDO  will be removed

> CONFORM THE PASS WORD by  selecting " Relese employee "

3  DATA ENTRY > click on "DDO DATA ENTRY"

>SELECT : DDO SELECTION If data

> NEW DDO CODE WILL GENERATE not > select: Import Employee

available > enter all the mandatory fields

4 HIERARCHY > click on "DDO DATA ENTRY"    ( event date: may be data  entery 

> SELECT : HIERARCHY date or Aprl 30 etc, Reference 

 - enter office details eg address means Transfer or promotion 

   phone, email etc.. Progs no)

  - office allowances > click: import

  - Enter DEO /DyEO DDO CODE (repeat the same to add all the 

 - select :Save teachers who r working 

 - select :  final submit under this DDO)

(now we can not change)

Assaign employees

DDO 
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7 CREATE ( For High schools it is not applicable), 

SECTIONS for MRC each primary school is a section. 

 we Have to creat primary school as 

section, we have to assign the posts, > SELECT : DDO DATQA ENTRY

 assign the employees also) > CLICK on add PRC data tab

> mark fields mandatory

>DDO DATA ENTRTY Pay grade

>CLICK :Creat sections personal pay

> selct: get avaiolable sections PH allowance

view  all the available sections Basic pay as on 1st july 2013

if not special pay

avaIiable > selct:add a new section HPL BALANCE

INCREMENT DATE 2013

for delet > select : delete a section Family planning incentive

Earned Leave balance

Edit > select: edit section INCREMENT DATE 2014

INCREMENT DATE 2015

assigning > Assigning posts to sections

> get employes > click on below tabs and fill up

Add Promotion details

8 Add suspension details

> DDO data entrty add un authoirized absence

( Loans, Leaves, APGLI, GPF WILL DISPLAY)    details

LOANS > ENTER THE  APGLI GPF, LOANS ONLY. Add EOL details

         NOT PERSONAL Add HPL details  (full pay)

LEAVES > ENTER CL, OPTIONAL, CCL Add HPL details  (half pay)

Add EL details

APGLI > ENTER DETAILS OF APGLI NUMBER, Add surrender leave details

    SUBSCRIPTION, ETC Add govt Quarter details

GPF/ZPGPF > Enter details of gpf number,  etc

9 after feeding details u can check the 

> DDO DATA ENTRY PRC NEW BASIC, ARREARS, etc.

(We have to feed who is the sanctioning After verifying u can click on generatge 

authority of leave ie MEO/ HM) 47 Bills, take print

Approval 2, approval 3 may be DEO, HOD . Submit at STO OFFICE in duplicate

FOR  SUPPORT
MADHURI  995157488  mmudana@deloitte.com

chaithanya 8142567304 chaithanyag@deloitte.com

kranthi 7032929312  kranthi.7.madishetty@niit-tech.com

in case of failure in first step ie in ddo registration

send mail to " Avinash.kottakotta@niit-tech.com

ALL THE BEST

stu ap  spsr nellore
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OPENING BALANCES

leave approval heirarachy

10 PRC DATA CAPTURE


