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  ▪ Role of Stakeholders 

▪ LG&CDD 

▪ FD & LFA 

▪ PMDFC 

▪ LGs (Metropolitans, Municipal 

Corporations / Committees, Town 

Committees, Tehsil/District Councils) 

▪ Finance Office 

▪ Audit & Account Office 

▪ Other DDOs 

▪ Collecting Officers 

* Everyone has a specific role to play 

▪ LGFMIS BASE 

▪ NAM / PIFRA compliant 

▪ PLGA compliant 

▪ Budget Rules compliant 

▪ Account Rules compliant 

▪ Centralized Web-based application 

▪ Modular/controlled user access rights 

▪ Efficient and instant compilation of the data 

▪ Easy Reconciliation 

▪ Instant Reporting/Quick Response  

▪ Streamlining of the accounting procedures 

▪ Standard Reporting Formats 

▪ User Activity Monitoring System and Logs 
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Contractors 
Management 

LG Bank Accounts 
Management 

Budget Preparation 
and Management 

Annual Budget Book 
Preparation 

(Approval & Lock) 

Budget Booking 

Booking Audit 

LFA 

Contingency & 

Development 
Payments 

Deductions 
Payments 

Payroll (Employ 
Salary) 

Cheque Operations 
(Replace/Cancel, 

etc.) 

Budget Head/Code 
Re-Appropriation 

OSR & Grants 
Collection 

OSR Refund 
Bank Reconciliation 
(Receipts/Payments) 

Accounts & Budget 
Rule Reports 

Local Government Financial Management Information System (Features) 
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LGFMIS may help Local Governments in following areas 

▪ Transparency 

▪ Efficiency 

▪ Accountability 

▪ Accuracy 

▪ Reporting  

Transparency 

• Budget Preparation 

• Pre – Post Vouchers Entry 

linked with Budget 

• Schemes Wise Payments 

• Arrears Recovery 

• Improved Collection 

• AR Forms 

Accountability 

• DDO wise 

• Section wise 

• Department wise 

• Account Head wise 

Efficiency 

• Replacement of  Manual labor 

• Budget Controlling 

• Instant Responses 

• Improved Process Timing 

• Standardized Information 

Processing 

Accuracy 

• Cashbook 

• Bank Reconciliation 

• DDO Reconciliation  

• Concrete Figures Reporting 

Reporting 

• Instant 

• Centralized 

• Uniform 

• Consistent 

• Summary Reports 
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Introduction 

 LG&CD Department has designed an IT-based project with the objective of transformation from manual to e-governance or better 

management, future planning, decision-making, transparency, good governance, and the effective performance of municipal service 

delivery. Under this scheme, PMDFC develop a Financial   Management Information system which will be useful for local government 

offices of Punjab to record their financial transaction, budgeting, payroll, cashbook, and all other accounts-related issues, and also get 

their required accounts reports with a single click. 

The Financial Management system includes advanced features for increased visibility and insight, as well as the feature of connectivity 

access anywhere. 

1. How to login FMS 

 To login to Financial Management System use the below link in the address bar. 

• For login through email 
elgcd.punjab.gov.pk/admin 
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• For login through CNIC 
elgcd.punjab.gov.pk/login 
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User Dashboard 

 

4. Setup Detail 
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In Setup Detail user can add: 

• Contractor 

• bank 

• Bank Account 

• Check Account Codes 

• Cheque Book & Cheques 
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Add New Contractor 

In setup, click add contractor for the addition of a new contractor in the LG office, fill in the required fields as given in 

below screen, and save the 

Information. 

