
Centralized FMIS 
(Finance Management Information System) 

 
 
 
Departmental Headquarters to go for a test run from 1st October, 2011 of the 
software for ‘Allocation of Budget’ online using their User Accounts allotted by 
Directorate of Treasuries, Uttar Pradesh. During the test run the entered data 
transferred to the concerned treasuries directly and hence the treasuries would not 
be required to enter the allocation of budget data through direct entry. 

 
The identified department (mentioned in the Government Order) should get 
themselves registered through the ‘Registration Form’ sent to them by the Treasury 
Directorate. The Directorate of Treasuries would get the data entered into the 
system. As and when the data is keyed in, the department being registered would 
get the ‘Login Password’ and ‘Transaction Password’, through separate Emails to 
their Email account. 

 
The sequence of the flow of operation of the system to be followed by the user 
at the department is as follows but before this user has to login using provided 
userid, password and department code. After login the steps are as follows: 
 
 

Link-1: Sanction 
 

 
Sanction Screenshot 
 

 
 
Follow the numbering given in red in screenshot. 
1. Enter Sanction Order Number. 
2. Enter Sanction Date in “dd/mm/yyyy” format. 
3. Enter Sanction Authority Name. 



4. Select Grant Number. 
5. Select Plan/Non-Plan. 
6. Select Voted/Charged. 
7. Select Scheme Code. 
 
After selecting Scheme Code, a grid will be shown under this section as follows: 
 

 
 
Now there are two options available either you can use Option-1 which is 
percentage box using which you can set the amount as per remaining amount 
for sanction for all Object Codes under that Scheme Code or you can use 
Option-2 in which you have to write amount under each Object Code. 
After that, now you can use “Sanction” button to save that Sanction Order.  
Done….. 
 
Now as the Sanction Order is saved, but there is a situation that by some 
means you have done some wrong entry to that order. So, you need to 
change that Sanction Order Entry. There is a link given as “Modify Sanction” 
on the top right corner of the sanction entry form. On clicking it you will see a 
modify form for sanction entry. Screen shot for that is as follow:- 
 



 
 
In this all the Incomplete Sanction Order are shown in the dropdownlist. 
Select the particular Sanction Order and use the “Delete” button to delete that 
order from the database so that, you can re-enter that order from the 
sanction entry form. 
 
Done….. 
 
After all this, now as you know that all the entry for that Sanction Order is ok. 
You have to complete this Sanction Order so that, no one can modify that 
sanction order and the amount that you sanction make it available to the 
allotment process. 
This completion can be done through the link given in the top right corner of 
the sanction entry form as “Complete Sanction”. 
Click on it and you will see a sanction completion form. The screen shot is as 
follow:- 
 

 
 
Select the particular sanction order number from the dropdownlist and click 
the “Complete” button. A verification section will show to you as follows:- 
 

 
 
Which show you to enter your transaction password which is provided you on 
the registration time.  
Enter transaction password and click on the “Verify” button to complete the 
completion process. 
 
Done……



Link-2: Allotment Order No. 
 
Allotment Order No. Screenshot 
 

 
 
Allotment Order No. is used under allotment process to generate different 
allotment order under that allotment order number. This can be treated as 
your file number. 
 
Follow the numbering given in red in screenshot. 
1. Enter Allotment Order Number. 
2. Use “Submit” button to save that allotment order number. 
 
Done…. 
 
You can also use “Edit” button given on top left of the entry form to edit the 
newly added allotment order number. The screen shot for this is as follow:- 
 

 
 
Use “Edit” or “Delete” buttons for particular operation. 
 
Done……



Link-3: Allotment Authority 
 
Allotment Authority Screenshot 
 

 
 
Allotment Authority is used to save all authority person names, which has the 
authority to allot sanction amount to different DDO under different treasuries. 
This is used under allotment process. 
 
