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1. INTRODUCTION

All agencies receiving sanctions have to mandatorily submit Utilization Certificates against the
sanction amount received by them. Agencies need to certify that the amount received by it from the
Central government has been utilized entirely or the balance amount will either be surrendered or
adjusted towards grants in aids payable during the subsequent year.

Currently data of releases since 2009 has been recorded in PFMS, but there are no records of
Utilization Certificates.

2. IDENTIFIED STAKEHOLDERS/USER GROUPS

The following stakeholders/user categories are authorized users of the UC module

1 Agency Administrator

1 Agency Maker

1 Agency Checker

1 Program Division ( PD)

1 Pay and Accounts Officer ( PAO )

Every user of the system would have the User name and password for authentication.

3. FUNCTIONS OF DIFFERENT STAKEHOLDERS/USERS

3.1 Role of Agency Administrator

1 Creates credentials (username,password) for Agency Maker and Agency Checker.
1 Agency Administrator can perfom all functions of Agency Maker and Agency Checker.

3.2 Role of Agency Maker

1 Enters and Submits UC i An agency maker can enter Utilisation Certificate details of
current fiscal year as well as previous fisc

Can View UC and Modify Submitted UC.
Digitally Sign the UC (Optional )/ Manually sign the UC.
Generates GFR19 ( In case of manual sign).

EJE
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1 Upload UC ( In case of manual sign)

3.3 Role of Agency Checker

1 Approves UC i approves the UC that has been uploaded or digitally signed by the Agency
Maker.

3.4 Role of Program Division User

1 Approves/Returns UC
n Verifies & approves the UC uploaded by Agency
n In case Agency has digitally signed the UC, digitally counter-signs the UC.

3.5 Role of PAO

1 Records ( Accepts ) / Returns UC
n Verifies accepts the UC which has been approved by PD user.

n In case PD has digitally signed the UC, digitally counter-signs the UC.

4. FUNCTIONAL FLoOw

1. Agency maker enters the UC details against each sanction and submits the UC. Utilised
amount against multiple sanctions can be added in one UC. On submitting the UC the
system generarates a Utilisation Certificate Id.

2. Agency Maker can digitally sign or upload manually signed UC. In case of digital signature,
the agency maker digitally signs UC and proceeds to step 6.

3. Agency Maker generates the GFR 19 and prints it ( In case of manual signing ).

4. Agency Maker signs the above print - out and scans the signed document in pdf format. (in
case of manual signing ).

5. Uploads the manually signed Scanned GFR19 document (in case of manual signing ).

6. Once the UC is uploaded/digitally signed it flows to the Agency Checker, the agency
maker cannot make any modifications once UC is uploaded/ digitally signed.
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7. The Agency Checker approves or rejects the UC. The Agency Checker can also digitally sign
the UC ( Optional ).

8. After approval the UC moves to the Program Division user and in case of rejection it moves
back to Agency maker who can then make the necessary rectifications.

9. The Program Division user verifies & approves the UC or returns it back to the Agency. On
approval by PD, UC flows to PAO and on return it flows back to Program division.

10. The PAO either Records ( Accepts ) the UC or returns it to PD.

11. The acceptance of UC by PAO completes the process.

5. AGENCY MAKER

5.1 Agency Maker i Entering and Submitting a UC

When Agency Maker logs in, the following screen appears. Select the option Utilization Certificate 1
Add New UC from the menu as shown below

plsdll © http://10.248.99.70/ Defautt.aspx £ ~ 8 ¢ X || @ Central Plan Scheme Monit... %
e . - = wel : Test U
& Public Financial Management System-PFMS User Type: AGENCYDO
@ TIY - (formerty CPSMS) Agen National Informatics Centre Services Incorporated (NICSI)
et 0/a Contraller General of Accounts, Ministry of Finance Financial Year: 2013-2014
Home

Scholarship Management D

E-Payment >
The folloving table shows the summary of Agency according to status and type. To find out what a particular status means, take your mouse over the status
name. To find the details of Agency in a status, Click on the corresponding status.

