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CHAPTER-1: LOG IN  

 

User name: Enter your username. 

Password:   Enter your password. 

Captcha:     Enter the alphabets that as shown on the screen. 

Login:         Click the Login button to proceed. 
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CHAPTER-2: BUDGET ALLOCATIONS 

Upon logging in, User will be directed to the Budget Allocations section.  

A list of all Budget Allocation will be shown in the table. 

 

STEP-1: Click on the Update Budget button present on the top right of the screen. 

 

 

STEP-2: Click the Fetch Budget button to automatically retrieve the budget data from the    

                TreasuryNet System. If you wish to exit without fetching, click the Cancel button to  

                 return to the previous screen. 
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CHAPTER-3: EMPLOYEES 

Clicking on the Employees Section in the sidebar, it shows a list of employees under the HoD. 

 

1. Update Employee Status: 

1.1 Locate the employee in the table. 

1.2 Click on the Update button under Action. 
 

 
1.3 Change their status to Active or Inactive as required. 

 
 

 

            1.4 Click on the Update button to save the changes or click on Cancel to go back. 
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2. Add a New Employee: 

     2.1 Click the Add Employee button located at the top-right corner of the screen. 

 

      2.2 In the designated field, enter the PIMS code of the employee you wish to add and  

             click on the Fetch Button. 

 

ERROR: If no PIMS code is entered, an error message will appear prompting the user 

               to provide one. 

                  

 

 

        2.3 The Employee’s information are fetched from PIMS and are reflected on the screen.  

   Click "Add Employee" to add the employee to the system or click "Cancel" to  

    discard and return without saving. 
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 2.4 Click on the Update button to update the list of employees. 
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CHAPTER-4 DD0-EMP MAPPING 

 

Click on the DDO-Emp Mapping section present on the sidebar. 

 

1.  View Mapped Employees (Under Employee-DDO Mapping) 

1.1 You will see a list of DDOs displayed. 

 

1.2 Next to each DDO, click the View button. 
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1.3 A list of employees mapped to that DDO will appear. 

 

1.4  To close the list, click the Close button. 

2. Map a DDO to an Employee (Map DDO Section) 

2.1 Navigate to the Map DDO section. 

 

2.2 From the DDO drop-down menu, select the DDO you want to map an employee  

to. 
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2.3 In the PIMS Code field, enter the PIMS code of the employee you want to map. 

 

 

2.4 Click the “Map” button. 

3  

The employee will now be mapped to the selected DDO. 
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3. Unmap a DDO from an Employee (Unmap DDO Section) 

3.1 Go to the Unmap DDO section. 

 

 

3.2 Select a DDO from the drop-down menu. 

 

 

 

 

3.3 Select employee mapped to that DDO that you wish to unmap from the drop-

down menu.  
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3.4 Click the Unmap button. 

The employee will now be unmapped from the selected DDO. 
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CHAPTER-5 DDO SCHEME 

 

Under the DDO Scheme section in the sidebar, the list of DDOs are shown with the 
option to view the list of Schemes mapped against it. 

 

1. Click on the List scheme under Action against the DDO to view the schemes 
mapped against it. 

 

   The list of mapped and unmapped Scheme are shown. 
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2. Tick on the checkbox to map the Scheme and click on Save. 

 

A success message will appear upon successful mapping. 
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If you want no schemes to be mapped, uncheck all the checkboxes and click on Save. 

A message will appear at the bottom stating that all schemes have been unmapped. 

 

 