Follow the numbering given in red in screenshot. 
1. Enter Authority Code of 2-Digit (As 01, 02, 03, so on). 
2. Enter Authority Name. 
3. Use “Submit” button to save that authority. 
 
Done…. 
 
You can also use “Edit” button given on top left of the entry form to edit the 
newly added allotment authority. The screen shot for this is as follow:- 
 

 
 
Use “Edit” or “Delete” buttons for particular operation. 
 
Done……



Link-4: Allotment Process 
 
Allotment Process can be done with four different ways.. 
 

Way-1: Allotment Object-wise 
 
Allotment Object-wise Screenshot 
 

 
 
Allotment Object-wise is used to enter the allotment amount to different DDO 
under different treasuries using one by one Object selection. 
 
Follow the numbering given in red in screenshot. 
1. Use “Allot to New Order” button, if you are going to insert new allotment 

order this will fill one of the dropdownlist in number 3 OR. 
2. Use “Allot to Old Order” button, if you are going to insert remaining entry in 

particular order number. This will fill one of the dropdownlist in number 3. 
3. Select allotment order number from one of the filled dropdownlist in 
number 3. 
4. Enter Allotment Date in “dd/mm/yyyy” format. 
5. Select Allotment Authority from the dropdownlist. 
6. Select Grant Number from the dropdownlist. 
7. Select Plan/NonPlan from the dropdownlist. 
8. Select Voted/Charged from the dropdownlist. 
9. Select Scheme Code from the dropdownlist. This will show the DDO grid 

under which you need to provide allotment amount. 
10.Select Object Code from the  dropdownlist. This will fill-up the remaining 

boxes which shows the remaining allotment amount along with. Use this 
amount to share the amount to different DDO under that object. 

 
Now you need to enter the allotment amount to different DDO’s under 
selected object. DDO grid will show you as follow:- 
 



 
 
Now do the following:- 
1. Enter the specific amount to specific DDO under selected object code. 
2. After entering allotment amount to all DDO for selected object code, click 

the “Allot” button to save the entered amount under all DDO under selected 
object code. 

 
As now you saved the allotment order for that object, you can continue to 
save the allotment order for other object code if you are still in that window. 
Or, if you reload the Allotment Object-wise window through menu and you 
want to continue entering in that particular order, then start with “Allot to Old 
Order” button and follow the save process for Allotment Object-wise. 
 
Done…. 
 
Now as you saved your allotment order. You can continue yourself to complete 
the allotment order or if you done some wrong entry you can modify the 
allotment order too. 
 
To modify the allotment order you can go to the link provided on the top right 
corner of the Allotment Object-wise form. There are two link available to do 
modification. 
 

Modification Type-1: Modify Allotment Wise 
 
Click on the “Modify Allotment Wise” link on top right corner of the form to go 
to modification section. This will show you the following form:- 
 



 
 
Follow the numbering given in red in screenshot. 
1. Select Allotment Order Number which you want to modify. After selecting 

allotment order number you can use the “Delete-Order” button if you want 
to delete selected order from the database. Or simply modify the order 
going to number 2. 

2. Select grant number from the dropdownlist. 
3. Select scheme code from the dropdownlist. 
4. Select object code from the dropdownlist. 
5. Select the particular DDO you want to modify the amount in it. 
6. Sanctioning authority will get selected automatically as you provided on 

Allotment Object-wise entry. Change selection if you want to change it for 
that order. 

7. Allotment date will be shown from the database for that order. Change it if 
you want to change it for that order. 

8. Arrows are showing the corresponding Old Amount to New Amount as per 
plan-voted old to plan-voted new and so on. 

9. Update the amount in the New Amounts section. 
10.Use “Update-Order” button to update that allotment order under the 
selected DDO. 
 
Done…. 