Reports

My Detads P [0 record found |

Masters D

SRR > Agency Bank Account Validation Status

Agencies >

My Funds >

Transfers >

Advances 2

Expenditures D

Bank >

Misc. Deduction Filing D

ion Certi D | Add New uc

CPSMS Forum

Generate/Upload GFR 19

Add New UC

View Uploaded UC

[ http://10.248.99.70/ImplementingAgency/UtilizationCertificate/ AddNewUtilizationCertificate.aspx

m

Figure 1.0 Main Menu

On choosing Add New UC option, the screen shown below appears, the user needs to choose the
Scheme and Financial Year.
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‘ Public Financial Management System(—PF“I\_/l“S' ;ﬂf‘;”;;;,‘;‘;;,’.’;,’,,o A A L Lo s
@ o \ formerty CPSMS) gency: National Informatics Centre Services Incorporated (NICST)
s 0/a Controller General of Accounts, Ministry of Finance Financial Year: 2013-2014

Utilization Certificate

Scheme: —Select Value— v Financial Year —Select value— v

Scholarship Management >

m

E-Payment >

Opening Balance: 0
Reports

o Dot o Sanction data for upload

Masters

My Schemes

My Funds

Transfers

Advances

D
D
D
Agencies D
D
D
D
D

Expenditures

Figure 2.0 UC DataEntry Screenl

On the basis of the Scheme the details of all the sanctions for the selected Financial Year will be
displayed. See screen-s hot bel ow. Enter the detail Ad dog ah untstto re.a
On completion of data entry, click on the Submit button.

1 Utilization Certificate
Scheme: [150-RESEARGH AN DEVELOPMENT DEFARTHENT OF BIGTEGHNOLOSY v | Financial Year [25102011 <]
Opening Balance: |4534500.00 ExpenditureAmount: 000
Sanction Number Sanction Date Sanction Amount  Utilised Amount(Rs) Surrenderd Amount(Rs) Amount to be adjusted next | UC DUE DATE
(MM/DD/YYYY) (Rs) year(Rs)
BT/PR12930/AGR/36/650/2009 05/21/2010 4147000.00 41 0
= 00 o g G =
BT/PR13349/PID/06/484/2009 10/01/2010 1780000.00 1730000
@ L L o otaz012 i |
BT/PRI3463/PID/OG/488/2010 111672010 873000.00 a7
3000 o ] Dilo42012 3 |[£ga] | [Ean]
BT/PR3559/Med/30/283/2010 oy3y/2011 524600000 r
& 0 o 0] Diiow012 2 | [£aa] | [Esn]
BT/PR13667/PID/06/495/2010 12/05/2010 1054400.00 0 0
m] 2 u o 01042012 i |
BT/PR3668/PID/06/496/2010 oy2572011 804400.00
o g 2 o otaz012 i |
BT/PRI3805/PID/O6/550/2010 01/05/2011 1383800.00
O 2 L o ook2012 |
BT/PRS179/BRE/ 10/421/2005 08/06/2010 120000.00 =
m] 0 L o Biwz012 |
BT/PR7261/MED/14/1005/2006 02/21/2011 75000.00 0 0
m] 2 0 o 01042012 i |
BT/PR7G54/BRE/10/520/2006 0572172010 53200000
o o o 0 S a
i2
Sanction Amount: |5800000.00 Utiised Amount: [£500000
Utiised Amount from previous year: |7040.00 Click here to adjust previous year amount Total Utilised Amount: | 6570400.00
Amount Surrenderd: |0 Amount to be adjust next year: |0
Surrendes/ office order Not [ ] ofmce orderdates [ |1
Sirendart Throughe | ST o0 OO v P
About Us | Sike Map | Privacy Policy | Contadt Us | ©2009 PLAN SCHEME MONITORING SYSTEM. All Rights Reserved.

