OFFICE OF THE PRINCIPAL ACCOUNTANT GENERAL (AUDIT)-I
ODISHA: BHUBANESWAR.
CIRCULAR

No. 11 Date: 0%/05/202.6
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Headquarters office vide Circular dated 06.04.2026, has mandated that all claims shall
be processed exclusively through the CAG-HRMS platform with effect from 09.04.2026.

It has, however, been observed that a number of officers/officials are facing challenges
in accessing the portal, particularly with Jlogin procedures and submission of
claims/disbursement requests. In addition, several employees are yet to be fully onboarded onto
the system, which is causing delays in processing and settlement of claims.

In order to streamline the process and facilitate smooth access to the portal’s
functionalities, a Standard Operating Procedure (SOP) has been enclosed, outlining the
necessary steps.

All concerned are requested to carefully go through the SOP and adhere to the
instructions therein. Timely updation of employee profiles and compliance with the prescribed -
process will not only facilitate smooth functioning of the portal but also help in expediting
claim settlements.
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The instructions above may be adhered to.

Sd/-
Sr. Deputy Accountant General/Admn



Memo No. Admn (Audit 1)/CAG-HRMS/2026-27/ 2 £1 Date: O 8/05/2025
Copy for kind information and necessary action forwarded to:
1. Secretary to Pr. Accountant General (Audit-1), Odisha, Bhubaneswar.
2. Steno to DAG/AMG-1,DAG/AMG-11, DAG/AMG-IIT, DAG/AMG-1V, Sr. DAG/AMG-V
3. Branch Officer: Welfare/Report/ ECPA/ PAC/ OE/ OM/ Estate Cell/ Trg.&Exam/ITA/
Confidential Cell/ Legal Cell/AMG I/AMG I/AMG III/AMG IV/AMG V with a request
to circulate among the officers/ officials.” :

4. AAO: DA & R Cell, with a request to upload the Circular in the office website.

Yoo
Sr. Audit Officer/ Admin (Audit-I)




Standard Operating Procedure for accessing CAG-HRMS

In terms of Headquarters office circular dated 07/04/2026, it is mandatory to use CAG-HRMS

for all registered employees for submission of all claim/ Bills.

In view of the above, a Standard Operating Procedure (SOP) is hereby devised for accessing

the features step by step through CAG-HRMS.

1. First go to the portal -caghrms.cag.gov.in.

2. Officers/ officials who have not yet logged in, requires to reset the password through
“Forgot/Reset Password” link (Screenshot attached).

3. Login ID is office email.
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Employees who are not receiving OTP or not able to login, may immediately contact
Administration Section.

4. After successfully login, employee will see the following interface.
{@} CAG HRMS HRMS Claims

Office of the Comptrailer and Auditor General of fndia

» »
€ HRMS EE cLAIMS & 1rms
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No request available No data available

5. In order to access the features, employee requires to verify and update the personal
details from the following path: HRMS-Service Book-Updation-Direct Updation.
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It is requested to fill up the details properly in the relevant tabs, i.e. *Office location’, ‘Bank

detail (Salary Account)’, ‘Family Member’ etc.

After successful updation of the details, it is necessary to submit the data for verification and

approval.

Any issues in this regard may be brought to the notice of Admin.

6. In order to submit the Claims, employee needs to access the “CLAIMS TAB™.
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e Before applying for ‘Children Education Allowance’ or ‘Medical’, it is mandatory to

add “Family Member” in your Service Book details.

e The ‘TA’ section includes three steps.
» Tour Proposal
» Tour Advance
» Tour Bill Submission

1. Tour Propasal

2. Tour Proposal
Revision

3. Tour Proposal
Canceflation

4, Tour Advance

5. Tour Advance
Cancellation

6. Tour Bill
Submission

>

e Before apply of Tour Advance/ Tour Bill Submission, employee must apply for
- “Tour Proposal”. TA Claim can only be applied after approval of Tour Proposal.

e Employee applying in TA Section for the first time must ensure from Admin,
whether Travel Reviewer/ Sanctioning Authority have been assigned against

him/ her.

7. Any issues in accessing/ submission of claims may immediately be intimated to Admin

for escalation to Appropriate Authority to resolve.

%MM
Sr. Audit Officer / Admi