Modification Type-2: Modify Object Wise 
 
Click on the “Modify Object Wise” link on top right corner of the Allotment 
Object-wise form to go to modification section. This will show you the 
following form:- 
 

 
 
Follow the numbering given in red in screenshot. 
1. Select Grant Number from the dropdownlist. 
2. Select Scheme Code from the dropdownlist. 
3. Select Object Code from the dropdownlist. This will show you the grid under 

it. As shown in the screen shot. 
4. Use “Edit” or “Delete” button under each record for the specific operation 

you wan to perform on it. 
 
Done…. 
 
Now both the modification process has been defined. And if you think that 
your entry for particular Allotment Order Number is ok then you will proceed 
to the completion process. 
 



Allotment Completion Process 
 
Click on the “Allotment Completion” link from the menu showing on the left 
hand side. This will show you the allotment completion form as follows:- 
 

 
 
Follow the numbering given in red in screenshot. 
1. Select the Allotment Order Number from the dropdownlist. 
2. Click on the “Complete” button. This will show you the verification section 
as follows:- 
 

 
 
1. Enter the transaction password which is provided you at the time of 
registration. 
2. Click on “Verify” button to complete the allotment completion process. 
 
Done… 



Way-2: Allotment DDO-wise 
 
Allotment DDO-wise Screenshot 
 

 
 
Allotment DDO-wise is used to enter the allotment amount to different Object 
for a particular Scheme and a particular DDO using one by one DDO Selection. 
 
Follow the numbering given in red in screenshot. 
1. Use “Allot to New Order” button, if you are going to insert new allotment 

order this will fill one of the dropdownlist in number 3 OR. 
2. Use “Allot to Old Order” button, if you are going to insert remaining entry in 

particular order number. This will fill one of the dropdownlist in number 3. 
3. Select allotment order number from one of the filled dropdownlist in 

number 3. 
4. Enter Allotment Date in “dd/mm/yyyy” format. 
5. Select Allotment Authority from the dropdownlist. 
6. Select Grant Number from the dropdownlist. 
7. Select Plan/NonPlan from the dropdownlist. 
8. Select Voted/Charged from the dropdownlist. 
9. Select DDO from the dropdownlist. 
10.Select Scheme Code from the dropdownlist. This will show the Object grid 

under which you need to provide allotment amount. 
11.Enter Budget Allotment Register Page No. Or Subject detail under number 

11. 
 
 
Now you need to enter the allotment amount to different Object under 
selected DDO. Object grid will show you as follow:- 
 



 
 
Now do the following:- 
1. Enter the specific amount to specific Object under selected DDO code. 
2. Enter allotment amount to all Objects for selected DDO code. 
3. Click the “Allot” button to save the entered amount for particular DDO. 
 
As now you saved the allotment order for that DDO, you can continue to save 
the allotment order for other DDO code if you are still in that window. Or, if 
you reload the Allotment DDO-wise window through menu and you want to 
continue entering in that particular order, then start with “Allot to Old Order” 
button and follow the save process for Allotment DDO-wise. 
 
Done…. 
 
Now as you entered the allotment order you can modify the allotment order. 
The modification process is same as described above in the Way-1 Allotment 
Entry. 
And also the completion process is same. 



Way-3: Dynamic DDO Allotment 
 
Click on the “Dynamic DDO Allotment” link. This will open the “Dynamic DDO 
Allotment” Entry form in new window. The screen shot is shown below. 
 
Dynamic DDO Allotment Screenshot 
 

 
 
Dynamic DDO Allotment is used to enter the allotment amount to different 
DDO to different Object for a particular Scheme at the same time. This will 
make you able to insert allotment amount in excel sheet style. In which all 
selected DDO List shows row wise and selected object list shows column wise. 
Now let’s take a look how it works. 
 
Follow the numbering given in red in screenshot. 
1. Use “Allot to New Order” or “Allot to Old Order” button to fill the specific 

dropdownlist in the same line. “Allot to New Order” will make you able to 
generate new order number if the going to enter the fresh entry. Or use 
“Allot to Old Order” button if you want to work with previous entered 
allotment order number, so that you can add remaining entries to that 
order. 