Figure 2.1 UC DataEnt 7 : : -
'gure 2.1 UC DataEntry Screen Click here to adjust unutilized

amount from previous years.
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After Clicking on the link button following screen will appear.

Figure 2.2 UC DataEntry Screen3

OO0ORRRRRRERD

Financial Year Sanction No.
BT/INEL/17/SN/2009
BT/PR11632/Mexd/30/162/08

BT/PRY3250/GE0/27/234/2008
BT/PR-13343/FNS/20/425/2008
BT/PRS179/BRE/10/421/2005
BT/PR7171/MED/14/962/2006

BT/PRE793/GBD/27/25/2006

\

unchecled. Please check the boxes i1:
you want to adjusprevious year .
unutilized amountand click on submit:

button.

Version 2.0.0
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After Clicking on Submit button, a confirm pop up will shown where Total Adjusted amount and Total
checked sanction is displayed in the message click Ok on pop up if agree for the same.

BT/INEU/17/SN/2009
BT/PR11632/Med/30/162/08

BT/PR13250/GB0Y27/234/200%

T/

BT/PR6179/BRE/10/421/2005

O0OD0ODNRNRNRRNEEAAD

Are you sure to submit 7
Total Adjusted is Rs. 72400.00
Total: 8sanction checked/selected

Figure 2.3 UC DataEntry Screen3
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After clicking on Ok button on pop up.
Total Amount from previous year and Total Utilized Amount Text Box value get updated.

tio tifica
Scheme: [ 0150-RESEARCH JND DEVELOPMENT DEPARTMENT OF BIOTECHNOLOGY v Financial Year [2010-2011 v
Opening Balance: | 433450000 ExpenditureAmount: | 0.00

BT/PR12930/AGR/36/650/2008 05/21/2010 4147000.00 2147000

)| Ll o [ 1042012 3 | [Aad]
BT/PR13349/PID/06/484/2009 10/01/2010 1780000.00 780000 :

/20 178000 0 [ 11042012 = [Ea]
BT/PR13463/PID/06/488/2010 11/16/2010 §73000.00 573

873000 0 [ 01042012 i | -m
BT/PR13559/Med/30/283/2010 01/31/2011 5246000.00

[m] = ’ oy 2 g ¢ 0 D042 ]
BT/PR13667/PID/06/495/2010 12/09/2010 1054400.00

(m] L i [ D1/04/2012 7 |[aad
BT/PR13668/PID/06/496/2010 03/25/2011 804400.00

O A g E Q 011042012 a
BT/PR13805/PID/OG/550/2010 01/05/2011 1389800.00

& [ Cl a D1/042012 | -@
BT/PR6179/BRE/10/421/2005 08/06/2010 120000.00 =

Al 791 o/ a 0 [ 0110412012 i [Eat]
BT/PR7261/MED/14/1005/2005 02/21/2011 75000.00

(m] ! L 3 [ 1042012 2 |[a
BT/PR7654/BRB/10/520/2006 05/21/2010 532000.00 s

(m] - ¢ = g L ] 01/0412012 iz |

12
Sanction Amount: | B800000.00 { Utilised Amount: ssmo:c&
Utilised Amount from previous year: | 72400.00 4 Click here to adjust previous year amount Total Utilised Amount: | 5372400
Amount Surrenderd: |0 Amount to be adjust next year: |0
Surrender/ Office Order No: | Office OrderDate: [ |4
Surenderd Through: | —Ssiect moge of surrengared — InterestEarned: [ |
Ao Us | Site Map | Privacy Policy | Contact Us | £2009 CENTRAL PLAN SCHEME MONITORING SYSTEM. Al Rights Reserved.
Figure 2.4 UC DataEntry Screen3
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When the button is clicked the system generates a uniqgue Utilisation Certificate ID ( UC-

ID) , which is required for all operations here-after. Using this UC-ID the user will be able to view /

edit / approve the Utilisation Certificate. An e-mail containing the UC-ID is also sent to the agency
maker. See Screen-Shot below

Figure 2.5 UC DataEntry Screen3
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Note:

If you are not able to submit UC for the particular year (say 2013-2014)
You will get a message on screen that "Please make sure, you have submitted all previous year outstanding UC"

It implies that UC is not submitted for previous years .
So please change financial year drop down and check whether UC is submitted fof previous years (say 2009-2010).