 

• Contractor Type (General Contractor) 

• Contractor/Firm 

• Contract Person 

• Mobile No 

• Address 

• CNIC NO 

• Contractor Tax Type 

• Add Filer information  

• Add GST 

• Add PST 

• Save Contractor 
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Contractor List 

 

 

 

  

• Open Contractor List 

• Select Contractor Type 

• Contractor Status 

• Click List Contractor button 

• Contractor List will be shown 
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Add New Bank 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

• Bank Name (Bank of Punjab) 

• Alias (BOP) 

• Contact Person Name (e.g. ABC) 

• Designation (E.g.: Manager) 

• Contact No (E.g.: 0300-11111010) 

• Address (E.g.: Abc123) 

• Email (E.g.: abc@gmail.com 

• Fax# 

• Click on the Reset button to add a 

new bank 

•  Click on the save button to add in 

the Bank list 

mailto:abc@gmail.com
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List Of Banks 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

• Click on Action button for 

updating of bank list 
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Edit Bank Details 

 

 

  

• Click on action button and 

update bank detail 
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Add New Bank Accounts 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

• Select Bank  

• Account Number 

• Account Type 

• Account nature 

• Opening Balance 

• Account Opening Date 

• Click on Save Button  

• Click on the reset 

button to add new 

account  
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List Of Bank Accounts 

 

  
• Click on action button 

for updation and 

deletion  
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Add New Cheque Book 

 

 

  

• List Cheque book 

display list of all cheque 

book 

• Click on Add New 

Cheque Book button to 

add New Cheque book 
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List Of Cheques and Status of Cheques 

 

 

 

  

• Select Bank Account 

• Cheque Book  

• Cheque Status 

a. Available 

b. Processed 

c. Destroyed 

• Search Cheque 

• Click on action button to destroy 

,available and processed cheque 
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List Of Account Codes 

 

  

• Select Account Nature 

• Account Status 

a. Enabled 

b. Disabled 

• Account Visibility 

a. Visible 

b. Not Visible 

• Search Chart of Account by 

Title and Code 
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Budget (List of Options In Budget Tab) 
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Add New Budget 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

• Select Office/DDO (E.g., Chief 

Officer 

• Branch (E.g., Chief officer general 

branch) 

• Account Nature 

• Calendar Year 

• Budget Type 

• Click on List Accounts 

• Select Object Code and Add Budget 

• Click on save button  
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List Of Budget 

By clicking on List Budget option Budget tab user can view the previous saved budgets in FMS. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

• Select Office/DDO (E.g., Chief 

Officer 

• Branch (E.g., Chief officer general 

branch) 

• Account Nature 

• Calendar Year 

• Budget Type 

• Click on List Accounts 

• Select Object Code for updation 

and deletion  
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Add Opening Balance Of Budget 

By clicking on budget opening balance in budget tab user can add the opening balance of budget and also view the 

previous saved Opening balances of budgets. 

 

 

 

  

• Select Calendar Year 

• Budget Type 

• Opening Balance (Rs.) 

• Opening Balance (Million) 

• To Save click to save button  

• To show balance click to Show 

balance 
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Add Budget Explanation / Justification 

In budget explanation, a user can add and save the justification of excess or less use of budget. 

 

 

• Select Calendar Year 

• Budget Type 

• Account Nature 

• Office/DDO 

• Account Code 

• Write a Justification/Explanation 

• Add Justification of Income and 

Expense 

• Click save button  
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Budget Explanation List DDO wise 

In budget explanation list a user can view the budget explanation with each DDO wise. 

 

 

  

• Select Calendar Year 

• Budget Type 

• Account Nature 

• Office/DDO 

• Account Code 

• Update /Delete 

Justification/Explanation of 

Income and Expense 

• Click save button  
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Add Budget SOE for Salaries 

In add budget SOE a user can add the budget of staff salaries each DDO wise or branch wise 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

• Select Calendar Year 

• Budget Type 

• Office/DDO (Chief Officer) 

• Branch/Section (General Branch) 

• Designation (AMO) 

• BPS (16) 

• Sanctioned Posts 

• Vacant Posts 

• Recruitment Planned Posts 

• Total Establishment Charges 

• Regular Pay 

• Contract Pay 

• Allowance  

• Pension Contribution 

• Social Security 

• Click on save button . 
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List Of Saved SOE 

 

