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All registered Agenry Users have to update their valid Email lD and Mobile

Number on the PFMS Website.,

This document is prepared to disseminate general guidelines for existing agency users to update their

valid Email lD and Mobile Number, and then authenticate the same by entering the one.TirTlF
password (oTp) shared on their respective Email lD and Mobile number by login the PFMs website.

Kev Points
. The OTP remains \ralid for a limit period within which the user has to authenticate agencl user

details.
. This is a periodic process repeated every six monihs to validate the mobile number and email

lD ofagency users. However, whenever the agency oser chanBeEthe Mobile Number or Email

address (agency user details) in their Profile, the OTP authentication process will be repeated

to ensure that the particulars provided are correct.

. Agency users are requested to provide the correct MOBILE NUMBER AND EMAIL lD to serve

the purpose.

Scope

. All Agency users - Agency maker/checker/agency admin/apex agency have to updite their

Mobile Number and email lD and submit it for approval to immediate hiSher authority aftej

OTP authentication by user.

Steps - User email lD and Mobile number validation bv existing Agencv user

Edit - User details
The following tasks are to be performed:

l. User type Agency Admin My details > My profile > 'My profile' i;g" op"nr.

ll. User clicks on the'EDlf Button, validates the Mobile number/email lD, and authenticates by

sending OTP. Please note- No authentication is required for other user details.

lll. User enter the received OTP, clicks on veriry OTP, and then clicks on the'Update' button on
the Edit agency user page.

lV. User redirects to the 'My Profile' page with updated user details and the Search approve/
button is enabled for submitting it for further approval.

V. Submitting a request for approval

case1. Agency maker/checker - Approval goes to active agency admin

Casez. Agency Admln (Parent/chlld/sub-child) - based on the selection of the scheme,

approvalgoes to the active user type/name.

Case3. Apex Agency admin - Approval goes to PD/SSM

Vl. User clicks on the'submit' button for approval request.

Usea details - AoDroval ' ,.
The following tasks are to be performed:

Case1. Apex agency approval

l. Login > Agency > Approve agency user details >'Approve agency detaild page opens.
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. ll. User selects agency status as "PD/SSM submitted" and click on the search button.

lll. User selects the Edit request hyperlink to compare the a8ency user details and approve the
request by entering the remarks.

casez. Parent/child/Sub child

l. Login > Agency > Approve agency user details >'Approve agencydetails page opens.

ll. User selects the agency status as "FundinB agency submitted" and click on the s€arch button.

lll. User selects the Edit request hyperlink to compare the agency user details and approve the
request by entering the remarl(s.

Case3, Atency Maker/checker

l. Login > master > user > Manage >'Manage Agency Use/ page opens.

ll. User selects the user type - Agency data operator/ Agency data approver and clicks on the

search button.

lll. User selects the Edit request hyperlink to compare the agency user details and approve the
request by entering the remarks.

:t*:*:* * * +'t:l * + ++:!:*:i * * * 'l 'i***'t:**** 't+*,t+ 'l:t +:i
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