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USER MANUAL: 

 

1. STEP 1: Login  

Login into PEMs 

 

 
 

2. STEP 2 

Go under “Accounts Module” and select ‘Budget Utilization Plan’ 
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3. STEP 3 

Once you enter into the screen, select account number and select the period for which you are 

entering the budget utilization Plan. 

 
 

4. STEP 4 

All the activities under selected account number are displayed. The budget amount and the 

release amount are also displayed against the activities. If you hover over the July-June cells, 

you will be able to see the balance amount (budget amount- released amount) and the 

expenditure amount as well. 
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5. STEP 5 : Save 

For each activity, enter the Budget Utilization plan for the specific period and click ‘Save’. Once 

saved, the status will appear as ‘Update’. You can change the amounts and update till it is 

submitted.  

 
 

For the sub-activities having object codes ’01.01’ and ’02.01’ under direction services with 

RGoB financing, the quarterly budget requirements are made to appear automatically in the 

system. Unless there is a need to make any changes, the agency shall directly click the ‘Save’ 

button. 
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If saved successfully you will get a ‘Saved Successfully’ message. 

 
 

NOTE: 

I. Budget utilization plan for individual activities has to be saved before clicking on ‘Submit’ 

II. For the subsequent periods after the first, even if the plan is same, you will have to click on 

‘Save’. 

III. For the first period (July-June) system will not allow to save if the total utilization plan 

amount for that sub-activity is not equal to the budget amount. 

IV. For the subsequent periods, system will not allow to save if the total utilization plan amount 

for that sub-activity is not equal to the budget balance amount (budget amount-release 

amount). 

 

6. STEP 6: Submit 

Once the budget utilization plans for all the activities are saved, you can click on ‘Submit’. Upon 

successful submission, you will get the following message. 
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If you try to submit without saving the utilization plan for all the activities, system will throw a 

system error and will also highlight the unsaved activities in ‘RED’ colour. 

 
 

Once submitted, you will not be able to make any changes. 
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7. STEP 7: Proceed to next period 

When you are in the second period, you cannot make changes for the first period. But you can 

modify the budget utilization for October to June. Whether changes have been made to the 

plan or not, you will have to save the plan for individual activities and submit. 

 

 
 

NOTE: 

I. Complete the budget utilization plan for rest of the periods in a similar manner. 

II. If the budget utilization plan for the previous period has not been completed, you will not 

be able to process current plan. 
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