  
• Open Budget SOE list 

• Add all required field 

• click on the list budget button  

• click on action button to updation 

and deletion list 
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Add New Budget Message 

 

 

  

• Open Add Budget Message form  

• Select Calendar Year 

• Select Budget Type 

• Write Opening Message 

• Click on save button  
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List Of Saved Budget Message List 

 

 

  

• Select Calendar Year 

• Budget Type 

• Show list 

• Click on the action button to 

update /deletion  
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Add New Budget Re-Appropriation 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

• Select Calendar Year 

• Budget Type 

• Re-Appropriation Date 

Source 

• Office/DDO(e.g. chief officer) 

• Branch(e.g. general branch) 

• Account Nature(e.g. establishment) 

• Account Code 

• Budget Amount 

• Awaited Reappropriation 

• Booked Amount 

Target/Transfer 

• Budget Amount 

• Awaited Reappropriations 

• Booked Amount 

• Expended Amount 

• Amount to be shifted 

• Total amount after 
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Budget Re-Appropriation List 

 

 

 

  

• Select Calendar Year 

• Budget Type 

• Account Code 

• Booking Date 

• Click Show Button  

• Click on the action button for 

updation and deletion  
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Budget Re-Appropriation Case 

 

 

  

• Select Calendar Year 

• Budget Type 

• Account Code 

• Booking Date 

• Click Show Button  

• Click on the action button for 

udation and deletion  
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Budget Re-Appropriation Case List 

 

 

 

 

 

 

  

• Open Budget Re-Appropriation 

Case list form  

• Budget Re-Appropriation case list 

show approve data of Budget Re-

Appropriation case 

• Click on Print Case to show print 

• Click on Actions button for 

updation and deletion  
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Budget Reappropriation Print Case 
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Budget Auto Generate 

 

 

  

Source Budget 

• Calendar Year 

• Budget Type (e.g., Estimated) 

• Increase or Decrease the Amount 

(e.g., 10% or -10%) 

Target Budget 

• Calendar Year 

• Budget Type (Revised/Estimated 

2022-2023) 

• Account Nature (e.g., 

Establishment) 

• Generate Budget 

• Budget Copy Generated 

successfully 

• For Budget Updation use a budget 

list 
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Budget Approval After Addition Or Amendments used by MOF 

 

 

 

 

  

• After Add new budget 

• Open Approve budget form  

• Fill Given requirements 

• Click List Budget 

• Data will be shown below 

• Click Budget Approve button  
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Budget Lock After Approval From Concern Authorities 

 

  

• Open Budget Lock form after 

approved budget by MOF 

• Fill given requirements 

• Click on list budget 

• Click Verify and Lock button  
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Budget Import From Cash Book 

 

 

  

• Open Budget Import form 

• Select Budget Nature 

• Calendar Year 

• Budget Type 

• Click on list account 
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Budget Copy Of Saved Budget 

 

 

  

• Select Calendar Year 

• Budget Type 

• Columns 

• To print all budget copy select 

• Click on checkbox for required 

budget copy 
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Payroll 

 

  

• List of HR (Financial Profile) 

• Monthly Salary Approval 

• Monthly Salary 

• Salary Booking 

• PDF Salary Details 
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List Of HR saved in System For Payment Of Monthly Salaries 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

• Open List of HR 

• Click on Action Button to Add 

financial profile 
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Employee Financial Profile  
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Save Employee Salary  



 pg. 52 

Monthly Salary Approval Budget DDO Wise 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

• For Approval click on Approve 

Salary 

• Edit Salary Click on show detail 
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Update Monthly Salary of Employee (Add Allowance and Arrears) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

• Click to download button  

• Click on action button for update 

profile and add arrears 
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Add Arrears of Employee of Regular Monthly Salary 

 

  

• Click on Estimated 

Arrears 

• Add Arrears 

• Click on Save button 

• Update Salary days 

• Click on Calculate 

Salary  
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Monthly Salary Forward to LFA For Approval 

