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Best Practices Award il
2020 Illi:

Department of Treasuries and Accounts for
‘ “conceptualizing Integrated Financial and Human

| Resources Management System (IFHRMS) for total I

computerization of Finance, Treasury, Human Resources and

! Pension Management Processes of the State™ has been

presented with the "Best Practices Award for improvement of
! quality delivery system ensuring Good Governance' by the

Chief Minister of Tamil Nadu during the Independence Day

Celebrations on 15th August, 2020

Chennai - 600 009 Chief Setretary

Dated - 15.8.2620 Government of Tamil Nodu
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IFHRMS @ umitanen
(RHrEBIBaanibHd LWals alar GLDIDUT®G 1535 GLDEOTANaIDSHBL L ID)

ErpBwnelGeoGi (Lp&HeT (P&HedIed HLALDEESSHED SHT6IT (LPSHEDT (LPSHE0ME &(IHELED LDHMILD HETOTEHE HIEMM
&600fl60fl LDWILDTEGSE016D EULPISMTLIQUINES ©_6T6NS).

B8 GLDEOMETOTEMLD QIGMLITLIME0T SHF&LILI6U0N&6T SDLDLIL HewLOLMIEUSDE SLODHTG Sipsneorgl B8
BLpeomevoTemLD LDOHMILD LDEvASH 6uem BLDEDMEvITEmLDEmW EemetuTsH Sl 6HRIBEME0uTHS LDEvllE e
Gobun(® B8 GLpeomevoTemLDS SLL LD 6T60TD LB S L HH6WET [HeML(LPeDDLILIBSHSW|6TETS!.
8560TeLPEVLD LIGTFFHEMLD &EmMESLILIL BETeTF).

uesoflwimenaserfieor LisoofiLiLBEeuL 1960 FLDLIGTLILIL U 16D 6Xl6UTLD, LM 6UIHHRISTED 6L [BE LDMHMILD
elGUY efleugmmiseT, gliepdulmsefleor LM% uiaydul efleuIsHBemneT &Hey0s5ENE 61F6060MDGE60
856D BL5B0\HHES sevtflenl aublines asMHg O sTeTeTeonD. &geurmed ey SuiTseredr sme
elgwid Hefms&LILIBLD.

@U16)] eumIb uesoflwmenTaefieor QUIOLBU BIHSHSIHSHET SleoTemmil HeoT@GLD HWIMT E\FILIGH U6
QFILIWLILILIL G LDMBED HE00TESMULIHEHE eTeldnes SHenIlll emeusasLILIBLD.

85601 cLpeold LetofiLILSGeuBGEemen LPMDM&@LD Letoflufedl b eNBULG SIeeUeTsH6T SRISETS
glemmuileor SpbeLyTeUL Lisoofleefied FBULLPLRULD.

ueoofiLiLBCeu® &6 SleueuliGungl &evoflevil eLpeOLD Splii6) QFWIWILILIBLD. 6T60TE6U HLEURSHEMSHHEIT
2 | 0)IBGL 60T TBHSLUILLG QUIOSUILD LDDMILD LIETITLILIEVEITS6T STLDSLEI6N eULPrRISLILIGBLD.
LI6ToflWImenT QSMLITLIMET Sipfledt Shlieys&LD SLLLEILIS&LD & 656001601l S6U6TOIRIGET 2 _SHELD.
SLSMILI LjTeULDTe0T Li6uofl eXleupmigeT sevoflenfiufed &pLiLgBeotned LsoofiLbmbM (LPI6&6T SMLDSLBl60TI
(PEDDWINS 6T(BSHSLILIBLD.

HLOILDE Sipsr 2em SluITs6iT LDDMILD SHAILITESEBSHST60T erguILILIL 19U 160 HUIMTTSHSHED LDDMILD 6LL16)] HITED
uevoTLILIeoedT&6T FirflsLons euprriBLeyd IFHRMS 6ot eLpeoLb LietorliLifleurgsementemiL eTerflgns&euEs
SLOILp& Slpsledt Gm&ECaHmenm@ELD.

66EIEUN(H LITTLIMET(HEGLD Sl6UTHEHSESTET 6URIEE Hevorese0 CmflemLwimg RBI eLpeoLd LI6ooTLD
6UJ6) EMEUHESLILI(BLD.

66U66UMIH 6UIBL(PLD ALLOTMENT e&suwLu@Ld Bwineorg (BUDGET) sflwne uwetuGSSUULG
Fn(B&H60 [BHFsemLOWINETS SHelTHeLUILIBLD.

626166UMIH SlQIEUDSEHPUILD BHemEUSHE DNBHLDM6T Lisvoflimaniser &dpLiNeor SlFsmenevoruileor LIl
&eveoniped sn(Bseons SrpLiLfeor SlluevofiuiLbd 2 uflwing sevormiwIiLBLD.

SleMeUTH G LITTfLIMETTEEBLD SleuTaerfeor LisoofiLILBGeUL Ip6metT SHis6TS GILDMemLIED GLITET eLpeDLDTS
&l LIMm&&18&61&MemeTenLD.

SLO(LPemD (LP(LPEMLDILIME HEML(LPedDLILGSHSLILIL L 160t Guiium Lwiedotun(® (PHIIEILD SemsaLILBLD.
B(HEUESHBMNE LILIQUIED Q\&Me00T(B 615F6daILD Beuemen &ebemen.

Slgeuesd HeHg LNID SLRiserfed LILIQUIed SWIT QFWILLD (Lpemm 6LSS&LILIBLD.

Q0 P Slemevreurfleor eNeupmisememd sMlwng LECeuDHDLD OFLIE L LTED HemLd euemr
SleuHsE ereres LgsslemeotiLd &edTrfl LIEOOTLILIOEOTEET 61UDM)| eULPMHRISLILIGBLD.

3 DRPGTA - &empim



&memeoufled L Ieuied FLOMLILISSTE6D Lbmemeouiled FLDOLIETLD SlemetTSHl LeooflimenTaereor eurhkiss
SH600TSHE6D 616 6MEUSHSHLILIBLD.

geofl, @muim GunedtD B GefEyLD FLDLISTLILILIQUIED SWIMT 6\&ILIS SleniliLieond. 24 X7 &hs sreurt
SWmRIGLD.

SlemevTauIbLD SleurTserledt LonsmbPr 2erdul 126 (PAY SLIP) Sieurrserfledr eiLomemLsd GLIT6DT eLpeoLD
OIMb&I C\&MTEMETEMLD.

6UHLDIME0T 6UIfl H60UTEG HMHSHED CIFILIEUSDETE0T 6ULDl(LpemMEET 6rerflemLDLILIBGSHSLILIBLD.

DN D HEDL AP

BLDEI SIQQI6UEDS HEWML (PEDDWITETSH (LPSHEOl6d HLDFI LIGTOTLILIGDEDT FMTHS Gamiflsemasudlemeor

GoeodsmiluiLLd &iesLons SHEeUMLD. 60T Sieum Slems HemL(PpemDLILIBSSHIEUTTT. SLbpenmuiemneorGu

IFHRMS gyib lestupmiu@Gamgl. mHogl Canflesmauiemner asnBLUSILD Sleng Sienindiingid HUMAN
RESOURCE eb, utipuied swin agileugl FINANCE 6b SigieyLb epeotm) Bemevaserfieo Sigmeugl INITIATOR,
VERIFIER, APPROVER

INITIATOR eretotueui Sleyieueossdhed UL LpuIed swimiflliueur Sipneug Senbeneo 2 _geflwiment
(JUNIOR ASSISTANT)

VERIFIER erettueum SlguieueossHed LILIQUIemed SFfLMTLLSUT SiBneug &e00T&meoofiLiLimenT
(SUPERINTENDENT)

APPROVER ser6tLI6uT Sl606160&SS6D LILLQUIem6D &fl LMT&Hg| emaeseUUTLILLBIBLIeUT SigTeug LIevorLD
euMm) euLprRIGLD Slaeueor (DDO)

IFHRMS &0 HUMAN RESOURCE &@ seflunseyb FINANCE && sefunsed b
EMPLOYEE ID CREATE e&ig esmemereonid Siebeogl pevorign@&Ld Garisgd EMPLOYEE ID
6E0TDTEHEYLD S ([HEEHEDILD.

INITIATOR, VERIFIER @y EMPLOYEE &8 &mé&seonLb.

INITIATOR, VERIFIER, APPROVER ¢pettmiLb @heunnaGeu & he&se0mLb. Sleleunm)| Sbbsned
Sl Sibs SlaeuenssHeor DDO euns &mss Geuevor(BLD.

INITIATOR, VERIFIER wnpne &mpsnad APPROVER sevonpliLing Sibg Slgi6)e0ssSe60r
DDO euns &nsas@euevor(BLD.

DDO TEMPLATE :

flgI B &ensE et DDO TEMPLATE (e-SR) etédtn 6 Geuemepufement mimb Sisbeog VWIPRO

STAFF ewpeoLons &g pLIGUNLD. SIHnE&LD SHDELD eTedTe0r FLDLDHSLD 6T6vfl6d (pevteort DDO TEMPLATE
e-SR udey asiu|b eumwgl HweEE EMPLOYEE ID CREATE &8 8me@Ld. snGung mnGLD HLD&E
EMPLOYEEIDCREATEasgiesmstd@omb. DDOTEMPLATEevdLpasevorLeeuprhissTuShSpLIGUMLD.

