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Revised Estimate Allocation Process 

Revised Estimate  Allocation Process can be done by 
HODBCODDO. 

 

It is the same procedure like BE Allocation and the following few 
points need to be remembered while doing RE Allocation.  
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Budget Search Page: 

Budget Search page will be shown like this and HOD may filter based on 

HOD Code, Budget Year, Account Type and Status. 
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Generate File: 

On Budget Search Page you can Find the Generate File Button Highlighted 

on Screenshot. 
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Generate Allocation Data: 

Here you can Find the Allocation Type and Click on Generate Button 

Highlighted on Screenshot. 
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File Generation Confirmation Message: 

Here you can see the Confirmation message for file generation as 

highlighted on Screenshot. 
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Monitor Request Status: 

Click on Monitor Request Status and there you can find the File Generation 

Status and wait till the Completed status. 
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Check Monitor Request Status and its Completed on the Given Screen 
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Budget Allocation-On Screen Process: 

After the Monitor Request Completion Budget Allocation Update option, 

the Excel File Download and Upload will be Enabled on the Screen. 
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Budget Allocation Page – On Screen Process 

After clicking on the Update Button, Budget Allocation Page will be shown 

like this. 

Click on the Details Button on the Distribution Column to allocate the RE 

Budget 



Sensitivity: Internal & Restricted 

Budget Allocation Page – On Screen Process- Search Page 

 

You can Use the Search Option to Filter the Data by HOA & DH Wise 
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Budget Allocation-Distribution Page: 

After clicking on the Details Button, Distribution Page will be shown like 

this. 
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Budget Allocation-Distribution Page: 
 Here you can find the BCO/DDO wise(Direct Reportees) values on the Screen. 

  BA(Total BE 2020-21 Allocation), BT(Budget Transfer), ASL, Allocated Amount (Sum of 

BE+BT+ASL), RE (Proposed) (RE 2020-2021), RE (Fixed) (RE 2020-2021), YTD(Upto Oct-2020). 

 RE Allocated Amount will be the amount that needs to be Allocated as per Revised Estimation(2020-

2021) to the BCO/DDOs(Direct Reportees). 
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Budget Allocation-Distribution Page: 

RE Allocation Amount Should not exceed the RE Fixed Amount for all 

DDOs. If you enter the RE Amount More than the Fixed Amount “You will 

get the Error Message on Screen” 
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Budget Allocation-Distribution Page: 

RE Allocation Amount Should not be less than the RE Fixed Amount for all 

DDOs. If you enter the RE Amount Less than the Fixed Amount “You will 

get the Error Message on Screen” 
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Budget Allocation-Distribution Page: 

 If the Entered RE Allocation Amount and the RE Fixed Amount are Same,  

“You can save the data and You will get the Successful Confirmation 

Message on Screen” 
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Budget Allocation-Distribution Page – BT Validation: 
 

RE Allocation will not Replace the Budget Transfer Amount given to DDOs. So, we need to Equalize the Budget Transferred(BE) Amount while 

doing the RE Allocation. We are showing the Sum total of Negative values against the Parent DDO(HOD/BCO) Code BT Column. 
 

 So, There is a Validation of Budget Transfer Amount and If you Entered any Value Less then the net Budget Transferred Amount (negative 

value under this column) for the DDO It will be Shown here. 

 This is a Golden rule and must be compulsorily followed. 

 Still if the total RE Allocation itself is less than the Budget Transfer amount (in the negative), then in order to complete the RE 

Allocation for the remaining heads under selected “Account Type” a “BT Validation” Button is Given. 

 Tick the BT Validation and Click Validate. 

 After Completion of the RE Allocation process the HOD/BCO shall go to the Budget Transfer Menu and reverse the already budget 

transferred amount in excess of the RE Allocation. 
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Budget Allocation-Excel Page-Download: 

Alternatively, Click on the Download Button on Budget Search Page. 
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Budget Allocation-Excel Page-Download: 

Click on the Download Button on the Download Screen. 

There You can Filter the Excel Based on HOA Code OR DH Code. 
(Big HODs with huge HOAs/ Large DDOs shall opt for this filter for ease of Quick 

download) 
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Budget Allocation-Excel Page-Download: 

Excel File will be Downloaded Like the Below Screen. 
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Budget Allocation-Excel Screen: 
 Here you can find the BCO/DDO wise(Direct Reportees) values on the Screen. 

  BA(Total BE 2020-21 Allocation), BT(Budget Transfer), ASL, Allocated Amount (Sum of 

BE+BT+ASL), RE (Proposed) (RE 2020-2021), RE (Fixed) (RE 2020-2021), YTD(Upto Oct-2020). 

 RE Allocated Amount will be the amount that needs to be Allocated as per Revised Estimation(2020-

2021) to the BCO/DDOs(Direct Reportees). 
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Budget Allocation-Excel Screen – Filter HOA&DH: 

You can Filter the HOA & DH in Excel Sheet 
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Budget Allocation-Excel Screen – Total Allocated Amount: 

 The downloaded Excel file will show the proportionately distributed RE Allocation 

based on RE fixed.  

 The RE Allocation column will be shown in white background. 

  RE Fixed Amount and the RE Allocated Amount will be Equal when you Filter the 

Excel Sheet. 

Total Allocation 
Amount across the 
HOA DH will be 
Validated against 
the Fixed RE Value 
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Budget Allocation-Excel Screen: 

 RE Allocation Amount Should not exceed the RE Fixed Amount for all DDOs. If 

you enter the RE Amount More than the Fixed Amount “It will be Highlighted in 

RED Color background” 

Total Allocation 
Amount across the 
HOA DH will be 
Validated against 
the Fixed RE Value 
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Budget Allocation-Excel Screen: 

 RE Allocation Amount Should not be less than the RE Fixed Amount for all DDOs. If 

you enter the RE Amount Less than the Fixed Amount “It will be Highlighted in RED 

Color background” 

Total Allocation 
Amount across the 
HOA DH will be 
Validated against 
the Fixed RE Value 
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Budget Allocation-Excel Screen- Budget Transfer Validation: 

 If the Entered RE Allocation Amount is Less then the Budget Transfer Amount for a 

Particular DDO, “It will be Highlighted Blue Color with an underline”. So, the RE 

Allocation Amount Should not be Less then the Budget Transfer Amount of the 

Particular DDO. 

Total Allocation 
Amount across the 
HOA DH will be 
Validated against 
the Fixed RE Value 
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Budget Allocation-Excel Screen: 

 If the Entered RE Allocation Amount and the RE Fixed Amount are Same, “It will be 

Highlighted in White Color Background”. 

Total Allocation 
Amount across the 
HOA DH will be 
Validated against 
the Fixed RE Value 



Sensitivity: Internal & Restricted 

Budget Allocation-Excel Page: 

 Once you Completed the Entered Allocation Value, Click on File Save. “Excel File 

will be Saved”. 
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Budget Allocation-Excel Page-Upload: 

 Go to Budget Search Page and Click on Upload Icon 
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Budget Allocation-Excel Page- Upload: 

 You will get the File Upload screen  like this shown on screen. Click on Choose File 

Button. 
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Budget Allocation-Excel Page-Upload: 

 Select the Correct File which you saved the RE Allocation Values and Click Open. 
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Budget Allocation-Excel Page: 

 File will be Selected and Click on Upload Button. 
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Budget Allocation-Excel Page: 

 Once you Completed the Entered Allocation Value, Click on File Save. “Excel File 

will be Saved”. 

The above process will be followed by the usual Submit/Verify/Approve process by 

the Initiator/Verifier/Approver as per the Approver Group Selected. 