Monthly Salary  

 

 

 

 

 

 

 

 

 

 

  

• Select All requirements and 

click on generate salary 

• Click to download the salary 

sheet 

• Send salary to Auditor by 

clicking the Forward to 

auditor button  

• Click on the Action button 

for reverse salary 
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Monthly Salary Booking 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

• Open Salary of 

Employee by clicking 

show list 

• Click on proceed for 

cheque  

• For Hold & Reverse 

Salary Click on Action 

Button  
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Save Salary Cheque 

  

• After Proceed for cheque 

selection  

• Post and verify salary 

cheque 

• Click on the action button 

to remove the salary  

• Select Bank Account 

• Select Cheque No 

• Cheque Date 

• Save Cheque 
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PDF Salary Detail (Monthly) 

  
• Select Office/DDO 

• Branch/Section  

• Calendar Year 

• Salary Month 

• Select Bank Account 

• Select Cheque No(Add in 

Salary Booking) 

• Click on show detail 

• Print Salary Slip 

• Print Bank Advice 
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Bank Advice of Payroll Salary 
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Salary Slip of Payroll Salary  
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Cashbook Options 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

• Open Opening Balance Cashbook 

• Select Calendar Year 

• Budget Type 

• Add Opening Balance by clicking Add 

Opening Balance 

• Click the show balance button to display 

Available Balance 

 CASHBOOK 
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Add Opening Balance Of Cashbook 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

• Add Opening Balance 

• Opening Balance Date 

• Opening Date 

• Save 
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Bank Statement 

 

  

• Open Bank Statement Form  

• Fill giver requirements 

• Click on Show List Statements to 

show list 

• Click on List add statement to add 

bank statement 
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Save Bank Statement 

  
• Select Bank Account 

• Add Bank Statement Amount  

• Save 
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Budget Booking 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

• Select Booking Type 

• Calendar Year 

• Budget Type 

• Booking Date 

• Purchase/Invoice No 

• Payee Type 

• Add an Attachment 

• Payee Tax Type 

• Payee Filer Status 

• Description/Narration 

• Officer/DDO 

• Branch/Section 

• Account Code 

Booking Detail 

• Select Type (Purchase, Service) 

• User Can Change  GST PST 

Percentage 

• Select Price & Quantity 

• Select Amount  

• Click on Add New 
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Save Budget Booking 

  
• List-display after clicking Add New 

Button  

• Click on the action button for 

updating the list 

a. Edit 

b. Delete 

• Click on Save Booking for the Save 

booking list 
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Booking List 

 • Open Booking List 

• Add Booking Date 

• Office/DDO 

• Branch/Section 

• Booking Number 

• Select Booking Status 

a. Un-Approved 

b. Approved 

c. Verified 

• Click the Show button  

Print Budget Booking List 

• Print AR1,AR2,AR2,AR4 
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Booking Approval MOF  

 

  

• Add Approval Date 

• Select Checkbox 

• Mark Approved 
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Budget Booking LFA List 

 

  

• Verify Budget Booking LFA 

list 
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Approved booking LFA list 

 

  

• Click on action button for 

updating LFA list 

• Select Audit Type and verify 

Date 

• Verify Remarks 

• Save Audit 
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New Receipt 

 

 

  

• Open the New Receipt form  

• Fill Required field Of the New 

Receipt voucher 

• Fill Required Field of Receipt Detail 

• Click the Save Receipt button  
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Post and Verify Receipt 

 

  

• Open Post and Verify Receipt Form 

• Fill Required fields of the New 

Receipt Voucher 

• Fill Receipt Detail field 

• click Save Receipt Button  

• Post and Verify the Receipt 

• Click the on-action button for 

updating receipt list 
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Receipt  List 

 

  
• Open Receipt List form 

• Fill Receipt List detail 

• Click List Receipt Button  

• Click on action button for 

updating or deleting receipt 

list 
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Booking Payment 

 

 

  