1. SlaI61608 6XEUTTRIGE.

2. SleEUEHSHHED 266 LI6TofuILhiseMe0r SIF&FTemnetorsHer.

3. SlgieuesEsHe0 2_6Tem SlFsmemevoraeriedr Ll LieoofluiL g6 LHMILD smedlliLesoiuiiL efleugibd .
4. DDO exletr 61LNGI6MMT60T 6)IMISHESH600TE ) 6T600T

DRPGTA - &empim 4



5. HLDGI Sleyieuens5P6d 2_6iTerm FLbL6D MM & eosefleor HOA eredtm)  QFMEDEDSFn I
SH600T6E HEMEDLIL| 6T600T.

6. TAN Number Entry.

7. Multiple office ®ismeug Sub office creation e&LIBEHLUIGLINLD. &H6d ghLL L Heunflemeor LD

ereeumm) &ifl eFeus? Slsnans 2 _meunssiulLg smeor  DATA VALIDATION 886 mmb

SleWEUTHEMBILD &l QFIIGI CGTETETEONLD Fleveunemms &HeXT Sigi eTe0T60T616U606D

1. DDO exlédr 6\LIMgI6ueuT 6urkia &6001é:E 6T6v0r Lbeuor®LD &l el Suwieongl. 8sn& TICKET ID

Gum® WIPRO eflLib esmebedlsgneor UPDATE asiug esnerer@Geuevor(BLD

2.HOA e160Tm)| 615 T6D60& 811 SH600TEG H6MEVLIL| 6T6v0T gSMmeug efBULLRBHSTe0 TICKET ID Gum@®

WIPRO efiLid exsmepedlgsneor UPDATE &g esmemer Gevuevor(BLD.

3. TAN Number entry seupnae &mibsned TICKET ID Guni@gsneot &l 15118 esmeTem Geuevor(BLD.
DATA VALIDATION :

mmb DDO TEMPLATE eb egiwiliLL L seumisemer &ifl asieusnans WIPRO &hed asnGaesUiuL L
OPTION snmeor DATA VALIDATION &8eb &ipsevor. XL SHEETS &mé&@Lb

1.EMPLOYEE MASTER

2.POSITION MASTER

3.POSITION SUMMARY

4.OFFICE MASTER

Gmesnesteor mHreotd SHEET e Slgyeuensid LopmILD Slemett gl LIeTofiimensereon Slenetrsa
efleupTRISEIELD &([HHGLD. SHd HeUDNs 618 2_6TenGH, 6r. S Lmab eluwit, Lureor mLoum, CPS / GPF mburr
Gunettmeummilement &1fl OFILg G&meTemeond. 6 Geuemer DATA VALIDATION @siwyb Guigi HLO&S
egflwned Sleveogl Lflwimbped VALIDATION a&ing efiGLib erevfled, smGung ATO LEVEL e DATA
VALIDATION & REVOKE 6&iug) Weoor®d L1 wmmid L2 & FORWARD e&iug elG e TICKET
ID Gum:® WIPRO eflLib agmeoedlggneor UPDATE a&ilg e\smetenGeuesoor(BLb.

DATAVALIDATION - 8eumriled &eueotions & mes Geuevorowl &L Lb eredtpimed SlggieuensgHeor HRA
Grade, HILL Allowance, NAME, CPS / GPF Number, AADHAR Number 886 s6um) erevfled G uLpl
ATO LEVEL -6b DATA VALIDATION & REVOKE @&tug) Leoor®Ld L1 mpmb L2 && FORWARD a&iig
@ e TICKET ID Gume@ WIPRO eflLib e&meoedlsgnest 6&iig asmeTen@GeuesorBLd. Sledeod
REVOKE @&iwned Sisg ustofiwmeni ed@meudsd LG TICKET ID Gumi@G WIPRO eflLib
egmevedlgsneor UPDATE a&i.g asmeten@Geuesoor(BLD.

snGung employee profile eo employee basic detail update @&IWL|LD 6uFd 2 _6iTangI. SbevTTEILD
GmpesneteTeunenm update aFiIL eTenib 6ussH gnLIBSHSeNe06meD.
8eofl IFHRMS 6 2_etGerm LwisoofiiGuni....

IFHRMS eb &pevor® Lirfleyseit

1. HRMS ereorm) 615medevssamigul HR (HUMAN RESOURCE)

2.FINANCE

S DRPGTA - st



?&o.m HR b eT6bTo\6TT6ITEDT £_6TaTE FINANCE 6 eréiTe\suréinent ©_eiens)
1. | HOME BILLS

2. | EMPLOYEE PROFILE CHALLAN

3. | TRANSFERAND POSTING ADJUSTMENTS

4. | DISCIPLINARY ACTION CHALLAN DISTRIBUTION

5. | LEAVE PROCESS DEPOSIT

6. | EMPLOYEE BILLS AND OTHER PROCESS BUDGET SEARCH

7. | GTN PAY SERVICE PAYROLL

8. | ADVANCES PAYROLL SERVICE

9. | cLAIMS DDO MASTER

10. | SCHEMES E-PAYMENT RETURNS

11. | PRE-RETIREMENTS DATA VALIDATION-DDO

12. | REPORTS GSTN REPORT

13. | POST MAPPING DATA VALIDATION TREASURY
14. | REPORT VIEWER

15. | OFFICE MASTER

meooTLTBGem &% Qb &L SFed QeuaeuTaTDNs HID uniss Swengl. elfleuehdl HL&HE
Gxemeuwimeot bill LLOMILD SlFH60T FMIMHS ICON LDL(BLD [HMLD LIMTEE&EDILD.
NEW EMPLOYEE CREATION :
yBwine Levoflufed Garims emeheEd employee id create asileugl. (pedteoralgedeond wipro staff
eFLg esnBsHseTT. HHGUNE BTG YHw employee id create e\gilgl QsmeTaTeDLD.
y&w employee id create esiwd (peory CPS Number eunmids esmevor( create a\giieug smeor
meveogl. CPS Number &sbeoriped create esiigmeo, eoteort CPS Number Sleumed udGeumnmiLd
aFLIW &L LIl Geuetory SHeELD.
Employee id create agi6usDGLD (LPpeOTEOTTED SihS SigIEUEDESHHED 6T8SH6m60T POSt 2_siTengl. Sibs
Post vacant &8s 2_stensn? Slebengl Post create asiiw Geuevor(BLOT? 6T60T LIMTS SIS C\&T6TH
Post Detail &inflbg e\&meiar. ..

INITIATOR ID
D
| HUMAN RESOURCE |
U

| REPORT VIEWER |
l

POST DETAILS REPORT
U

| DOWNLOAD EXCELL |

POST &ebemep erevfled LBwisns post create e1&iw Geauetor®Ld. Bews SibsHd SHeye ATO Log in 6
QIFIIGI C\BTETETEDILD.

ATO LOG IN —>| ADMINISTRATOR [7

POST CREATION  ||DOWNLOAD CALL WEBADI

DRPGTA - &eimit 6



86t DG new employee create GFILILI SLD&H60OTL 6uLPlem LNedTUDDELD.
FLOW CHART

| INITIATOR 1D |
!

| HUMAN RESOURCE |
!

| EMPLOYEE PROFILE |
l

| CREATE NEW EMPLOYEE |
l

[ HIRE TYPE- EMPLOYEE-GO |
!

NAME WITH INITIAL, FATHER NAME WITH INITIAL,
DOB, AADHAR, PAN CUMPULSORY

GuwIT Wpsed erpsHS Ol 6TLPSHSHTHE|LD
SiBHsem6) FAMl 6TLDSHSTEYLD H(HE)

1.Give details.....CPS number must

| CONTINUE | 2.Extra details ...... filled some column, mode
v of recruitment must

| CREATE | - 3.Additional Details....house address must
v 4.0Office details ....All details must entered

| NEXT |
A2

| REVIEW |

ysw vesoflwmengpéd |ID CREATE &pevrgibd
Sleurfleor dues and deduction ugGeummLd
e Geuevor®BLD. SlBm@& dues and deduc-

l
SUBMIT TO VERIFIER
.

| GO TO VERIFIER
.

| SEARCH NOTIFICATION |
.

| VERIFIED |
D

| GO TO APPROVER |
0
|  SEARCH NOTIFICATION |
0
APPROVED
0
[ NEW EMPLOYEE ID CREATED |

| tion eb aFeTm) add eBEMG&ESELD.

EX EMPLOYEE CREATION:
ewmeur IFHRMS eumeusnd (peoteor@p retirement &hevteurt erevfled Sleudnsd arrear
LI6DOTLILIEDEDT 6UMM)] 6uLPMEIsS Geuevor(BLD. Sleudhs@ employee id create agiiw Geuevor(GLb,

SIFNG 6TeoT60T 1L GErEDoT(BLD 6T6DTIED
7 DRPGTA - &emmim



|  LOG INAPPROVER ID

\:

| MENU BAR

\:

APPROVER GROUP OR GTN
FUNCTION ADMINISTRATOR

Ex Employee &@ Post e&sn@®s@Ld Gung) already

\

post - 60 2 _eimemeur&er Post ID  &HmedT eu(HLD.

CREATE EXEMPLOYEE CALL
WEBADI

8560T1Med QETMILD SHEUMNEDEMED.

\

| ENTERALL FIELDS

\

(b HLemeusHE GLbed Employee create

| UPLOAD WEBADI

| —> | Q&IIW (WpLRWINg) 6T6DT EITOr e)(HLD. eveumm)

\:

| EMPLOYEE CREATED

| aubs m& CHECK IN PROCESS

\:

| ADD IN GROUP

NEW EMPLOYEE POST UPDATED and TRANSFERRED EMPLOYEE POST UPDATE :
y8w uemoflwner@hs@ Post update Spsmbed SmmpHTe0 Slebedg -Transfer 60 eups
uesoflwmen p&@ Post update &hsmweo Smpsned Post update agiiw Geuevor@BLd. SIHHGS

SLD&6v0TL. eULPIUNemenT LN6dTLIHMEYLD.

| INTIATOR LOG IN

\

| HUMAN RESOURCE

\

Employee Transfer e\&uujLb eUIMLps!

| GTN POST MAPPING

Post &ebemeveiwisoTmmed Joining Entry

i

QBMBsHE& (LpLWIngl. SLGUTg

| VACANT POSTS DISPLAYED

Post Vacant &,& &mas Geueoor(BLD.