If previous year UC is not submitted/uploaded then system will not allow you to moye further.

utilization Certificate

Please make sure, you have all year uc.
Scheme: [ 0150-RESEARCH AND DEVELOPMENT DEPARTMENT OF BIOTECHNOLCGY v | Financial Year lZO1 1-2012 v ]
Opening Balance: 457050000 ExpenditureAmount: 0.00

Figure 2.5 UC DataEntry Screen3
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5.2 Agency Maker i Modifying UC

To view or modify the submitted UC, Select the option Utilization Certificate 1 Manage UC from the

FinancialYear | -All-

ucrd

ucd SchemeName

List of Utilization Certificates

Certificate Status: | -All- E‘

Financial Sanction Utilised Surrenderd  Amount to be

Year Amount Amount Amount adjust next
year(Rs)

[ 6083 ELECTRONIC GOVERNANCE 2009-2010 23976000.00  23975000.00 500.00 500.00 | Edit | Upload

6084 ELECTRONIC GOVERNANCE lzm-zom ’ 5351000.00| 5351.000,00‘ o.oo| 0.00 Edit‘ Upload‘

6085 |ELECTRONIC GOVERNANCE |2009-2010 ‘ 3a4ooo.oo| 384000.00| 0.00| 0.00 | EditIUploadI

6086 |E=_ECTROHIC GOVERNANCE lz»m-zom ‘ ssooooo.oo| soooooo‘oo‘ sooooo.oo| 1000000.00 | Edit‘ Upload‘
Figure 3.0 List of UC for Edit
Version 2.0.0 Release: April 2014 Page 7 of 22
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menu. By default al/l UCOGs pertai ni rrigureB.0 The hsercang e n
then filter on the basis of desired Financial Year, Certificate Status , or UC ID if required. Click on

Edit to make changes . Screen shown below appears, make necessary changes and click on

update button. Please note Uploaded or Digitally s i gned UCO6s cannot be edit ¢

Update Utilization Certificate

Scheme:  BIOINFORMATICS v Financial Year  2009-2010 -

Opening Balance:

Sanction Number Sanction Date Sanction | Utilised Amount(Rs) i Surenderd Amount | Amount Carry UC DUE DATE
(MM/DD/YYYY) Amount(Rs) (Rs) Forward(Rs)
BT/Med-11/EP/05/2009 05/27/2009 255131.00 'sopoo.oo | £000.00 200121.00 4B = |:]
Sanction Amount: utilised Amount:
Any other Utilised 4,44 g9 Total Utilised Amount:
Amount :
Amount Surrenderd: Amount Carry Forward:
Order No:  cdac123 OrderDate:  17/04/2014 :j
Surenderd Through: Cheque v Interest Earned: 5000.00
Cheque No 1234358 Cheque Date  15/04/2014 i
[t |

Figure 3.1 Update UC

5.3 Agency Maker i Manual Signing and Uploading UC

After submitting the UC, the Agency Maker needs to Generate the form GFR 19, print it, sign
it manually and upload the signed scanned document. Steps are described in detail below.