2. Enter allotment date in “dd/mm/yyyy” format. 
3. Select allotment authority from the dropdownlist. 
4. Select grant number from the dropdownlist. 
5. Select plan/nonplan from the dropdownlist. 
6. Select voted/charged from the dropdownlist. 
7. Select scheme code from the dropdownlist. This will show you the all 

available object code under that scheme code. 
8. Use “Check All Object’s”, if you want to select all object code shown under 

scheme code. 



9. If you don’t want to check all objects then you can select specific objects 
one by one in the list. 

10.Now press “Next” button to move forward. This will show you the next 
section as show in the below screen shot.  

 

 
 
Now do the following:- 
1. Enter Budget Allotment Register Page No. or Subject detail. 
2. Select DDO from the dropdownlist that you want to work on. This will show 

you the Treasuries list in which that DDO work on and two radio buttons. 
3. Use “All Treasuries” or “Particular Treasuries” radio button to select 

treasuries. 
4. Use this section to select specific treasuries in the list. 
5. Use “Add” button to add the selected DDO with checked treasury in the grid 

shown below. 
6. Use “Refresh List” button to clear all record that you added in the grid, so 

that you can add new list in it. 
7. Now press “Next” button to move forward. This will show you the next 

section as shown in the below screen shot. 
 



 
 
Now as you see the excel sheet style window is showing as per the selected 
DDO and Object Code. Now do the following:- 
 
1. Select the specific box under specific Object Code who’s following the 

specific DDO under particular Treasury. On selecting textbox, it shows a 
floating section with green background with previous allotment information 
and other. According to which remaining allotment you can distribute the 
amount to different DDO’s. 

2. After entering all allotment amount information you can use “Submit” 
button to save your entered information. Also you can use this button to 
save the information after entering few DDO allotment so that your login 
session not end if the entry is long and time taking. 

3. Finally saving all the allotment information for all the DDO’s you can use 
“Close Window” button to close that window, so that you can work with 
previous main window. 

 
Done… 



Way-4: Dynamic DDO Allotment Offline 
 
Click on the “Dynamic DDO Allotment Offline” link. This will open the 
“Dynamic DDO Allotment Offline” form in new window for generating excel file 
for entry purpose for the specific allotment order. The screen shot and the 
process is same as “Dynamic DDO Allotment” except the last screen shot that 
will look like this:- 
 

 
 
Now do the following:- 
1. Click the “Download Excel File” button to generate excel file as per you your 

provided and selected information. This will open a “File Download Window” 
to save the excel file in the local machine. Click “Save” button in the file 
download window to save the excel file to your machine. Or use “Open” 
button to view it first before saving. 

2. After saving click one “Close Window” button to that newly opened window. 
 

Enable Macros for Downloaded Excel Files 
 
On Excel 2003 
 
To allow unsigned macros to run, the Trust all installed add-ins and 
templates check box must be selected on the Trusted Publishers tab of the 
Security dialog box. This option is selected by default. If it is not selected 
(recommended), Excel allows you to run only macros that have 
trusted digital signatures. 
 
1. On the Tools menu, point to Macro, and then click Security. 
2. On the Security Level tab, select the Low option. 
3. On the Trusted Publishers tab, select the Trust all installed add-ins 
and templates 
check box. 



4. Now you are ready to use macro for that excel under excel 2003. 
 

On Excel 2007 
 
1. If you do not see a Developer tab at the top of your Excel 2007 window, 

click the Microsoft Office button, and then click Excel Options. 
2. In the left navigation pane, click Popular, and then under Top options for 

working with Excel, select the Show Developer tab in the Ribbon check 
box. 

3. Click OK. 
4. Click the Developer tab, and in the code group, click Macro Security. 
5. Click on Macro Settings on left pane and select “Enable all macros (not 

recommended; potentially dangerous code can run)” and also check 
“Trust access to the VBA project object model”. 

