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1. Executive Summary 
 
This user manual provides useful information on how to use Planning Commission 
Forms Management System (PC – FMS) Software. Each step is elaborated using 
images and detail notes.  
 
The key benefits of this user manual are: 
 

• Employees can operate the Planning Commission Forms Management 
System (PC – FMS) Software by using this user manual. Thus it will help to 
reduce training time for new employees. 

• This user manual explains every section, its purpose. 
 
PC – FMS Software uses ADP data as a base data. It allows user to create and submit 
PC – I form online. Based on approved PC – I concerned department and P&DD 
performs M&E through PC – III (a) and PC – III (b) Performa’s. Then finally after project 
completion, PC – IV and PC – V can also be prepared / produced in the system. 
 

2. Business Process Overview 
 
The Key objectives of the Planning Commission Forms Management System (PC – 
FMS) Software are as under: 
 

• Facilitation for the users for creation of quality PC-I by following the guidelines 
available in the software. 

• Online submission of PC-III (a & b) by users which will help Planning and 
Development Department in better and timely Monitoring and Evaluation of 
development schemes in progress. 

• Project feasibility studies record i.e. PC-II. 
• Project completion reports i.e. PC-IV and PC-V. 
• PC-I Automation Software linkages with the ADP software. 
• PC-I Linkage with PC-III and PC-I & PC-III linkage with PC-IV & PC-V. 
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3. Physical Architecture Diagram 
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4. User Manual 
 

4.1 Login 
 

  
 

1. Enter web address of the PC-FMS, i.e. pcfms.sindh.gov.pk  
2. On the login screen, enter User name, Password and click Login button. 
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4.2 Select Department 
 

 
3. Select Department from drop down list and press Go button, This screen will 

only appear if user is assigned rights of multiple departments. 
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4.3 Dashboard 

 
 

4. Dashboard appears to users based on their login. The name of department 
appears at the top of the dashboard. 

5. The button creates New PC1. 
6. The button creates Revised PC1 of existing approved PC1. 
7. This button helps to preview report of PC1. 
8. This link previews a complete Expert Example in MS Word format. 
9. This section helps users to see detail scheme statistics of a department. 
10. This is an online help section. Quick links are available to users to download 

Books, manual, current and past years ADP, guidelines etc. 
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4.4 PC – I 
 

4.3.1 Choose ADP Scheme 
 

 
 

11. Enter your ADP scheme Unique Code in ‘ADP Code’ and Press Show button. 
 

12. Select your scheme from the list. 
 

 

  

This list 
consists of 

paging, user 
click on 

‘number’ at 
the end to 

move 
through 
multiple 
pages  
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4.3.2 Start PC – I Creation 
 

 
 
13.  Click action button to create PC1 for selected ADP Scheme. 
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4.3.3 Project Start and End Date 
 
 

 
14.  Select scheme start and closing date from drop down calendar. 
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4.3.4 PC – I Help Material 
 

 
 
15. The header of interface contains scheme basic information i.e. scheme name, 

scheme unique ADP code and current status. 
16. This is an online help section contains expert example and important process 

related documents. User can view and download the documents. To view the 
expert example section-wise, user is required to select the most relevant expert 
example from the drop down list.  

17. This section shows the status of steps. Highlighted step shows that user is 
currently working on it. In the above screen shots user is working on Step1. 
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18. These buttons help users to move from one tab to another or from one step to 
another. 

19. These tabs help users to move through different sections of PC1. 
20. The yellow label contains ‘Planning Commission Help Instructions’ to help user 

how to fill each section of PC1. 
21. The scrollbar button helps user to see expert example of the section. This part 

of Expert Example is linked with the above drop down list. When a user select 
an Expert example from drop down, the contents of that Expert Example 
appears here by section. 
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4.3.5 Location 
 

 
 
22. Select name of the Agency/FR, Tehsil and Villages from drop down list.  Map 

will be automatically generated upon submission and included automatically. In 
case of multiple villages, select the village (which you want to sow on Google 
Map) from village drop down list. For multi locations scheme, click on the All 
FATA Program checkbox. 