A

| WEBADI DOWNLOAD

\

| POST TYPE

| - PERMANENT OR TEMPERORY ereor 61&M (686D

\

| EMPLOYEE NUMBER

| - LIST - 6b eugpib.

\:

| EMPLOYEE CATOGERY

| - TN GOVT SERVENT

\

| JOINING DATE

| - 01-08-2020

\

UPLOAD - FLAGGED ROWS

- (Upload esiujb Gung budgeted ereotm error eubsmed

\:

post update ShBeNL LG 6T60T SNTHSLD)

VIEW IN PROCESS

| - EMPLOYEE POST UPDATED

DRPGTA - &epim
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TRANSFER PROCESS :
IBITLD [BLDGI SlQQIeUE0&ESHHE0 26T 6HeUenT Goum)| SlaIaUsESSNEG LDMTMISH6ED CIFILIWL FrfluimeoT
auplwpenm Transfer entry & Relieving entry esn@®lug smeor.

| INITIATOR LOG IN |
y

| HUMAN RESOURCE |
. 1. Authority Designation ---Dept Head

[EMPLOYEE TRANSFER AND POSTING| 2. GO num amd Date
. 3. Transfer Reason --- Admin Grounds

| TRANSFER ENTRY |9 4. TransferType --- Within Dept
. 5. Joining Dept ---Automatic &h& 6u(HLD.

| NEXT | 6. Office Search, Joining Post and Post type enter

f 7. Post type, Post &ebedrLped &nL Transfer Q&WwIeDmLD.

| REVIEW |
L
| SUBMIT TO VERIFIER |
N
| GO TO VERIFIER |
L
| SEARCH NOTIFICATION |
L
| VERIFIED |
L
GO TO APPROVER
L
| SEARCH NOTIFICATION |
L
| APPROVED |

Transfer Q& LDGLING) QudHLD Error :

Joining Office has More than one Initiator er6édTD error euESMed HALD transfer OFIIBEOTD SiEQIEUEHSHSHED
&60TMI&HG GLoDUL L initiator SdpLILIMT&eT, &edemeD erevfled LiemLpwl initiator, Verifier, approver - 6d

reassign Yes ereor &h&&LD. &ews NO erevr LDMHM Geuevor(BLD. 660Tm)sH@ GLDMLILL initiator 2_siTemems Single
initiator &4& LoMDmlevTed transfer Speumraer.

Joining Office has no admin Role erédtn error eubged HMLD transfer OFILISOTD SlQieuen&E5H60 admin
Role ér6u(pHLD &6D6m6D 6T60T STHHLD. BHME 6T60TE0T CIFILILI 6T6Dfl6D
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LOG IN APPROVER ID
v
GTN FUNCTIONAL GROUP OR
ADMIN GROUP ICON CLICK
v
| SELECT HRMS SERVICE |
v
| ACTION |
v

|COMMON APPROVAL GROUP au@Lb |- @ighe £GLp JOINING ADMIN erém) TICK SebeonLoed Sme@Lb

| Tick Joining Admin |
A
| Next | - Geum) dweuT SHHSed over Yvrite Q&li._lu_IG’l')ITLDIT 61601 GHLGHLD
N Yes o601 O\&M(B&HS B6U6v0T(BLD.
| Next |
\2
| Next |
\2
| Submit |

&g Syevor® error LD HLDG SlgyeuevssHe0 &Ml aFw Sweongl. Employee join Q&L _eiTarm
SlQIeues5H0 Smeor &ifl eFIwIILL. Geuevor(BLD.
Relieving Entry :
INITIATOR LOG IN
J
HUMAN RESOURCE
J
EMPLOYEE TRANSFER AND
POSTING
J
| RELEIVING ENTRY |
J
| REF NUM & DATE |
\

| NEXT |

| REJ,EW | APPROVER

[ suBmIT T; VERIFIER | |  SEARCH NZ)TIFICATION |
GO TO \jERIFIER | GO TO ALPROVER |

|  SEARCH NO¢TIFICATION | = | VERTIFIED |

DRPGTA - &epim 10



JOINING ENTRY:
1. yBw SigyeuenasHed L BGELD Joining entry GumL SwieqiLb.

2.Transfer Q&LL|LD SlaieuenssEGeGW Joining entry GuL. &wieong
3.Transfer @118 employee HReéd TRANSFER AND POSTINGeb my saved list - 60 &gpLiumm

4.Saved list - clik - Action - Create

5.Search @gww|b Gungl Transaction Number 6ugpLb

6. Post Permanent or Temperory ereor Select O\&1LI&

7. Post type - catogery - Search 61&1L& - SleuED&ESHP6D 2_6iTer vacant post enable Sh@&Lb.

NEXT

\A

REVIEW

\

SUBMIT TO VERIFIER

A

GO TO VERIFIER

\

SEARCH NOTIFICATION

\A

VERIFIED

\A

GO TO APPROVER

\A

SEARCH NOTIFICATION

\A

APPROVED

FrEwmeot ULl (Lpewm S&ISHmeot

INTIATOR LOG IN

\A

HUMAN RESOURCE

\:

EMPLOEE PROFILE

\A

| EMPLOYEE BASIC DETAIL UPDATE |

\

DOWNLOAD WEBADI

Professional Tax ip&&Ld Q&L BLDS
SIQICUDHHBDES 2 L LI L LIEHFTLISSI
SIIUOBHHE0T CUMRIS HETUTSHE 6T600TEME00T
Ticket ID Gum_® Upload e\&iw Geueoor(BLD.
Him&meosded ATO Level - Enable 1&UILIEOMLD.
BMEL Upload e\&lLILI Suwieong).

Joining Entry e&ug 2_1Leor post mapping and bill group edb add esiiw Geuevor(BLD
EASY WAY TO TRANSFER AN EMPLOYEE:
& employee emw transfer esiw Transfer entry & Reliving entry GumLmped transfer e

| TRANSFER DDO CODE |
7

| TRANSFER TO CODE |
7

| JOINING DATE CORRECTION |
7

| PAN NUMBER CORRECTION |

7
MEDICAL ALLOWANCE

- | | -Yes or No

11 DRPGTA - &emit



&3$ed TO CODE , DDO CODE 6a&n®sgl office name-list search egweyd 6Ty Slaeuens i Flwins
eupLD. Leoreorit Joining date Q\&MB&H& Upload e\&ILIWLIeY LD

8eeunm) QFLWLLD eumpg employee Crums LS SlgeuenssPed Process - 60 aheunt, Beudns@ joining
entry GumL_sGgemeuuiedemen. Process - 6D 6ub& employee emiLl post mapping 61§t bill group - 6d add G1&LILIEYLD.
PROMOTION ENTRY:

6 uevofiwmen SIBs SiaeuessSHGET Slebedg Geum SlaesssnEan Promotion Sydeormmt
eTevfled SleuhEE IFHRMS - 60 SLpsetorL auflpemmuiemneor FweD. SIBs SieeuenssSnE Promotion
6TEOTDMEYILD relieving entry \&ILILIGYLD. &BH6D HTE0TE [HEMEDEET 2_6TeTS.

1. PROMOTION PANEL ENTRY

2. PROMOTION CUM POSTING ORDER ENTRY
3. RELIEVING ORDER ENTRY

4. PROMOTION JOINING REPORT ENTRY
PROMOTION PANEL ENTRY :

INITIATOR LOG IN |

\A

HUMAN RESOURCE |

\A

TRANSFER AND POSTINGS |

\A

| PROMOTION |
Y 1.PRESENT CATEGORY --Present Post
| PANEL ORDER ENTRY | 2.PROMOTION CLASS - Promotde Post
g 3.PANEL YEAR - 2019

EMPLOYEE ID - GO - CREATE | - 4. PANEL SERIAL NUKBER - 100

y 5. PANEL TYPE - Permanent

NEXT | 6. METHOD OF APPOINMENT - By Promotion
¢ 7. PANEL REFERNECE NUM- Give

REVIEW
| 8. PANEL REFERENCE DATE - Give

v 9. CRUCIAL DATE - Current date
SUBMIT TO VERIFIER |

\A

GO TO VERIFIER |

l HIENIES: 3

SEARCH NOTIFICATION | HOA SlemegSILD

. Capital Letter - &qpé8 Beueor(BLD.

el.&M. 220202109AA,

VERIFIED |

6UmRIB sevorededr IFSC Code

\A

Capital Letter - &qpé8 Beuevor(BLD.

GO TO APPROVER |

\A

SEARCH NOTIFICATION |

\A

APPROVED |
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INITIATOR LOG IN

\A

HUMAN RESOURCE

A

TRANSFERAND POSTINGS | —>

A

PROMOTION |

\A

PROMOTION CUM POSTING
ORDER ENTRY

\A

EMPLOYEE ID - GO - CREATE |

A

NEXT |

\A

REVIEW

\:

SUBMIT TO VERIFIER |

\A

GO TO VERIFIER |

\

SEARCH NOTIFICATION |

\A

VERIFIED |

\A

GO TO APPROVER |

\A

SEARCH NOTIFICATION |

\A

APPROVED |

PROMOTION CUM POSTING ORDER ENTRY :

1.PROMOTION PANEL AVAILABLE - Yes
2.PANEL YEAR, PANEL SERIAL NUM, METHOD
OF APPOINMENT, PROMOTING ATHOURITY,
DESIGNATION-- Search e&iuggib default &8 eudpLD.
3.PROMOTION ORDER NUM &DATE - e&n@&&eLb.
4.NAME OF THE LOWER POST - already &m&&edtm post
5.JOINING DEPT, JOINING OFFICE,
JOINING CATEGORY- Search & Select
6.JOINING POST - TYPE
7.REGULARLY PROMOTED -- Yes
8. PROBATION REQUIRED- Yes
9. CANCELLED STATUS - No

BEGE: 4
SYSTEM ADMINISTRATOR ERROR
eTe0T eurb&Med REFRESH

GIFILILIGYLD.
ERROR CAN NOT DISPLAY PAGE
ereoTm)| 6UBSHMeD HOME &@& 6\560Tm)
LSevor®BLb ICON SELECT @\&iis.