 

 



6. Next click on Trusted Locations on left pane and click on “Add New Location” 
button. 
 
 
 

 
 
7. Under Path provide C:\ and check Subfolders of the location are also trusted 

and click OK. 
8. Again click OK to close the Trust Center window. 
9. Now you are ready to use macro for that excel under excel 2007. 
 
 
 
 

How to Use Excel File for Offline Allotment Entry 
 
After downloading excel first you have to enable macro on that excel file, 
using description defined above on it. Next, after filling all the allotment 
data for that allotment order click on “Generate XML!” button. This will 
generate the xml file under location 
“C:\Allotment\AllotmentXML.xml”. 
 
Now, there are two options to upload the allotment xml data to the server:- 
 
1. Using Link “Upload Allotment XML File” provided in FMIS web 

application after login. 
2. Using Exporting Tool provided for downloading on login window as “Download 
    Allotment XML Data Exporting Tool”. 



Using Link Provided On FMIS Web Application 
 

1. After Login on web application, click on the link “Upload Allotment XML File”. 
2. On the right pane click on the “Browse” button and select the generated xml file 

through excel file. 
3. Next, click on “Submit” button to upload allotment xml data. 
4. Message will show that xml file uploaded or not. 

 
 
 
 

Using Exporting Tool 
 

1. Download zip file “AllotmentXMLExport.zip” from login window as “Download 
    Allotment XML Data Exporting Tool”. 
2. Extract zip file and open folder “AllotmentXMLExport”. 
3. Click on “setup.exe”, this will open setup wizard. 
4. Click Next to complete the setup and finally click “Close” button to close the setup 

wizard. 
5. This setup installation will create a shortcut on your desktop as name “Shortcut to     

Primary output from AllotmentXMLExport (Active)”. 
6. Click on this shortcut for exporting xml file to the server. 
7. After clicking on it, a window will open. Provide user‐id and password and click on 

Browse button to select the xml file from your file system. 
8. After providing user‐id, password and selecting xml file click on Export XML button. 
9. Message will show that xml file exported or not. 

 
 
Done… 
 



Link-5: Lock/Unlock Allotment 
 
Lock/Unlock Allotment Screenshot 
 

 
 
Lock/Unlock Allotment is used to lock the allotment entry for the particular allotment 
order, which have not yet completed. 
 
Follow the numbering given in red in screenshot. 
1. Select Allotment Order Number from the dropdownlist. 
2. Click “Lock” button to lock the entry in selected allotment order. 
3. Select locked Allotment Order Number from the dropdownlist. 
4. Click “Unlock” button to unlock the entry in selected allotment order. This will show 

you the verification section in which you need to enter the transaction password for 
unlocking that allotment order as per in allotment completion section. 

 
Done…. 



Link-6: Minus Allotment Order No. 
 
Minus Allotment Order No. Screenshot 
 

 
 
Minus Allotment Order No. is used under minus allotment process to generate different 
minus allotment order under that minus allotment order number. This can be treated as 
your file number. 
 
Follow the numbering given in red in screenshot. 
1. Enter Minus Allotment Order Number. 
2. Use “Submit” button to save that minus allotment order number. 
 
Done…. 
 



You can also use “Edit” button given on top left of the entry form to edit the newly 
added allotment order number. The screen shot for this is as follow:- 
 

 
 
Use “Edit” or “Delete” buttons for particular operation. 
 
Done…… 



Link-7: Minus Allotment Entry 
 
Minus Allotment Entry Screenshot 
 

 
 
Minus Allotment Order No. is used under minus allotment process to generate different 
minus allotment order under that minus allotment order number. This can be treated as 
your file number. 
 
