
B A N K D E T A I L S M A N A G E M E N T - U S E R M A N U A L

 ‘Change Employee / Pensioner Bank Details’ application facilitates to change / modify the
bank details of Employees and Pensioners automatically, on approval of Drawing and
Disbursing Officer / Treasury Officer / PAO. The process-flow of this functionality is narrated
below.

 The Head of the Office shall configure work-flow and assign roles to the DDO (Submitter)
only. On configuring work-flow, the DDO (Submitter) gets the Change Employee /
Pensioner Bank Details tile under Expenditure group.

 The Head of the Treasury / PAO shall configure work-flow and assign roles to the
Treasury Officer / PAO (Approver) only. On configuring work-flow, the Treasury Officer /
PAO (Approver) gets the Change Employee / Pensioner Bank Details tile under
Expenditure group.

 On physical request received from the Employee / Pensioner, to change / modify the bank
details and after receipt of approval from the authority concerned, the DDO (Submitter)
selects ‘Change Employee / Pensioner Bank Details’ tile under Expenditure group and
proposes to change / modify bank details, as per the requirement.

 The system generates a Unique Request Number and enables / facilitates the DDO
(Submitter) to attach required documents and forward the request to the Treasury Officer /
PAO (Approver) concerned, as per pre-defined work-flow.

 After scrutiny, the Treasury Officer / PAO approves the request. Thereby the Bank details of
that particular Employee / Pensioner is changed / modified automatically.

 The Treasury Officer / PAO (Approver) may send back the request with due observations to
the DDO (Submitter).

 DDO is the Approver to change the bank details of an Employee under his control. But,
Treasury Officer / PAO approval is mandatory to change the bank details of an Employee,
if a Bill / Sanction payable to the Employee / Pensioner, is in-process.

 The DDOs are facilitated with Bank Details Report, to view the bank details of Employees
under their jurisdiction; and the Treasury Officers (DDO) are also facilitated with Bank
Details Report, to view the bank details of Employees and Pensioners, under their
jurisdiction.

 The Users (DDO-Submitter; and Treasury Officer / PAO-Approver) are facilitated with Bank
Details Change Report, to know the status of the proposal.

 All (*) fields are mandatory.

 Process-flow mechanism along with Snapshots is shown hereunder:-



a.) Configuration of work-flow by the Departments:-
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b.) Configuration of work-flow by the Treasury / PAO:-
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c.) Request by DDO to change Bank Details of an Employee / Pensioner:-
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AADHAAR Biometric
verification is mandatory

DDO can view the status of
request(s); and also download

the attachments and Signed copy
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d.) Approval of Treasury Officer / PAO on request received from DDO:-
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AADHAAR Biometric
verification is mandatory
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Treasury Officer / PAO can view the
status of request(s); and also download
the attachments and Signed copy
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- T H E E N D -

DDOs can view the bank
details of Employees
under their jurisdiction

DDOs / TOs / PAO can view the
status of request(s); and also
download the attachments


