




Additional Authorisation Module in BAMS 2.0 
Workflow for CCO Admin and CCO Users  

The workflow of the newly introduced Additional Authorization module in 
BAMS 2.0 may be seen below: 

Level I.  CCO Login 

1. In the CCO login, select Post Budget > AA- Request from the dropdown menu. 

 

 

2.  For submitting a new AA proposal , go to  AA-Request  > Add.  

 Click on the View button.  
 Select the Head of Account , enter the Request Amount and Remarks.  
 If multiple Heads are needed, click the (+) and for deleting a head,  click 

the (-) . 
 Then, click the Proceed to Next Step button. 

 

 

3. Once the Proceed to Next Step window appears, enter the Procceding No. and 
Submit the request.  

 



 
4. Upon submitting the request, a popup box displaying the Request ID will 
appear as shown below: 

 

  

The request will now be available for CCO Admin Verification. 

 

5. View menu: The list of the submitted Additional Authorisation requests with 
their details and status of the request may be seen and can be printed in the AA 
Request  > View menu. 

 

 

 

6.  Editing an AA Request: An AA Request submitted for CCO Admin       
Verification can be edited in the AA Request  > Edit window by the CCO only if 
the verification request is pending at the CCO Admin level.  

 



 For that, Select AA-Request> Edit> View. Then click the Edit button 
corresponding to the particular Request ID which is to be edited . 

 

 

 

 

 Once editing is finished, click Proceed to Next Step> Update.  

 

 

 The updated Request will now be send for CCO Admin Verification. 

 

 

 



Level II.  CCO Admin Login 

 

For CCO Admin verification of AA Requests  

1. Go to Post Budget > AA-Verification > Verify. 

 

 

2. In the Verify window, click View to see the lists of AA Requests pending 
verification at CCO Admin level. 

 Click the Verify button corresponding to the Request ID to be 
verified. 

 

 

 In the verification window, select the Verification Status : Verify/ Reject/ 
Send back for modification. Then add Verification Remarks and click 
Submit button. 

 

 
 



 If verified, the Request will be send for Finance approval. 

 

 

 If a request is Send Back for Modification, it will be sent again to CCO and 
at the CCO level the required modifications need to be made and be 
resubmitted for CCO Admin Verification.  

   For that, CCO login > Post Budget > AA Request > Edit > Proceed to Next 
Step > Update. 

 

 

3. View menu: The list of Additional Authorisation requests pending CCO 
Admin Verification with their details and status of the requests may be seen and 
can be printed in the AA Request – CCO Admin Verification > View menu. 

 

 



Reappropriation Module in BAMS 2.0 

Workflow for CCO Admin and CCO Users  

The workflow of the newly introduced Reappropriation module in BAMS 2.0 may be 
seen below: 

Level I.  CCO Login 

 

1. In the CCO login, select Post Budget  > RE- Request  from the dropdown  menu. 

 

2.  For submitting a new Reappropriation proposal :  

 Go to  RE- Request  > Add.  

 Select the CCO and click on the View button.  

 The Reappropriation window appears now. In this window, add reappropriation 
requests of the following types: 

 

a) Single to Single 
b) Single to Multiple 
c) Multiple to Single 
d) Multiple to Multiple 
 

 The validation of all the above mentioned types of reappropriation requests 
should be in line with the following basic conditions as well as tallying of 
amounts in the Source and Destination sides :  

 

 



 Now, fill the Source side (H/a to be decreased) at first. Select the Head of 
Account, enter the Request Amount and Remarks. If multiple Heads are needed, 
click the (+) and for deleting a head,  click the (-) . 
 

 After completing the entire Source side,  fill the Destination side (Heads to be 
increased). Select the Head of Account , enter the Request Amount and 
Remarks. If multiple Heads are needed, click the (+) and for deleting a head,  
click the (-) . 

 

 Then, click the Proceed button. 
 
 

3.  Once the Proceed window appears, enter the Procceding No. and can either 
click Save as Draft (in case the request is not completed) or click Send for 
Verification (CCO Admin) . 

 
 
 

4.  Upon submitting the request, a popup box displaying the Request ID will 
appear. The request will now be available for CCO Admin Verification. 

 

5.  View menu: The list of the submitted Reappropriation requests with their 
details and status of the request may be seen and can be printed in the RE 
Request  > View menu. 

 



 

6. Editing an RE Request: An RE Request submitted for CCO Admin 
Verification can be edited in the RE Request  > Edit window by the CCO only 
if the verification request is pending at the CCO Admin level.  

 For that, Select RE-Request> Edit> View. Then click the Edit button 
corresponding to the particular Request ID which is to be edited . Once editing 
is finished, click Proceed > Update. The updated Request will now be send for 
CCO Admin Verification. 

 

Level II.  CCO Admin Login 

For CCO Admin verification of RE Requests  

1. Go to Post Budget > RE-Verification > Verify. 

 

 

2. In the Verify window, click View to see the lists of RE Requests pending 
verification at CCO Admin level. 

 Click the Verify button corresponding to the Request ID to be verified. 

 

 

 In the CCO Admin Verification window, select the Verification Status : Verify/ 
Reject/ Send back for modification. Then add Verification Remarks and click 
Submit button. 



 

 

 If verified, the Request  will be send for Finance approval at “Fin Budget User” 
level. 

 If the request is Send Back for Modification, it will be sent again to the CCO 
and at the CCO level the required modifications need to be made and be 
resubmitted for CCO Admin Verification.  

   For that, CCO login > Post Budget > RE Request > Edit > Proceed > Update. 

 

 

 

3. View menu: The list of Reappropriation requests pending CCO Admin Verification 
with their details and status of the requests may be seen and can be printed in the RE 
Request – CCO Admin Verification > View menu. 

 

 

 



Reappropriation Module in BAMS 2.0 

Workflow for Fin Budget Officers & Budget Users  
Level III.   Fin Budget User Login 

For FD Approval: 

1. In the Fin Budget User Login ,  go to Post Budget > RE Approval > Approve.  

 

 

 

 

2. Choose the CCO and click the View button.  Then, all the AA Requests awaiting   FD 
approval will be listed. 

3.Click the Approve button corresponding to the AA Request ID to be approved. 

4. In the Approval window, choose the Approval Status : Approve / Rejected / Send 

Back For Verification. Then add Approval Remarks and click Submit Approval 
button. 

 

5. If approved, the Request will be send to Fin Budget Officer login for RE e-submit. 



 

 

6. If a request is Send Back for Verification, it will be sent back to the CCO Admin and 
will be available in the Edit window in the CCO Admin login. Thereafter, at the CCO 
Admin level , the steps as detailed in  Level II.  CCO Admin Login needs to be 
repeated. 

 

7. If rejected, the request stands cancelled and will not be available for any 
modifications. 

 

View Menu: The list of Reappropriation requests received by the Fin Budget User 
with their details and status of the requests may be seen and downloaded in the Post 
Budget > RE Approval > View menu. 

 

 

 

 

 

 

 

 

 




