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CHAPTER 1: LOGIN PAGE   
 

The login page consists of: 

1. Username field: Type in your username in this field. 

2. Password field: Type in your password in this field. 

3. Captcha: Type in the Captcha as shown on the left side of the field. 
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User: HoD Assistant Account 

CHAPTER 2: INITIATING A NEW SANCTION   
Upon logging in, the user is directed to the Dashboard page. Here, the user is presented with an 

overview that includes the total number of employees, employees due for retirement, withdrawals in 

progress, and completed withdrawals. Additionally, a table displays detailed information about 

employees retiring in the current financial year. 

 

Note: Navigate to the Transaction page via the sidebar. 

A badge is displayed beside the Transaction tab in the sidebar: 

‘0’ indicates that no entries have been submitted by the DDO. 

‘1’ or more indicates that entries are available for review or action. 
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Step 1: To begin, click the ‘New Sanction’ button at the top-right corner. 

 

 

Step 2: Upon clicking: 

Select Statement Type for withdrawal. 

Select the type of sanction: Refundable, Non-Refundable 

Select the percentage of sanction if applicable and Click on Submit. 

 

 

Note: An error message appears if there are no transactions associated with the selected criteria. 
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Step 3: The DDO reviews and processes new sanction requests. 

 A list of DDO Code will be shown, enabling the user to select the desired entries. 

Note:  The Head of Department (HOD) can issue sanctions to one or multiple DDOs. 

 

 

Note: The DDO may approve or reject individual employee entries. 

If no selection is made, the sanction is considered rejected by default. 

A ‘Reject All’ button is also available for bulk rejection. 

 

 

 

Note: Remarks are mandatory for all rejected entries. 
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Step 4:  Once the review is completed, click ‘Submit’ button. 

 

 

Step 5: A pop-up will appear prompting the user to enter the Sanction Number (provided by the 

HOD). 

 

Note: Upon successful submission a confirmation pop-up appears. 

 

Note: The Transaction badge in the sidebar updates to ‘0’. 
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Note: The sanction entry moves to the History section with the status ‘Approval Pending’ 

 

Step 6:   Go to the History page in the side bar menu and click ‘open’ to view the sanction details. 

The ‘Download Sanction’ option will only be enabled after approval by the Authorizer. 

 

 

 

Note: View Sanction details. 
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User: Hod Authorizer Account 

CHAPTER 3: REVIEW SANCTION   
 

After logging in, the user is taken to the Dashboard page, which provides an overview of the total 

number of employees, upcoming retirements, withdrawals in progress, and completed withdrawals. 

It also includes a table with detailed information on employees retiring in the specified financial year. 

 

 

Step 1: The Authorizer can access sanctions details under the Sanction tab in the side bar by clicking 

the ‘Open’ button. 

Actions available: 

Approve – To approve an individual sanction, click the ‘Approve’ button and confirm through 

the pop-up. Alternatively, use the ‘Approve All’ button located at the top-right corner to 

approve all sanctions at once. 

Reject – Requires mandatory remarks stating the reason. 
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Note: Open button to view sanction details. 

 

 

Step 2: After reviewing the sanction letter, click ‘OK, approve’ to submit. 

 

 

Note: Upon successful submission: A pop-up appears. 

 

 

Post Approval Actions: 

Note: Once approved, the sanction: 

Is visible under the History page. 

Status is updated to ‘Approved’. 

The ‘Download Sanction’ option becomes active. 
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Step 3: After downloading, a hard copy with the Authorizer's signature must be submitted to the 

Directorate of Treasuries and Accounts. 

 

 

Note: The Acknowledgment File can be downloaded only after it is authenticated by the Directorate. 

Once downloaded, the sanction letter must be submitted to the respective treasury office for further 

processing and payment. 

 