5.3.1 Generating GFR 19

On selecting Utilization Certificate - Generate/Upload GFR 19 from the menu, the screen shown
belowappear s. Sel ect the desired UC I d for which GFR
have not yet been uploaded or digitally signed will appear in pull pull-down list. ( Uploaded or digitally
signed UCO6s wil |l Generate GFR19 buttan) Cl i ck on
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GFR 19 FORM VIEW/UPLOA

@) Generate Form GFR19
Select ® Upload Signed GFR19

© pigitally Signed GFR19

uUtilization Certificateld £084 / 12-08-2012

[¥] 001-Cash book verified regularly
[¥] 002-Bank Pass Book verified

[¥] 003-Stock Register verified

[F] 004-charted Accountant checked the expenses and certified

[F] oos-tedger

D 006-Payment vouchers
[[J 007-Bank Reconciliation
D 008-Inventory

[J oos-vouchers

D 010-Account audited by competent authority

[(o11-committed expenditure calculated var.t salary of staff ,travel and various other lisbilities

[F] 012-Allotment Register

[l o1z-gilis

"l o14-placing order generally on lowest quotation basis for supply after verification of approved heads A/C

D 015-Passing of Bills vith entries in Budget Register

[F] 016-Checking of Bidget Register before making any payment

D 017-Keeping of Assests Register
[F]l 018-keeping of Salary Register

D 019-Any other as applicable

Generate GFR19

Figure 4.0 Generate GFR 19

(=]

The GFR 19 is generated as displayed below. Take a print-out of it, sign-it manually and then scan it

(‘as pdf). This pdf document has to be uploaded. ( See Section on uploading)

RM GFR 19

UC ID: 60855

Sanction Number | sanction Date Amount(Rs)

FORM GFR 19-A
[See Rule 212(1)]

Form of Utilization Certificate

BT/Med-11/EP/05/2005 255121.00 and Rs.500000.00 on account of unspent balance of the previousis#ir,a sum cF Rs 350000.00 has been utilized for
the purpose of for which it was sanctioned and that the balance of Rs [IEEESL. maining unutilized at the end of
year has been surranderd to Government (vide No cdac123 dated 17/04/2014 )/ vill be adjusted towards the
grants-in-aid payable during the next year 2010-2011 Interest earned is 5000.00
2.Certified that I have satisfied myself that the on which the g was sanctioned have been duly fulfilled/are being fulfilled and that I have exercised the following checks to see that the money was actually utilised for

the purpose for vhich it was sanctioned.

Kinds OF checks exercised

Cash book verified regularly
Bank Pass Book verified

Stock Register verified

Charted Accountant checked the expenses and certified
Ledger

ssese

Certified that Out Of Rs. 255131.00 Grants-in-aid Sanctioned during the year 2009-2010 in Favour Of National

Informatics Centre Services Incorporated (NICSI) under this Mifi » |/Department Letter No. given in the margin

Signature.
Designation,

Date....

Figure 4.1 Generated GFR19
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5.3.2 Uploading GFR 19

On selecting Utilization Certificate - Generate/Upload GFR 19 from the menu, the screen shown in
Figure 5 appears. Choose Upload Signed GFR - 19. Screen-shot as shown below appears, select

the desired UC Id, choose the pdf file created in previous step and click on Uplead putton to upload
the file.( Imp Note 1 After uploading the UC no further amendments can be made by Agency Maker )

Once the UC is uploaded it flows to Agency Checker

GFR 19 FORM VIEW/UPLOAD

Upload scanned signed UC in pdf format size should be less than 500kb.
©) Generate Form GFR19

Select Q) Upload Signed GFR19
©) pigitally Signed GFR19

utilization Certificateld 60855/ 17-04-2014 v
Upload Certificate: Browse...
i

Figure 5.0 Upload GFR19

5.4 Agency Maker i Digitally Signing the UC

Digitally signing the UC is not mandatory. In case user does not want to digitally sign, the steps
given in section 5.3 need to be performed. For digitally signing the user needs to first Enrol his/her
digital signature. ( For Enrolment Refer User i Manual available on PFMS site ).

Select Utllization Certificate - Generate/Upload GFR 19 option from the menu, the screen shown
below appears. Select Digitally Sign GFR19 and choose the desired UC-Id and click on
SianDigitally. Follow steps given in to Figure 6.1to Error! Reference source not found..
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Figure 6.0 Digitally Sign GFR19

Figure 6.1 Digital Signature stepl
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