• Open the booking payment list 

• Fill in the Required field 

• Click Show Booking to show all 

booked payment list 

• Click Proceed for the cheque  

• Select Checkbox 
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Booking Payment Cheque 

 

  
• Fill all Requirements  

• Click Add More Booking to add 

other bookings 

• Click Save Cheque  

• Click on action button for updating  
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Post and verify Booking Payment Cheque 

 

  
• After Cheque Saved 

• Post and Verify Cheque 

• Click on the action button for 

updating payment 
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List of Payment Cheque 

 

  • Open a List of Payment Cheque 

• Fill Requirements 

• Select Status 

a. Draft 

b. Verified 
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Payment Bank Charges 

 

 

  

• Open Payment Bank Charges 

Form 

• Fill Given Requirements 

• Click Reset for new entry  

• Click Save button for save 

bank charges 
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Repayment of Cancel Cheque 

 

  
• Open Repayment of canceled 

cheque form  

• Fill given requirements 

• Click the Show Cheque button  
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Post Payment 

 

  
• Open Post Payment form  

• Fill given requirements 

• Click on Save Payment Button  

• Click on action button for edit and 

delete Post Payment 

• Click Post/Forward button for next 

step (Verification) 
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Verify Post Payment 

 

  

• After Post/Forward Post Payment 

Click on Verify Button. 
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List of Post Payment 

 

  

• Go To the list of Post Payment 

• Fill Given requirements  

• Click on show cheque button  

• List will be displayed 

• Click on the action button for an 

update given post payment list 
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Copy  Voucher Post Payment 

  

• Open Post Payment list 

• Select From Date 

• Fill in the given 

requirements 

• Click Show Cheque Button 

• Click Action button and 

select view option  
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Copy Voucher 

  

• Click Copy Voucher Button  
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Check budget  

   

• Select Calendar Year 

• Budget Type 

• Payee Type 

• Payee 

• Payment Title 

• Select Bank Account 

• Add Cheque No 

• Add Cheque Date 

• Click Cheque Budget  



 pg. 86 

Save Copy Voucher Payment 

  

• Select Save Payment  
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Post and Verify Copy Voucher 

  

• Post/Forward Copy 

Voucher 

• Verify Copy Voucher  
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Deduction Booking 

 

  
• Open Deduction Booking Form  

• Fill Given Requirements 

• Select Deduction  

• Click Proceed for cheque button  
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Cheque of Deduction Booking 

 

  
• By Clicking Proceed for Cheque 

new screen will appear 

• Add Ban Account and Cheque 

Number 

• Click on Save Cheque 

• Click the action button to delete 

Deduction Booking 

• Click New Deduction to New 

deduction Booking 
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Post Forward and verify deduction cheque 

 

  
• Post/Forward deduction booking 

• Verify Deduction Booking 
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Receipt Reconcile 

 

 

  

• Open Reconcile with Bank Report 

• Select Receipt Reconcile 

• Fill Given Requirements 
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Payment Reconcile 

 

  

• Open Payment Reconcile form  

• Fill given fields 

• Select Checkbox 

• Enter Remarks 

• Select Reconcile Date 

• Click Save Button  
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OSR Refund Claim 

 

  

• Open OSR Refund Claims Form 

• Select Receipt Detail List 

• Fill given field 

• Click Show Button  
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OSR Refund Booking List 

 

  

• Open OSR Refund Booking List 

• Fill Required Field 

• Select Show Claim List 
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OSR Refund Payment List 

 

  
• Open OSRE Refund Payment List 

• Fill Given Requirements 

• Click Show List button  
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List of All Cheque 

 

  
• Open a List of All Cheque form  

• Fill Given Field 

• Click Show Cheque Button  

• Click on the Action button and 

select the option  

a. Replace Cheque 

b. Cancel Cheque 
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Replace and Cancel Cheque 

 

  

• Select Replace or Cancel 

Cheque Option 



 pg. 98 

Cheque Replace 

 

  