23. User can add additional map(s) if any. Brows the map from your computer and 
press the add button. 

 
 
 
 

Drop 
downs for 
Agencies, 

Tehsils 
and 

Villages 
taken from 
Survey of 
Pakistan 
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4.3.6 Authorities 
 

 
 
26. Select name of the Authority responsible for sponsoring, execution, operation 

and maintenance and Federal Ministry from drop down list. In case of more than 
one Authority, give their component-wise responsibility. 



User Manual 
Planning Commission Forms Management System (PC – FMS) Software 
 
  

18 | P a g e  
 

4.3.7 Plan Provision 
 

 
 
27. This section is only related to Federal Government Schemes. 
28. This section is read only and linked with current year ADP allocation. 
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4.3.8 Scheme Objectives 
 

 
 

29. The Sector objectives provided in the combo box is linked with the FATA 
Sustainable Development Plan (2006-2015). Provide response to those 
objectives that are specific to this Scheme. At least one objective must be 
selected and completed. Press Add button if scheme has more than one 
objective.  

  

This combo 
box contains 

sectoral 
objectives. At 
a time only 
one sector 
objective 

appears in the 
combo box. 
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4.3.9 Description and Justification 
 

 

 

HTML Editor: 
User friendly 

editor for 
creating 

bullet lists, 
tables etc. 
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30. Enter Description and Justification of facilities, specific technical parameters, 
technological aspects, civil works, equipment’s details, machinery and other 
physical facilities use for the project. 
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4.3.10 Capital Cost Estimates 
 

 

 
  

Action 
buttons 
used to 
edit or 
delete 

component 
items 
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31. Select date of capital cost estimates from drop down calendar. 
32. Select component item from drop down and enter items, unit and year wise 

quantity against each component. Action Buttons can be used to edit or delete 
component item 

33. Enter year wise financial allocation against each item of physical activities. 
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4.3.11 Annual Operating Cost 
 

 
 
34. Enter item, sub item, unit, source of funding and remarks in Annual Operating 

and Maintenance cost. Press add button for each item entry and specify year. 
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4.3.12 Demand and Supply Analysis 
 

 
 

35. Write existing capacity of services and its supply/demand in the Rich Text Box 
Enter Demand and Supply, the gap will automatically calculate. Write designed 
capacity and output of the proposed Schemes. Enter Scheme demand for 10 
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years (male and female separately possible) and press add button to add 10 
years demand separately for male and female. 

 

4.3.13 Financial Plan 
 

 
 

36. Select financial source from drop down list and enter the amount in the relevant 
box. Press Add button to add the amount to Grid. More than one financial 
source can be added.   
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4.3.14 Benefits of the Scheme and Analysis 
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37. Write financial, economic, social, environmental, sensitivity analysis in the Rich 

Text Boxes. 
38. These checkbox are given to differentiate between direct and indirect 

employment. Click the direct check box if the employment is direct or click the 
indirect checkbox if the employment is indirect. Click Add button after each 
entry. 



User Manual 
Planning Commission Forms Management System (PC – FMS) Software 
 
  

30 | P a g e  
 

39. For financial analysis, click this link. This will open an excel sheet which will 
help you to create, NPV, Cost Benefit Ration and Internal Rate of Return. 

4.3.15 Implementation Schedule 
 

 

 
40. Click the quarter’s checkbox of activities. 
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4.3.16 Result Based Monitoring (RBM) 
 

 
 

41. Select RBM Indicator from drop down list, write description in the given text box 
and press Add button. 
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4.3.17 Management Structure and Manpower Requirements 
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42. Discuss Administrative Arrangements and enter position title, required 
qualification, require skills, required experience, salary unit, annual salary, age 
and job description in the given fields. 
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4.3.18 Scheme Decisions 
 

 
 

 
43. Write scheme decision in given Rich Text Box. 
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4.3.19 Certificates 
 