SEHEDULE REGULAR RUN 6b U85 LeoofiGIIDmeT&Ehe&@LD, LDMMISH6ed ILIDM)] 6UhHSeUTSEBHESLD,

PAY ROLL RUN s&iflwng &hsnseunsenesdLd mrEL RUN &g 6\&TeTaTeDILD.
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RELEIVING ORDER ENTRY :

| INITIATOR LOG IN |
v

| HUMAN RESOURCE |
v

| TRANSFERAND POSTINGS |
v

| PROMOTION |
L
| RELIEVING ORDERENTRY | 1.PROMOTION ORDER REFERENCE NUM - Search
L 2.DATE OF RELIEF -- Date Qan@ssayLb.
| EMPLOYEEID-GO-CREATE | —> | 3.DATE OF RELIEF --AN/FN
5 4.RELIEVING ORDER REFERENCE NUM -- Type
| NEXT | 5.RELIEVING ORDER REFERENCE DATE -- Type
L
| REVIEW |

f
| SUBMIT TO VERIFIER |
L
| GO TO VERIFIER |
L
SEARCH NOTIFICATION
L

SI&E: 6

eb.sprd.karuvoolam.tn.gov.in. eredTm

| VERIFIED | ERROR euibsneb Reload
v QFLIWeLD.
| GO TO APPROVER | Service un available error code 95

N eT60TM)| 6UBGMED Server closed, 503

| SEARCH NOTIFICATION |
v
| APPROVED |

service unavailable.

#leo GLr&& INITIATOR ID éd batch create e\&1LW|LD QlUMLP&I create batch icon &edeonbed &hHTed
icon create e&LIWIE 61&TeDEDI ticket id OBMGSH&E6YLD Siebeogl INITIATOR change Q&we)LD.
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PROMOTION JOINING ENTRY :

| INITIATOR LOG IN |
L

| HUMAN RESOURCE |
L

|  TRANSFERAND POSTINGS |
L

| PROMOTION | 1.,PROMOTION ORDER NUM &DATE,

! JOINING CATEGORY, JOINING POST - Search Qlgiiueyb
PROMOTION JOINING ENTRY 2.HOA & G.O NUMBER, DATE - Type GigiiLieytb

! 3.JOINING SERVICE, JOINING POST LEVEL
EMPLOYEE ID - GO - CREATE - - Search gweyD

! 4. DATE OF JOINING - Date Q&mB&seaiLd

NEXT 5. DATE OF RELIEF-- AN /FN
! 6. JOINING ORDER REFERENCE NUM - Type
REVIEW 7. JOINING ORDER REFERENCE DATE -- Type

B
| SUBMIT TO VERIFIER |
L
| GO TO VERIFIER |
l
| SEARCH NOTIFICATION |
L

| VERIFIED |
U

| GO TO APPROVER |
v

| SEARCH NOTIFICATION |
L

| APPROVED |

HIEWES: 8
6(meuT Lievofluied me&LD eLmLpSI
8rbgned Sieum SDbs HIEheES Phensil
[BITET 6u6MT FLDLIGMTLD Nominee - &&
&MGeEsLILL Geuetor(BLD. 85n& Seof
Provision &ebemen. Salary Arrer - 60 Nominee

6URIS H600TE@ 6T600T Employee Profile - 60
wrorl 190 Gum GeuevorGLD.

8556m6T Ll [B6meD&EEmENTILILD (LPLRSSITED SIT60T 6(H LIGTTfiImen h&@& Promotion order Q&n@G&a!
Sleuemy Sibg Post - 60 LIeooflWILDITES (Wi Ld. 6ot Nin@ Seuemiy Lled group - 60 add eI Geuevor(BLD.
BILL GROUP CREATION :
Data Validation e&18 NID& HLOG Slgeuesssneaseor INITIATOR, VERIFIER, APPROVER ID
&MEsaLIULL NDG BLDG SlgeuessHe0 2 6Tar  Leofwmeniaemnsm EPAYROLL GROUP - 60  2_eitengl
Guneormy Bill group create e\&LILIGEu6TOTBLD.
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| INITIATOR LOG IN |
\:
| FINANCE |
\
| DDO MASTER |
\
| PAY BILL GROUP | 1.DDO Job ID - Automatic Enable &y@Lb
\ 2.BILL GROUP NAME - b 6\&nBLLS)
| CREATE | —> | 3.POST TYPE - Temperory or Permanent er6or 6\&MBeés6a|LD
J 4 ACCOUNT CODE - mmb DDO Template 6d 6&MG&s

REVIEW HOA Search 6\&&Med 6)HLD
\)

| SUBMIT TO VERIFIER |
l
| GO TO VERIFIER |
!
SEARCH NOTIFICATION
y

| VERIFIED |
y

| GO TO APPROVER |
y

| SEARCH NOTIFICATION |
y

| APPROVED |

#leo GLIhEE cLpedTm) level process &6dedrLped 6 Level 0BG approve ShBe(BLD.
BILL GROUP ADD / UPDATE :

Bill Group Create @515 2 _Leor Initiator level @&eotm) Finance- 60 Process 60 Search e&wWGEsMLD
ETEOTDITED SlGIEUEOBHHED 2_6TTaT SleW6uTHG! LIeTolIMeTTHEBLD View Sheuni&er. 6dh L9160 GempLiiled wim
wimeredeoLd B h&as GeuevorBELDT Sleurreemen Select Qg ADD/UP DATE Bill Group ereor 6&n®585 58
WIng SILbNgSHHe0T (PpHed CHBullements Hahs. LieorL| Monitor Status Request - 60 Complete &heorgid Check
e&FILIGsHMLD eredrmmed Bill Group - 60 Levoflwmensemenr add Shd SapLLINTSH6T. Fleo Levofiwmeniaer add
Spseilevemed erevfled SlBM@ snyevorld, Bill Group Post Permanent eretrmy &b&@Ld Hbd Add e&IL|LD
uesofiwiment Temperory Post - 60 &gpLiunt. Si8s Gumeotm) HOA seumns &me@Lbd. sifluwimeor HOA - 60 Map

GIFILIEYLD.
Ex EMPLOYEE & geofl BILL GROUP CREATE 61&iiiw1 Geustor@BLom_?

Ex Employee &@ &evfl bill group create Q&iw CHemeuuTedemed eo160Te 6D Sl6UIT gnE&60TE6) 6THS
1fled group - 60 EHESTEIT SiFed Ex Employee &8 onpilefiBeuntt. B &g Led group 60 Employee type
- 60 Ex Employee eTett&61&MB&S search QFILISTed STedT Sle)rm 6udheUT. FLbuerLl Ll iguisi Geotm Sledeogl
U uripwiey Georm Sleurm eluwim eupngl. Sh&Geu Ex Employee &@& seofl bill group create e&wiw

Gaemeuuiledemen.
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SALARY BILL PREPARATION :

6(H LIeToflLIMaT(h&& 2D elLDM) SIHLD (et Siliuevofiwmentflesr DUES & DEDUCTIONS &iflwine

2 _elengm er6or Process 60 61560Tm) element - 60 Check €& O&M6TEMEYLD.

o DUES . DEDUCTIONS
6T 600T 6T 600T
1. PAY 1. CPS / GPF SUBSCRIPTION
2. DA 2. SPF, NHIS, FBF
3. HRA 3. GTN INCOME TAX, CESS
4 MA 4 FA, GPF, CAR LOAN, HOUSING LOAN
5. OTHER ALLOWANCE 5. SPF ARREAR, CPS ARREAR
6. PERSONAL PAY 6. GPF ARREAR
7. SPECIAL PAY 7. NSD DEDUCTION
8. GRADE PAY 8. CORPUS FUND
9. RATION ALLOWANCE 9. PLI
10. FIXED TRAVEL ALLOWANCE 10. HOUSE RENT
1. CONVEYANCE ALLOWANCE 1. PROFESSIONAL TAX
DUES
PAY

1. Pay @meudms@ 7™ pay commission - 6d 2_etengn? Sledeogl 6 pay commission 2_etengn? eredrm)

Process - eb eig6otm) element - éd check e&Lg UNT&sa]LD.

2.Level sflwns mmsned ok seunns Swpsned Ticket id QanBeHs6) LD SieDe0FI LDTEUL L SIHEE05HH6D
o_eremr WIPRO Staff egnLimy e&nevor® Level - & onbme 61&medeveLb.
3. New Employee erevfled ywignas Pay Update egiiiw GeueoorBLb.

INITIATOR LOG IN

\

HUMAN RESOURCE

\

GTN PAY SERVICE

\

UPDATE SALARY

\:

EFFECTIVE DATE

\:

GRADE PAY - 6" pay or 7" pay

\A

PAY - Search Option

\

REASON FOR CHANGE

\

NEXT INCREMENT DATE

\:

REVIEW

NEW Employee eérévfléd Joining Date &ebemen6luwtevfiied
LDMSHHH60T (LPSH6D [HIT6IT

1. Ad - Hoc Increment

2.Annual Increment - Automatic &h& upload &hseflebemed
6160160 e LILIOTLBSSOYLD.

3.Incentive Option - Incentive Or Selection Grade &@&
8ens LITLBESSHELD

4. New Hire - New Employee &@& &eng LWLITLGESSELD

5. Pay Commission - Pay commission Lbmbm

6. Promotion - Promotion 6d 6)b&6)T&HEBEHE

7. Reversion - Pay &iIB&L0ns Seng &emnes Send

LweTU(BSHS6LD
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#leo GmILD &LDLIMGLD &edeoriped pay 51900 /- &@& Ldeons 51880 /- g GumedTm) 6uHSTed element
entry delete option e\gedTm) Pay delete a1gi1g) LB Lbeoor®BLD update eFLIWIE|LD. Selection Grade or Incen-
tive ereofled 2 Increment s GeuevoTBLD .