• Open Cheque Replace Form  

• Fill Given requirements 

• Add Reason of Replacement 

• Click Save Cheque Button  
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Cheque Cancel 

 

  

• Open Cheque Cancel Form  

• Fill Given requirements 

• Add Reason for Cancel Cheque 

• End of Financial Year Stale 

Cheque to be part of the income 

• Amount reverse in expenditure 

account code  

• Click Save Cheque Button  
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Funds Transfer Account to Account 

 

  
• Open Funds Transfer A-A (Account 

to Account form) 

• Fill Funds Transfer Detail Form  

• Funds transfer General to 

Development and Development to 

General 

• Click on the save cheque button  

• Select Reset for new Transfer 



 pg. 101 

Post and verify Funds Transfer 

 

  
• After Save Funds Transfer 

• Click the Post button  

• Click verify button for 

verification  



 pg. 102 

Wrong Entries 

 

  6. Open the Wrong Entries Form  

7. Fill Given Field 

8. Click on List to see wrong entries 

list 

9. Click Add New Entry to add new 

wrong entries 

10. Its effect only AR-38 Report for 

reconcile of monthly account 
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Save Wrong Entries 

 

  
4. Open Add new entry form  

5. Fill given requirements  

6. Click save change button  
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List Of Reports Available In FMS 

Budget Letter Reports 



 pg. 105 

Budget Payment Reports

 



 pg. 106 

Budget Abstract Statement 

  



 pg. 107 

BDC-1 Budget Expenditure 
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BDC-2 SOE Function Wise 

  



 pg. 109 

BDC-3 SOE Budget Function Wise 

 

  



 pg. 110 

BDC-4 SOE DDO Wise 

 

  



 pg. 111 

BDC-5 SOE BUDGET 

 

  



 pg. 112 

BDC-6 Estimates of Expenditure 
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BDC-8 Budget Justification 

  



 pg. 114 

BDD-1 Abstract of Estimates 

 



 pg. 115 

Budget Income Reports

 



 pg. 116 

BDR-1 Receipt 

  



 pg. 117 

BDR-2 Receipt Target 



 pg. 118 

BDR-4 Arrears 



 pg. 119 

 

BDR-5 Justification 



 pg. 120 

Payment Reports 

  



 pg. 121 

AR-5 Budget Control Register 

 



 pg. 122 

AR-5 BCR Detail 



 pg. 123 

AR-5 BCR Head Wise 



 pg. 124 

AR-7 Cheque Control Register 



 pg. 125 

AR-10 Daily Advice Note  



 pg. 126 

AR-10 Payment Advice Note 



 pg. 127 

AR-10 Deduction Daily Advice Note 



 pg. 128 

AR-24 DDO Wise Budget 



 pg. 129 

AR-26 Monthly Payments 

  



 pg. 130 

AR-28 Register Payment 



 pg. 131 

AR-30 Monthly Payment 



 pg. 132 

AR-36 Payments to DDO 



 pg. 133 

AR-38 Abstract Accounts 



 pg. 134 

AR-40 Monthly Accounts Payment 



 pg. 135 

AR-41 Appropriation Accounts 



 pg. 136 

AR-42 Appropriation Dev Accounts 
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AR-45 General Cashbook 



 pg. 138 

AR-46 DDO Wise Cashbook 



 pg. 139 

Cash/Uncash Cheque List 

 



 pg. 140 

Deduction Detail List 



 pg. 141 

Income Reports 

  



 pg. 142 

AR-25 Monthly Receipt 

  



 pg. 143 

AR-27 Register of Receipts 
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AR-32 Yearly Income 
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AR-35 Monthly Reconciliation Receipts  



 pg. 146 

AR-35(A) Monthly Reconciliation Receipts 
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AR-37 Receipt Collection Officers 



 pg. 148 

AR-39 Monthly Account Receipts 
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SUMMERY REPORTS 

Financial summary Head Wise Report 



 pg. 150 

LFA Retrenchment Report 

  



 pg. 151 

Budget Entries Report 