 
 
44. Enter prepared by, checked by and recommended by name, title agency and 

phone number in the given text boxes.   
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4.3.20 Attachements 
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45. Browse and attach all PC1 process documents. 
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4.5 PC – II 
 

 
 
1. In PC-Forms Creation, click on Create PC2.  
 

 
 
2. Enter code in the given text box and press ‘Show’ button.  
3. Click on Action button to create required PC2. 

 
  

1 

2 

3 
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4.4.1 Step 1 

 

 

 

 

4 

5 

6 

7 

8 

9 
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4. Click on Step 1  
5. Provide a general Description of the Aims, objectives and coverage of the 

survey/feasibility Study in the rich text box. 
6. Provide justification for undertaking the survey/feasibility Study. Indicate 

whether previous studies in the field have been undertaken. If so, provide 
details in the given rich text box. 

7. Indicate requirements separately for local and foreign personnel i.e. 
professional, technical, administrative, clerical, skilled, unskilled, others along 
with their terms of reference in the given rich text box. 

8. Indicate the period of contract of both the local and foreign consultants along 
with qualifications, experience and the terms of their appointment. 

9. Click save button. 
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4.4.2 Step 2 
 

 

 
 
10. Select component item from drop down and enter items, unit and year wise 

quantity against each component. Action Buttons can be used to edit or delete 
component item 

11. Enter year wise financial allocation against each item of physical activities. 
  

10 

11 
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4.4.3 Step 3 
 

 
12. Select the source of financing from the drop down list and enter PC2 amount in 

the text field. Press add button. 

  

12 
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4.6 PC – III (a) 
 

 
 
1. In PC-Forms Creation, click on PC3 (a). 

 

 
 
2. Enter code in the given text box and press ‘Show’ button.  
3. Click on Action button to create required PC3 (a). 

  

1 

2 

3 
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4.4.4 ADP Information and Allocation 
 

 

 
4. Software automatically displays this ADP information because the PC3 (a) 

module is integrated with ADP module. 
5. Software automatically displays these ADP allocations because the PC3 (a) 

module is integrated with ADP module. 

  

4 

5 
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4.4.5 Month Plan as per PC – I 

 

 
6. Click on ‘Month Plan as Per PC1’ tab. 
7. The component, item, unit and quantity generate automatically from PC1. 
8. This part of the Month plan is linked with PC3 (b). The system generates this 

part of the PC3(a) from PC3(b)s. 
9. Enter your current year targets in the given text boxes. 

  

6 

7 8 9 



User Manual 
Planning Commission Forms Management System (PC – FMS) Software 
 
  

46 | P a g e  
 

4.4.6 Month Work Plan 

 

 
 
 
10. Click on Month Work Plan. 
11. Select Work plan quarter from drop down list. 
12. The Item and Unit generate automatically from PC1. 
13. Enter your planned quantities in the month text boxes. 

(Planned your activities for all quarters) 

  

10 

11 

12 

13 
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4.4.7 Month Cash Plan 
 

 
 
 
14. Click on Month Cash Plan. 
15. Select Cash Plan quarter from drop down list. 
16. The Item and Unit generate automatically from PC1. 
17. Enter your planned amount in LOC & FEC text boxes. 

(Enter your Cash Plan for all quarters) 

  

14 

15 

16 

17 
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4.7 PC – III (b) 
 

 
 
 
1. In PC-Forms Creation, click on PC3 (b).  

 

 
 
2. Enter code in the given text box and press ‘Show’ button. 
3. Click on Action button to create required PC3 (b). 

 
 

1 

2 

3 
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4.4.8 Financial Status 

 

 
 
 
4. Select quarter from drop down list.   
5. Click on PC3 (b) Financial Status.  
6. Value of ADP allocation for the current year generates automatically from 

ADP software. Current year quarter requirements as per cash plan generates 
automatically from PC3 (a). Release during the month generates 
automatically from Financial part of ADP software. Expenditure during the 
month is a calculated field. The total expenditure given in the ‘Expenditure’ 
part will appear here. 