Pay &6y Lomm DUES & DEDUCTIONS &Lp&6voTL6unmm) 61&60Tm)| 6\151LIS.

| INITIATOR LOG IN |
\

| FINANCE |
\)

| PAYROLL SERVICE |
\)

| DUESAND DEDUCTIONS |
\)

| CLIK |
\)

| CREATE BATCH |
\)

| EFFECTIVE DATE |7

\)
ACTION IF DUE

&6E00TLRLILINE LDMTSHSHBE0T (LPSH6D BT
er.&m O1- 08 - 2020

1.REJECT ENTRY

2.CREATE NEW ENTRY - y8wisn& dues and deducation
- eI

DEDUCTION ALREADY EXIST 3.CHANGE EXISTING ENTRY- gmaeor@eu 2_eiterm dues
v and deduction - 60 LDADHMLD G1&FILILI
| REVIEW | Reject If Future Change Exit 6b TICK Lbmiié er(Bé&eomm P
v BeuevoTLMLDM? 671607 GSLPLILILD BEUETOTLITLD Si6h& 660TMILD
| SUBMIT TO VERIFIER | QLT ES LS

l
| GO TO VERIFIER |
!
| SEARCH NOTIFICATION |
y

VERIFIED
A

| GO TO APPROVER |
v

| SEARCH NOTIFICATION |
L

| APPROVED |

GEWDEUNTEDT LieToflWImenT&eh&éd ereormmed Gmelgnereor eublufementl LeTUDMEOTLD. SheoTned SIHs
uevofiwimeni&e erevfled Bulk Dues and Deduction LwestuGg&HeyLd. Bulk Dues and Deduction LwedTLGSS
Webadi eremiLb oracle sheet émeéor open e\FiLIENSDG Settings LoMHM GeuevoTBLD.

Webadi Settings:

Webadi open &h6usm@& windows 10 OS eo MS OFFICE 10,13,16 smeos &immsgl. gGsHenib 6¢h XL SHEET e
OPEN &g esmereneyLd. er.&m Windows 10 OS, MS Office 13 &@ 2_evorLmeot Settings LIMT&&60ITLD.
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Step -1

| CLICK NEW EXCEL FILE |
v

| CLICK OPTION |
7

| CLICK TRUST CENTRE |
0

| CLICK TRUST CENTRE SETTINGS | [ ENABLE ALL MAGROS
v

2. TRUST ACCESS TO THE VBA PROJECT OBJECT
| CLICK MACRO SETTINGS |- SR
1 -- TICK @gwweyb
| PROTECTED VIEW | = [Remove all tick mark
1
I OK |
Step -2
|@+(5§,@ INTERNET EXPLORER SETTINGSl
T
| NETWORK AND SHARING CENTER |

| INTERNET OPTION-CLICK |
v

| CLICK SECURITY |
v

| CLICK CUSTOM LEVEL |
v

| SETTINGS |
L ALLOW STATUS BAR UPDATE VIA SCRIPT - ENABLE
SCRIPTING - QFLILIEYLD
7
I OK |

Step -3
| ©@ss TRUSTED SITES SETTINGS |
7
| NETWORK AND SHARING CENTER |
0
| INTERNETOPTION-CLICK |
|
| CLICK SECURITY |
|
| TRUSTED SITES |
l
| CLICKAND TYPE SITE ADDRESS |% https://www.karuvoolam.tn.gov.in/web/tnta/home
7
REMOVE TICK MARK IN REQUIRE
SERVER VERIFICATION
7
| CLOSE |
y
| o |
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Bulk Dues and Deduction && Sipsesr._eauLf (peppuieperiiferLHneaLd

INITIATOR LOG IN

\

| FINANCE |
\ 1.Session date &6 e1hg LOMDHDLPLD OFILILISEHemeuUTs06meD

| PAYROLL SERVICE | 2.Business Group ID &6 68 LomOmpLD AFILILISEHemeULTEen6D
\ 3.Business Group Name -- 886 618 LOMHMPLD

| DUES AND DEDUCTIONS BULK PROCESSl Q51LWSGCHemeulTsemen
\: 4.Batch Name -- e181 Geuevor(BLOMEDIMEYILD SHFT6OMLD

| CLIK | 5.Action if entry Exists- Create New Entry or Change Exist
\ Entry e&n@aseLb

| CREATE BATCH | 6.Purge After Transfer -- no ereor Q&nG&®HeYyLD
J 7.Rejective if Future Changes --no erer 6l&nGe&6|LD

| WEBADI DOWNLOAD P 8. Reject Roll Back if Result Exists -- no ereur 6&n@Go&e LD

&1 LOMHDRIGET oL BLD eFLg 6fILB Webadi upload e&iw Geuesor®GLd Upload el&ig 6 L5eor(®BLD
Bulk dues and deduction eudp&. BMLD 6&MBSHS Batch Name type 6\&Lg Search 61&ILIs.

BATCH NAME

\

SEARCH

\:

CLICK BATCH NAME

\:

SELECT THE PROCESS &b
SELECT CREATE LINE

\

CLIK PROCESS 2

\:

ELEMENT SEARCH

| --- TYPE ELEMENT NAME THEN SEARCH

\:

GO

\

WEBADI CREATE THEN OPEN

\

EFFECTIVE DATE MONTH
START DATE EX ...01-08-2020

\

ASSIGNMENT NUMBER -
EMPLOYEE NUMBER

Goes to dues and deductions
Batch name search

\

Select batch Process -- validate batch

PAY VALUE -- AMOUNT

Monitor Status Request --- Complete er6or 6ur@G6u600T(BLD.

\:

Select Batch Process --- Transfer Batch

UPLOAD FLAGGED ROWS

— | Monitor status Request --- Complete ereor eugGeuesor®Lb.
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ledTL] Process 6b Q\&60TM)| LIMT&SMEd Sihg dues and deduction upload &h8 SmHe@LD. Result 6d eurbg mark for
re calculation e&nGSsMed dues and deduction 6d eubg EABLD.
Bulk Dues and Deduction 60 MA, FA, GPF, NSD, Other Allowance, NHIS, SPF Gunestpeumemm upload
G\FUILIEONLD
GRADE PAY:
6" pay 60 2_eTeneunsEnad dues and deduction b e\FeoTm) Grade pay LOL(BLD update 61&ILISTED GUMTSILDTEOTSI.
DEARNESS ALLOWANCE
1. yBwisns uesoflGuibm ueofiwmerhéd DA upload esiw GeueoorBeLDev 6D
| INITIATOR LOG IN |
y
| FINANCE |
\)
| PAYROLL SERVICE |
\)
|  DUESAND DEDUCTIONS |
{
| CLICK |
y
| CREATE BATCH |
|
| CREATE NEW ENTRY | --- yBwsns dues and deduction upload @&
y
| REVIEW |

!
| SUBMIT TO VERIFIER | | GO TO RESULT - GIVE Mark

) T for Recalculation
| GO TO VERIFIER | APPROVED |

y 1
| SEARCH NOTIFICATION | | SEARCH NOIIFICATION |

y
| VERIFIED = GO TO APPROVER

2. SlQIUEBESHHE 2_6TaT SlemeuTel heE&LD DA upload e&iIw GeueoorBeILDevTIed

| FINANCE |

\
| PAYROLL | 1. DDO CODE - Automatic ®4% eusLb

v 2. Office name - Search
| BULK PROCESS | 3.Pay Commission - Search 6™ or 7t

v 4 .Percentage Value -Give DA Value..Number only (Ex.17)
DA PERCENTAGE UPDATE OFFICE WISE —> | 5. Employment Catogery - Tn Govt Servent

- CLICKACTION 6. Effective Date ...&600mpuLINg LONSSSHE0T (PpSH6d Brem 01-08-2020

| COTINUE |

\
| SUBMIT |

2
| GO TO RESULT | GIVE Mark for Recalculation
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3. DA gmhaeor@eu 2_siemems LDMDMLD 6\FILILI change existing entry 60 61&60Tm) update G\ GeuetoT(BLD.

4. DA onpmLb 61§D Lommeledemen erevfled Delete entry is6otmy DA emeu Delete a1&1g 6B new entry 6d
LevorBLD upload Q\FiLIs.

5. &IuGungib DA onmeiedemen eresfled TICKET ID gmeor.

HOUSE RENT ALLOWANCE :

1. ywsnas uHGeummLd aF1LS employee eTevfléd employee create 61§D GunGs rent recovery detail
Q&MBHSHLGUMLD.

2. HRA euneotg data validation eb &flwins esn@ssLILL Geueoor(BLD.

3. HRA ydwsns uSGeunmLd &L SLp&600TL. 6vor(® LI [Fened&enslT C1FILIS.

Step: 1

| INITIATOR LOG IN |
)
| HUMAN RESOURCE |
l
| GTN PAY SERVICE |
!
|  RENTRECOVERYDETALL |
U
| EMPLOYEE ID -- GO--ACTION | EFFECTIVE DATE ... &600TigLILING LDM&&S60T (P&6d [hriem: 01-08-2020
D RESIDENCE TYPE --OCCUPYING OWN OR PRIVATE RENTED HOUSE

| CREATE |% RESIDENT ADDRESS---OFFICE ADDRESS

| REVIEW |
0
| SUBMIT TO VERIFIER |
l
| GO TO VERIFIER |
l
SEARCH NOTIFICATION
7
| VERIFIED |
7
GO TO APPROVER
l
| SEARCH NOTIFICATION |
7
| APPROVED |

SIEES: O
Post ompfl update &hd &HHEMed
wn@p&& Post Lol 2_eatenGsnm Sleuemy

OIGs SlgeuenssBMnE& employee basic

detail 6d Transfer &g Frflwimeor Post

60 LS6OOT(BLD update 6\&LIG)

G\&ITETETEDITLD.