Follow the numbering given in red in screenshot. 
1. Use “Surrender to New Order” button, if you are going to insert new minus allotment 

order this will fill one of the dropdownlist in number 3 OR. 
2. Use “Surrender to Old Order” button, if you are going to insert remaining entry in 

particular order number. This will fill one of the dropdownlist in number 3. 
3. Select allotment order number from one of the filled dropdownlist in number 3. 
4. Select DDO Code from the dropdownlist. 
5. Select Grant Number from the dropdownlist. 
6. Select Scheme Code from the dropdownlist. 
7. Select Object Code from the dropdownlist. 
8. Enter Minus Allotment Date in “dd/mm/yyyy” format. 
9. Arrows are showing the corresponding Budget Amount available to Surrender to 

Current Amount to Surrender as per Available plan-voted to Current plan-voted and 
so on. 

9. Enter the minus allotment amount to specific textbox in which amount is available to 
surrender. 

10.Click “Submit” button to save the Minus Allotment Order. 
 
Done… 
 
You can also use “Edit” button given on top right corner of the entry form to edit the 
newly added minus allotment order number. The screen shot for this is as follow:- 



 
 
Now do the following for edit operation. 
 
1. Select Grant Number from the dropdownlist. 
2. Select Scheme Code from the dropdownlist. 
3. Select Object Code from the dropdownlist. 
4. Select DDO Code from the dropdownlist. This will show you the grid below the form. 
5. Click “Delete” button to delete the appropriate record from the grid. 
 
Done… 



 
 

Link-8: Minus Allotment Completion 
 
Minus Allotment Completion Screenshot 
 

 
 
This process is same as in the “Allotment Completion”. So do it as described in it. 



Link-9: Expenditure 
 
Expenditure Screenshot 
 

 
 
Expenditure is used to enter the detail of expenditure done by the particular DDO under 
specific Grant number, Scheme Code and Object Code. 
 
Follow the numbering given in red in screenshot. 
1. Enter Expenditure month in “mm” format. 
2. Enter Expenditure year in “yyyy” format. 
3. Enter Voucher Number. 
4. Enter Voucher Date in “dd/mm/yyyy” format. 
5. Select DDO code from the dropdownlist. 
6. Select Grant Number from the dropdownlist. 
7. Select Scheme Code from the dropdownlist. 
8. Select Object Code from the dropdownlist. 
9. Select Reason for Expenditure from the dropdownlist. 
10.Enter the Expenditure Amount under Plan-Voted, NonPlan-Voted and so on. As per 

the amount left to expend. 
11.Finally click “Submit” button to save the expenditure entry for the particular voucher 

number. 
 
Done… 
 



You can also use the “Edit” button in top right corner of the form to edit the entry done 
for particular voucher number. The edit section will be show like screen shot below:- 
 

 
 
Now do the following for edit operation:- 
 
1. Enter Expenditure Month under which you have already entered an expenditure entry. 
2. Enter Expenditure Year under which you have already entered an expenditure entry. 
3. Select Bill Number/Voucher Number from the dropdownlist. 
4. Select DDO Code from the dropdownlist. 
5. Select Grant Number from the dropdownlist. 
6. Select Scheme Code from the dropdownlist. This will show you the grid with 

expenditure amount under specific object code. 
7. Click “Delete” button to delete the particular record for the selected voucher number 

so that you can re-enter the correct expenditure amount for the selected DDO on the 
selected voucher number. 

 
Done… 



Link-10: Re-Appropriation 
 
Re-Appropriation Screenshot 
 

 
 
Re-Appropriation is used to transfer the available budget amount from one scheme’s 
Object Code to another or same scheme but different object code. 
 