7. Press save button after confirmation auto fields values.  

4 

5 

6 

7 
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4.4.9 Physical Status 

 

 
 
8. Click on PC3 (b) Physical Status. 
9. S.No, Items and Unit will generate automatically from PC3 (a). User will enter 

Work plan as per PC3 (a) and quantities. 

  

8 
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4.4.10 Expenditure 

 

 
 
10. Click on PC3 (b) Expenditure. 
11. S.No and Items will generate automatically from PC3 (a). User will only enter 

Local and FEC in the given field. 
12. Press save button. 

 
  

10 

12 
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4.4.11 Output Indicators 

 

 
 
 
13. Click on PC3 (b) Output Indicators. 
14. Explain Output Indicators in the given text box. 
15. Click on the relevant project bottlenecks. 
16. Press save button. 

  

13 

15 

14 

16 
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4.8 PC – IV 
 

 
 

1. In PC-Forms Creation, click on PC4. 

 

 
 

2. Enter code in the given text box and press ‘Show’ button. 
3. Click on Action button to create required PC4. 

 

  

1 

2 3 
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4. Click on Section 1-9. 
5. Select original and revised date and approval forums from drop down. 
6. Click on Save Button. 

 

  

4 

5 

6 
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7. Click on Section 10-13. 
8. Select nature of account from drop down, date of opening and status of 

account. 
9. Click on Save Button. 
10. This section is pre-populated from PC1. 

  

7 

8 

10 

9 
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11. Enter Physical targets and achievements. 
12. Click on Save button. 
13. Attach documents if needed. 
14. This section is pre-populated from PC1 and PC3(a) & (b). 

11 

12 

13 

14 
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15. Click on Section -19 tab. 
16. This section is pre-populated form PC1 and PC3(a) and PC3(b) 
17. Enter achievements of objectives. The objective part in this section is pre-

populated while the user is required to enter the achievements. 
18. Press Save button. 
19. Attach documents if required. 
20. Enter year wise income from services/revenue generation. 

15 

16 

17 

18 

19 

20 
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21. RBM indicators are pre-populated from the PC1. 
22. Enter the project directors with From and To dates. 
23. Write responsibility of ownership of assets (select movable and immovable) 

  

21 

22 

23 
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24. Write impact after completion of project in the text boxes. (Financial, 
Economic, Technological, Social, Environmental and any other. 

 

  

24 
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25. Write mechanism for sustainability or activities after completion 
26. Write project financial/economic analysis. The components are pre-populated 

while user will enter the other parts of this section. 

  

25 

26 
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27. Write issues faced during implementation i.e. organizational management, 
capacity of the department concerned and decision making process in the 
given text boxes. 

  

27
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28. Write lesson learned i.e. project identification, preparation, approval, financing 
and project implementation in the given text boxes. 

  

28
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29. Write suggestions for future planning & implementation of similar projects and 
press save button.   

 

  

29
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4.9 PC – V 
 

 
 

1. In PC-Forms Creation, click on PC5. 

 

 
 

2. Enter code in the given text box and press ‘Show’ button. 
3. Click on Action button to create required PC5. 

  

1 

2 

3 
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4. In section 1, enter objective and scope of the project. The sector objectives 
are populated automatically from PC1.   

5. Enter planned and actual recurring cost. 
6. Enter planned and actual manpower employed. 

  

4 

5 

6 
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7. Enter planned and actual physical output.   
8. Enter planned and actual income of project. 
9. Enter benefits to the economy (planned and actual social benefits) 

  

7 

8 

9 
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10. Click on section 2.    
11. Enter planned and actual cost per unit produced/sold. 
12. Enter market mechanism. 
13. Enter detail of maintenance of building & equipment. 
14. Enter output targets.  
15. Enter lesson learned. 

  

10 

11 

12 

13 

14 

15 
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16. Enter change in project management. 
17. Enter suggestions to improve project performance. 

 

16 

17 
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