SIgRIH&: 10
IVA ommLb \FwLb eumpgl Reassign 6d Yes or No ereotss GaLLiged Yes er601s61&MBHSTE0
Notification SleweotH&ILD LBsNs VA LDADHDLD 61FILISHENTHEHEE 61F6060MSl. 6T60TG6u No 6r6oT
e&M(BaHs Gaueoor(BLD.
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Step: 1

INITIATOR LOG IN

7
| FINANCE | CPS Final Settlement &@ head of account
¢ 66UEIEUNIH HIEMDHGSLD LDTNILGLD SiEsH
| PAYROLL SERVICE | GuedTn) SPF head of account QeiAETAS
y SlemD&ELD LbMMILIBLD
| DUES AND DEDUCTION |
D
| CLICK |
7
| CREATE BATCH |
7
| CREATE NEW ENTRY |——— yBwsns dues and deduction upload aguiw
L
| REVIEW |
y
| SUBMIT TO VERIFIER | GO TO RESULT | --- Give Mark for
v T Recalculation
| GO TO VERIFIER || APPROVED |
D T
| SEARCH NOTIFICATION | | SEARCH NOTIFICATION |
y B
| VERIFIED = | GO TO APPROVER |

HRA 6b 6151i1LI58nL THEDE

1.15Mb dues and deduction 60 HRA Q&nGs@&LD GUNg (PpHed CoHHuleneor SIMDed &emLLILIL L
CrulemeanssIsHamLMgl. 6l.&6M: 05-08-20206r60TMm)

2. 83 Guneotm HRA Q&M@BLILSTED (LPLPemLDWITE0T HRA 6UTTLDED SH6MMEUTE EUIHLD

3. Dues and deduction 60 HRA esn@G&@Lb Gungl old HRA amount 6&MB&& &L gl SR HILD 61&TBSHSTED
old HRA amount opmiLb HRA Grade &pevorBLd Garibgl HRA &L 1pUILng edbLd

4. Quarters 6d HMmIE 2_aTenzHNE RETRO 6 alFeotn) LHGeummLD 61&1LGeumLD. SLiLip aFLSTaILD Process 60
6U(HLD Sheoted Result 6D 6ugmgl.

HRA eb 6511w Gauetorguiene :

mb dues and deduction 60 HRA e&nG&@LD CUngl

1. Old HRA amount .... 0&N(G&S Sl gl

2.City Grade For Rented ...LbgI Grade Level e&n®sgmed GLTGILDTEOTS

3.City Grade For Rented Free ... e&nGas CoHemeuuieoemed

4.Central Govt City Grade ... 6&M®ss CgHemeuufedensd

5.HRA seumn& 2_eteng) ereor delete agwLb Gung Assignment date & effective date p&ed Ce8 smeor
S7GeuevoT(BLD. Purge 61601 Q1&M(BEHSHELD.

6. HRA amount &i8sLons e)bGTEeN Slebend Gemmelrs eubsTGeom delete element entry b e\FeoTmy HRA
emeu delete 61&ILIG (B LevorBLD upload 6\&ILIG.
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QUARTERS 6 gmid 2_enaralisehad eraleunp) 1NipHsid aFiiaug)?

1. Quarters 6b 2_eiTemeuT&EBHSHS dues and deduction ed upload Q&I BeueTOTIQUISE0EMED.

2. Quarters type 6&MG&HE&LD GuTg Rented Quarters ereur Select 1&LSTed GUNgILDMEOTS. SigIGeu automatic
&p& 1RHSLD \FILILILIBLD.

3.Rented Quarters 60 Level 1,2,3,4,5,1D 5 &@& &pLb ppsned LgssLd QgL Sweongl. Sheormed Sbhs Level
6D 2_eiemeuriae 18,000 &@& GLbed eugpLd Gung rent igssLd elFwIILL. GeuetorBLD. SiBm& Quarters Charge
60 amount enter 61&LISHTEO Sih% amount deduction 6o LNIRHSLD AFLIWLILILIBLD.

| INITIATOR LOG IN |

| HUMAN RTESOURCE |

| GTN PAY¢SERVICE |

| RENT RECO\¢/ERY DETAIL |

| CREATE ¢ ACTION |
7

| EFFECTIVE DATE | --- Month Start Date
¥

| RESIDENT TYPE | --- Occupying Rented Govt Quarters
\

| RESIDENT ADDRESS | --- Type Your Address

J

| QUARTERS NAME -~ SEARCH |
\)

| QUARTERS CITY GRADE | --- Office Grade Level
¥

| QUARTERS CHARGE --- 0 |
T

| SUBMIT TO VERIFIER | ] GO TO RESULT |--- Give Mark for
\: T Recalculation
| GO TO VERIFIER || APPROVED |
I T
SEARCH NOTIFICATION | SEARCH NOTIFICATION |
T D
| VERIFIED |> | GO TO APPROVER |

CITY COMPENSATORY ALLOWANCE

1. CCA 2_sTTeneuisens@ HTLD (p&edled DATA Validation epeolb Upload @&l mLiGLImLD.

2.19l601y Dues and deduction ed eigeoTmy CCA Amount enter g1 Upload @&t Geueoor(BLb.

3. ueooflwmenTT LDAIMISEd eIuDM)I 6udBLD Cung Slauhed CCA evemev erenfied delete element entry 6d 6160t
CCA emeu delete a1F1g 6B Lbevor®LD Upload 6\&i1Ls.

4. &pheormed BMLD DATA Validation b &ifl @giwLngsmed delete AFLIGHTEILD Retirement 6d benefit eugpLd. ShsGeu
CCA Ggemeu &ebemen erevflsd DATA Validation eLpeold &l 6151L16uEs sME0sHDHSHSI.

MEDICAL ALLOWANCE

1.yBw uesoflwimen p&@ Dues and deduction 6d eiF6oTm) MA add e\&FLsmed LD BLD GungibmeoTgl. Amount enter
aFLIw Coemeuuieoemen. Valid LDLGLD 6&MBSHST0 GLITFILDTEOTS!.

2. 6 th pay ereofled emp. 100 SigIGeu euHLD.
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3. MA sugexiebemep erevfled Post Type,Grade aasn@GggienGenmion? sifluwins 2_etensn? ereor CheckLeooTeooreyLD.
4. JUDICIAL JUDGES &@ grade level sflwuns e&n@sgmed 1000/- 6BLD.

5. Process 60 MA &bbgI result 6d eupeledemen erevfled exsting entry esn®G&g mark for recalculation
C&BM(B&HSHEYLD.

CONVEYANCE ALLOWANCE :

1. Conveyance Allowance 6" pay 60 1000/- QUDDENTEEBEE 2500/- HITEOMLD.

2.Conveyance Allowance &@ dues and deduction éb 6l&e0Tm) amount enter e&Lg upload 6\&iLIg.

PERSONAL PAY :

3. Personal Pay &@ dues and deduction 0 @&60tm] amount enter &gl upload g, SiLGUTg DA Calculate
6§l Yes or No ereor GaLsLLIBLD. DA Ggeme erevfled Yes aanGasa)b Coemer edened erafisd No Q&nBeseaLD.
SPECIAL PAY, OTHER ALLOWANCE, RATION ALLOWANCE, FIXED TRAVEL ALLOWANCE

Gomegmeteot allowance Slemette&SmGLD dues and deduction 6 6lFedTmI amount enter G1&LIZI upload EFILIS.
DEDUCTIONS

CPS /| GPF DEDUCTION

1. CPS 10 % dues and deduction ed update 61&LgTed GUNGILDME0TSI. update e\&LIW|LD Gurgl VALID oL (BLb
e&MNBSHSME0 GUNSILDTEOTS).

2.GPF 12% 9igssLb esileusn@ dues and deduction éd update @&iLgTe0 GUNEILDMEOTE. update Q&FIL|LD
Gung) valid LBLD &MESHSTed CLTFILDTETS. SSNGLD (LPEOTEOTIT

| INITIATOR LOG IN |

| FINANCE |
7

| PAYROLL SERVICE |
7

[ GPF SUBSCRIPTION UPDATE |
T

[EMPLOYEE ID —ACTION --CREATE |
N

| REQUEST DATE -- 01-08-2020 |

J
SUBSCRIPTION AMOUNT or
REVISED SUBSCRIPTION AMOUNT

Entered
y
SUBMIT TO VERIFIER | GO TO RESULT |--- Give Mark for
0 T Recalculation
| GO TO VERIFIER | | APPROVED |
T T
SEARCH NOTIFICATION | SEARCH NOTIFICATION |
T D
| VERIFIED | = | GO TO APPROVER |

&M LOMHSHBNS QB (WM SMedT subscription amount 6d LLMHMLD Q&FLIWI (PplLpu|LD. LMHIICW She
BeuetoT(BLD 6T6vfled subscription amount g delete Q&Lgl 8L (B LO6ooTBLD update GIFLILIGYLD.
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SPF, FBF, NHIS

1. SPF upload @&t |b Gungl SPF 1984 or SPF 2000 ereotm) &b&@&LD. 60 [HLbD 61fhg Scheme 6d

2_en@emmGLom Sifed LHGeuHMLD Q& ILILIGEUETOT(BLD.

2.SPF 2000 6 70 &ledeogl 50 61601 SHeHE&LD &Hed HLb 61hg Scheme 6d 2_eTGemmGLom Sifed LHGeuHMLD
a&ILIw Geueoor(BLD

3. FBF - EMP FAMILY SECURITY FUND ereotm) &mpé&&Lb. 8860 Value supngl. Valid o @GGLD.

4. AIDED INSTITUTION erevfleo GROUP INSURANCE erettm) & (& @&LD.

5. NHIS Value sugmng. Valid o @GLD.
Gmesnesteotreumemm dues and deduction 6d update QFILIGTED GUTHILDTEOTSI.

SPF ARREAR

SPF Arrear 19ig&sLb 61&iIw Geuevor(BLD erevfled dues and deduction éd update €1&1LIgTED GUTSILDTEOTSI.

dues and deduction o SPF 2000 other arrear ereorm) &MESHS Search G1FLILIE|LD.