Follow the numbering given in red in screenshot. 
1. Enter Re-Appropriation Order Number or U.O. Number. 
2. Enter Re-Appropriation Order Date in “dd/mm/yyyy” format. 
3. Select Grant Number from the dropdownlist. 
4. Select Amount Type (i.e. Plan Voted, NonPlan Voted, …) from the dropdownlist. 
5. Enter scheme code in the textbox or select from the dropdownlist. 
6. Enter Re-Appropriation Amount under Object Code that you want to transfer from 

selected scheme. 
7. Click “Proceed” button to add the entered re-appropriation amount in the saving grid. 
8. You can use “Clear Grid” button to clear all the record from the saving grid. 
9. Next select or enter the Scheme Code in the “Re-Appropriation To” Section under 

which you want to transfer the saved amount. 
10.Select Plan or NonPlan from the dropdownlist. 
11.Enter number in number of object textbox. It describes how many objects under 

selected scheme you want to transfer the amount. 
12.Click “Show Objects” button. This will show the following grid under it. 



 
 
Now select the appropriate Object Code from the grid and specify the amount for it. 
after entering amount in all records in the grid click on “Add” button to add the record in 
the other grid. As shown below:-  
 

 
 
When “Re-Appropriation From” amount and “Re-Appropriation To” amount get matched 
then “Re-Appropriation” button get enable to click to save the re-appropriation order. 
Finally click the “Re-Appropriation” button to save the record. 
 
Done… 
 



You can also use “Edit” button on top right corner of the form for edit operation. 
The Edit Section will look like shown below screenshot. 
 

 
 
Now do the following:- 
 
1. Select the Grant Number from the dropdownlist. 
2. Select Re-Appropriation Order Number from the dropdownlist. This will show you the 

all record saved for that Re-Appropriation Order Number. 
3. Finally click “Delete” button to delete all record for that order so that correct new 

entry can be made. 
 
Done… 



Link-11: Extract Expenditure Data From Koshvani 
 
Extract Expenditure Data From Kosgvani Screenshot 
 

 
 
Extract Expenditure Data From Koshvani form is used to extract the Expenditure data 
from koshvani database and make you available the comparison between allotment data 
and its corresponding expenditure data. This form will extract and save the current 
expenditure detail and first its remove the previous entry from the FMIS database table. 
 
Follow the numbering given in red in screenshot. 
1. Select the Financial Year from the dropdownlist. 
2. Select the Grant Number from the dropdownlist. 
3. Click the “Extract …” button to start begin expenditure data extraction from the 

koshvani database. 
 
Done… 



Link-12: Upload Allotment XML File 
 
Upload Allotment XML File Screenshot 
 

 
 
Upload Allotment XML File form is used to upload the generated XML file from the excel 
file generated from the “Dynamic DDO Allotment Offline” form. This will upload the 
allotment order what you entered in the excel file to the FMIS database. 
 
Follow the numbering given in red in screenshot. 
1. Click “Browse” button to browse the XML file in you local drive and select it. 
2. Click “Submit” button to upload the XML file into FMIS database. 
 
Done… 



Link-13: Change Password 
 
Change Password Screenshot 
 

 
 
Change Password form is used to change the provided login password at registration 
time. This is safe to change your password time by time so that no one can take handle 
of your account. 
 
Follow the numbering given in red in screenshot. 
1. Enter the Old Password currently you are working with and want to change. 
2. Enter the New Password, from now that you want to work with. 
3. Re-enter the New Password for checking that, what you entered in new password is 

correct that you are writing now. 
4. Click “Submit” button to change you current password with newly provided password. 
 
Done… 
 



Link-14: Change Transaction Password 
 
Change Transaction Password Screenshot 
 

 
 
Change Transaction Password form is used to change the provided transaction password 
at registration time. This is also safe to change your transaction password time by time 
so that no one can take handle of your account. 
 
Follow the numbering given in red in screenshot. 
1. Enter the Old Transaction Password currently you are working with and want to 

change. 
2. Enter the New Transaction Password, from now that you want to work with. 
3. Re-enter the New Transaction Password for checking that, what you entered in new 

transaction password is correct that you are writing now. 
4. Click “Submit” button to change you current transaction password with newly 

provided transaction password. 
 
Done… 
 