1. Total Recovery Amount --- [MLD 6ILDMSSLDNE LIR&SLD G\FILILI B6U6TOTIUI O1SHTeNE

2.Total Number of Installment --- &ipg smemauie Installment, 2_gmyevorons 9e&SLD Q& LILI GeuevoTiQu
esmema 2100 er6vfled Installment number 30 eTeot Q&MBESEYLD

3.Amount Already Recoverd --- 210 lig&gLb FILILILLL I 6T60fled 210 61601 QBMBEHSHELD.

4.Installment Already Recoverd --- ¢5. 210 - @& 3 Installment igs&Ld &S HLIGUMLD. ShasGeu 3 6ereor
QBM(BEHSHEYLD.

Gmesnesteoreumemm dues and deduction 6d update QFILIGTED GUTHILDTEOTSI.

CPS ARREAR

CPS Arrear 191ig&s1Lb 611 GeusvorBLD erevfled dues and deduction ed e&LISTed GUTGILDMEDTEI. dues and

deduction éd CPS other arrear ereorm) &MB5& Search e\FLIWLIO|LD.

1. Total Recovery Amount --- [BITLD GLDNSSLDONE LNIeHSLD E\FILILI Beu6T0TIUI BTN

2.Account Head & Detail Head ---g@eu6eun(p 1emmé@&LD LommiLLeonLD. Sh&Geu sifliineor HOA s Geuevor(BLD.

3.Total Number of Installment --- &iBg e&mem&ufeor Installment 2_gmrevorons LlessLd e\& I GeuevoTioul
esmema 21,000 erevfled Total Number of Installment 10 ei&nG&ESLD.

4.Amount Already Recoverd --- 2100 Ulig&sLb O\FIIWILILILL & 6T60fl6dD 2100 6T60T 1&BMBEHEHELD.

5.Installment Already Recoverd --- ¢m. 21,00 - &@& 1 Instalment 1igssLd aFLISHLIGUNLD. ShaGeu 1 eTer
CBM(BHSEYLD.

Gomegmesteoteumemm dues and deduction éd update E1&ULIST6d EUITGILDTEOTSI.

INCOME TAX & CESS

Income Tax & Cess UliggsLb 6\&iLILI Geuevor(BLD erevfled dues and deduction ed update QFILISTED

Gungiomeorgl. Tax & Cess sevfiggevfiwing Update agiiw Geuevor(GLb.

1. @@ LMsLD HligssLb aswlULL Tax & Cess SigieunsGeu SIB5H5BSHS LDNSMmIGETED 6UBHLD.

2. dleo GrpmIsefied Cess amount Seumns &dpbHsmed mark for recalculation LLBLD Q&TBMHIS6T GUMSILDTEOTS).
3. SleumWgILd eumns eubsmed Change existing entry 6o Update e&wLIe|LD.

4. Income Tax & Cess Gzemeuuiedemen erevfled delete entry 6d delete QFILIZI O&BM6TETEYLD.

PLI DEDUCTION:

PLI @@meubhed LNigssLb 61§ SleudpemLwl PLI mourm PLI bond 6d 2_siteng) Guneotn) sflwins Smes
GeuevorBLD. SpuDLISS Cad. (Wpreymib Cad Filne asn@GasLLL Geuevor@BLD. 6r.&m TN-781578-CS  Gan®
8mmaned GsnB, Space BmHsned Space 57 Geusvor(®LD. PLI GST, SGST Sigleuns@e igssHLd FIwILILIGLD.
QHEUHES eTEHSH6M60T PLI GeuevoT(BLD 6T6dTMMAIILD LIIp8&60MLD. Sheotmed result 60 Sig SlewevisEId Gl
&Gy amount &4,&8 Hmeot eudHLD. EPAYROLL &@Lb IFHRMS &@Lb PLI amount elisgSuwinsld eusdmgl  erevfled
IFHRMS 6b 2_sitem PLI GST, SGST smeor &rfluimeorg).

GPF ARREAR
GPF Arrear 19igssLb 61&ILI6USNHS SHevfiwine Provision ggiLb &ebemeD.

DRPGTA - &emit 26



NSD DEDUCTION
NSD Deduction 1ig&sLb 6\&ILIL|LD (pedTL SRiseng NSD euwim eurkisSufleor IFSC code, Bank Account Number
sIflwins 2_aTensm 6160t SHLIMTSSISE\&TETETLD.

INITIATORLOGIN |= FINANCE - PAY ROLL - NSD

GIVE Bank account number or any e&nGga! &ifl L& gisesmemere|Ld
1. NSD Deduction ugGeummLb el&iiiwi dues & deduction éd iFeotm) society deduction NR 60 LEGeuDmLD O\&1LIS.
2.society deduction Instalment éd 1Nig&&LD QFILISTED Instalment &@ Interest Gum® amount Lli&sLD
QFILIWILLIGLD. Sb5Ceu 86 LNipssLd s Geu6voTLLD.
FA RECOVERY, GPF RECOVERY, HBA RECOVERY, OTHERS

mevorLIT&Gem HHELINE SlemevTalheHGLD LWlsLeLfl seuneons 2_eteng GLbmelgmeoTeor NRsSm
-&61T BeT. Seunemn SLpsevorL euLPlpemmuiied &ifl a1FiLs. BHTLD eILDHMD advance SleETHSILD Slp&&EE HpLL
6155 GeurLD.

| INITIATORLOG IN |- | HUMAN RESOURCE |- | ADVANCES |- [ ADVANCE MIGRATION |
HBAAd\f::égzlrfad(\)/t?\%ci(_l UPLOAD ||  CALLWEBADI | «| ADVANGE CREATION |

IFHRMS 6b Webadi Lwie0TLI(B&SI6USI 6TLILIR
mLDLSeD Liedrm Webadi LiwedTLI(BSgl16uged LILILPLD, GLPLILILDI&EYLD 2_6iTerneotT. 860 ee0TmILD &edemeD.

**  Webadi ereotuigy oracle eredtm Software 6or Master data 60 GerlemLuwins BLDSI §&H6)6D LDOHMILD
LDMDDMRISEWET CFIILISSRIQUI 6IT O\FWIOLITBSTeT &g Webadi.

*%*  Webadi cpeoLons mb eLDmse&TeooTBeTem advacne 6ot Instalment [BLDLIEDT LDAMHMDEDITLD. ©_&HMI600T
D& 5 6U) HEUHEITES LIS60NE 6 6UF HEUHETUT 6T60TMILD LDMDMEDITLD. 7 6T6dTMILD LDMDMEDMLD.

¢ Webadi cpeoions mb seumnsl eumm GPF or TPF advance amount & Close @& UwIeomLD.

*%* Webadi emwi human resource 6d 61&eoTm) advance migration 6o download @&iwie|Lb. download a&1LS
Webadi emw! open 61&IWLIQ|LD.

% TOCODE, DDO CODE, MONTH 61&n®&&6a|Lb. &hs SLgBHed month snBLILE L& péSWILD egeleTeufisd

er.&m: g6 GPF or TPF advance amount 1,00,000/- ersLimi peuLbum 2019 6d emmldh&SmT eTedtm)

MEUSHGIHE&HMETEeUMLD. SeudhemLw advance amount deduction 60 6uT6Xl6demeD 6T6OTMITED (LPSHEIT (LPSHEDITE

Webadi 60 uSGeunmLd 61&1LIwI G6u60or(BLD. 6T6M6MTM) 6T60160

7
0‘0

&1Gungl G 2020 eredtpmed... Webadi 60 LomgLD GLb 2020 660t Q&M (BEHSIAL (.
Employee number... GPF or TPF number ex:12045/ EDN ereo1m)| 61&M(B&H&6LD.

3

hS

K/
0‘0

ledry advance type, advance amount total recover amount &yevorBLD 66dTONS &([HHe Ger6voT(BLD.

3

hS

Recovery starts month meuLbuir 2019 total installment 10 or 36 or 24 eredrmyLd current installment meuLbLIrf]
60l(BIb&) eTevoTeufl6vTTEd 7 6ul installment er6dTm) 6UHLD 7 6T60TE ABMTBEHERYLD.

7
0‘0

Balance amount 6d &leuh&@ LoMaLD 5000 s sLb ereofled 7 installment &@& 35000 emumit Guns Lg
(peiTer 15 TensUNenerr HRIGH SLayLb.

0‘0

First or Last er60TD 605860 S6v0TIEen JSHTEUS 660TNIEW60T HI6DITLD.

K/
0‘0

First or Last recovery amount and recovery amount 2_siterm &e06860 &revorigenild 6@ amount euy
GeuevoT(BLD.

BIBsHE ACCOUNT HEAD &iflwing Search Q1&1L&I Q&T6TETELD.

SIBsHE Advance number SpHSTed LBWIe|LD. &eoemed eTedTmmed EgHemeu Eedem6D.

K/ 7
0‘0 0‘0
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Advance number 61RI& eT(BLILIG|?

Advance Number b gnaeor@eu Gumihbs Lied ereofleo HUMAN RESOURCE 6b 6\g60tm) Advance 6d

report ed organization based \FedTm) LOMELD Q&MBSHS download 61&1LIg SidedlpbHE advance BLDUIT
T(BSHSIHEBMETETEOND Slededg Advance - emp num - search GFUISHTED EUIBLD.

6¢H Geuemer advance BLDOLIT &6de0IMLDED upload EIFIILLD QLIMLPE already exsit 6T6dTM)| EUBSHTED LDMSHLD

Geum) 6dH LOMBHLDNS emeusGI report download eFILILIEYLD. SiFed advance HLDLIT S H&ELD.

R/
0‘0

Advance Number el&n®s g il_® oracle éd 6\&60tm) upload eFLIWIe|LD. 19601y GREEN COLOUR 6 upload
6T60TM)| EUABLD. .. B&60T LIDG SLD 2_6iTememex ST (LPSHSILILDTEOTS).

ADVANCE AMOUNT EMPLOYEE &@& 61&M600r(B 61(h&HeD

Webadi 60 uSGeummLD 61&1IF 6L med oL GLD GUSHTgl...

Advance 6b 61F60TI)| SLPSHETOTL. LIRSB6emaT Q1FLISTEd SMedr employee 601 deduction 60 amount euBLD
Human resource .... Advances ....Reports

1.ADVANCE MIGRATION - CREATE ADVANCE ereotm) report 60 8p&&LD. Slems clik a\&iig employee
LD 61&M(B&S submit 61§18 2L 6ot monitaring status request complete &,60THILD View output LIMT&&ELD.
SIGUNGI ¢H error eUdHLD ... SlewsLLDM Heuened GeuevoTLLD.

2. ADVANCE DETAIL - EMPLOYEE BASED ereo1m) report 60 &h&@&LD Slems clickegiiig employee mLbuIm
QEBMBSHE submit OFILI%H 2L 60T monitoring status request complete SL60T&ILD view output  LIMT&&EYLD.
AGungl Sibg employee eunmIBWeTen  SlemenTg gl advance detail 6udpLD... Siged HILD HHEUNSI
usGeummLb 61&1g advance detail 6ugpLD.

3.Advance detail - Organisation Based eredrm) report 60 H&&LD. Slews click Q&G LDTSLD O&TBSHS
submit ©&LIZI view ouput LMT&&EYLD. SILGUNGI Sibs SlQieuasded 2_eTem Slemevreurfleor Advance
detail 6upLD SiFed BHLD HHELINH LSGeuDMLD O\F1LISH Advance detail && Grona No ereTm) SHeELD.
4. ADVANCE MIGRATION - EMPLOYEE BASED TRANSFER TO PAYROLL (LOAN AND ADVANCES)
6160 BH&E LD BH6d Q\F6e0Tn) employee HLDLIT Q&MBHS submit OFILS 2L 60T monitoring status request
complete &LeOTHILD view output LMT&&E|LD. SILGLTE Sibs employee eunmmiBuemer advance amount 6ot
LDMSLD [BILD QFQISHSILD due amount SUCCESS 6T60TM)| QUIBLD. ..

85 4 LiiBemedsemerLD (Lpipssmed Hmeor ADVANCE AMOUNT DEDUCTION &@ 6dbLD)

R/
0‘0

R/
0’0

5. 8b5 4 [HemesemeiLLD (LPipsgl 6flLG .. intiator login 61&g PROCESS 6d 61560Tm) LIMTSST6D Siibg
employee 60t deduction amount 6ugHLD.

6. edrentiT result 60 lFe0TM)| Sib% employee uflemeot mark for recalculation &dpLb6LIMLPEI advance deduc
tion &G LOMHSHHEL enble SpE AGLD. ..

ADVANCE AMOUNT et INSTALLMENT [hLDLIIT LDMDMLD Q&I

R/
0’0

0

/7
0’0

6(BHEUIT [HEULDLIIT LDMGLD 2019 eXILPIT (LP6OTLIEDITLD QILIDMETETITIT 6T60TM)] 606USHSISBEIHBTETEEUMLD. SleUHEHE
G 2020 eb 5 eug installment ereotm) 6Ur Geu6TOT(BLD SIBMHGLI LBEOTE 6 Si6D0FI 4 6T60T BB
6r60fl60

Human resource 6d 6l§eoTm) advance migration 60 downlaod @&iwe|b. Download aFu1g Webadi emw
open 6&WwWe|LD. LoMsLD GLb 2020 ereur QBMBSHEI 6XIL-B Recovery starts Month Beulbum 2019 - &&
udeons 1e&LbUIT 2019 eredtm) LOMMfleotmed 6 6ug) installment eudpLd. ECs GumedTm GUINHS S LDISLD
LDMDMI&61&METeTeLD.

ledTL SiBS 4 LIIBemeDemILI QFILISTED HMeor installment number LommLD

ADVANCE AMOUNT PRE CLOSE @&tiw

R/
0’0

R/
0’0

IHMLD HeumnaL UM Sledeog LW dumm GPFof TPF advance amount 6060t (p(LPeMLDWITE close GIFLIL (PIQULD.
Human resource 6d 6l§eoTm) advance migration 60 download @&iwe|b. Download aFu1g Webadi emw
open 61&LIWeYLD. LoMgLD GLb 2020 66T O&MBHE! €ILG. .. dHeUT 10,000 eHLIMILI 6UMMRISBIL|ETEITIT 6760160
starting month meuLbUIT 2019 er60TM) eMEUSZHIHESBMeTGeuMD. GLb 2020 euemy 7 installment euBSDSI.
SILGUI eT60TEDT QFILILIEGU6DAED current month LOMTE 2020 60 5 installment 6udBLD LDAGLD emh. 2000 erevfled
5 ngsHeo Slbg advance close Sh@LD. &g Gunedtm) oML mHfledi G balance amount 6d O erevTs
e&nBsS LG advance number Q&MTGSS update QFULILIOLD.

feot Sibs 4 LIRBeneDemIL EIFILISTED HTeor advance close &hGLD.
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GPF RECOVERY CORRECTION
snHGung GPF or TPF advance amount seupns &wmbsnGeon, LBwgsns advance eUDDLILILL
CIBMEMEILIMETTEI recovery Shseedemed ereormmayibinstallment number oMHMLD QFUIWLI Geu6toT(BLD 6T6TMMEILD
SLpsevoTL. auLSlLpemmuiieneot HNedTLIDM)IS.
INITIATOR LOG IN || HUMAN RESOURCE || ADVANCES |- | ADVAN CE MIGRATION

A
| CREATE CALLWEBADI | «-[  GTN ADVANCE

CORRECTION WEBADI

1./6LD&I SlQeuenas860 GPF Advance sunmmiBwieurrae eLwim Automatic &hs euBLD.
2.Request Amount &[p&@&LD
3. Slmded srfluiment correct request amount HaHs
4. Outstanding Recovery amount &p&@&Lb
5. Slmpdeo giflwimeot Corrected Outstanding Recovery &@®&
6. Consolidate amount
7. Slmdev giflwimeot Consolidate amount &@Hs.
8.Principal Recovery Starting Month
9. &mdev grflwineot Principal Recovery &@hs.
10. upload e&&
11. 19601 Payroll --- Process --- check Li6ooTetoT6)|LD.
12. Amount Change &y& &dp&@LD
Give Mark Calculation &g Frerdlwimeot eupl (pemm
ADVANCE Upload a&iileuged E;bﬁm' 5&LD LpFHAemeoraer
1. Advance upload @&iwb Gung already exist eTeoT 6uIHLD
2. Advance upload &}@&Lb Shevted Process 6d eupmg
3. @ sLemeusEGLD GLped upload eFwLIL|LD Gumg) already uploaded more than one times 660t 6u(HLD.
4. 10 Gups@Ld Gbed upload @&LILLD Gungl Fleo Cu@pae upload ELGLD Hleo CLIHEES SH&ENSI
5. dleo Guehs®E Process 6d &ML (BLD result 60 6upmgl.
85n0& i) Hnedr ereirenn?
1. Webadi 6d upload &8 Success 61601 6UESTE0 SlemetTSHGILD Frfling S HbHSHILD eugeiledemed 6Tevfled 6(H
meT Wait esgiel @ unmsseLd. e Gmpmisefed Late Sp& enable ShGLb.
2. 8sn® fnmbs snETs Siey Bulk dues and deduction 6d upload G\&LIL|rBI&ET
3. ergieyLb &ifl eugeisbemev erevfled TICKET ID smeor
HBAFBF
611 BLBLD (LpedT LietoTSBhaeot LngisLiibameot B issL 1% Sheorgl dues and deduction ed 6\FLISTeD
GungILDmeDTEI.
ELEMENT ENTRY DELETE €\&uieug ereiieunmi?
seupns LHGeUDHDLD OFLIWINILLL @6 element & delete OFILILI SLD&HETOTL. GULPILPeDDUIEMEDT IFILIS
| INITIATOR LOG IN |
J
| FINANCE |
J
| PAYROLL PROCESS |
J
| ELEMENT ENTRY DELETE |
)
| EMPLOYEE ID | ---Go
|2
| ACTION | --- Create
¥
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EFFECTIVE DATE

| --- Month Start Date Must 01.08.2020

1)

SELECT ENTRY SEARCH
| DELETIéN TYPE | --- Purge
| REIVI¢ARK | --- Type any
| REViIEW | | APPI:OVED |
| SUBMIT TO¢ VERIFIER | | SEARCH N;)TIFICATION |
| GO TO VERIFIER || GO TO APPROVER |
| SEARCH NO¢TIFICATION |- | VERTIFIED |

#leo Crupmiseried (LpedTm) [HemeD&ETESHE 61F606DILDED Sigmeugl approver group eugmbed 6Gr level ed
approve &h& eXl(BLD.
Gmeagmesteor DUES & DEDUCTION SlemetigBementu|Ld siflunisgl e salary bill gwim
eFLIWGeu6evoT(BLD.
SALARYBILL

INITIATOR LOG IN

i

FINANCE

\

PAYROLL

!

PROCESS

--- Dues and Deduction &fl unm&&e)|Lb

)

RESULT

| --- Dues and Deduction &ifl LimiiéseyLD

2

GENERATE BILL

2

| GO TO BILLS | FORWARD TO TREASURY
l T
| SELECT BILL NUMBER | SELECT BILL NUMBER |
y 1
CLICK DETAIL [ GOTOAPPROVE LEVELBILLS |
U T
| FORWARD OR CANCEL | | APPROVE THE BILL |
T 1

FORWARD TO VERIFIER

| CONTINUE ACTION CLICK

)

T

LOG IN VERIFIER

| | CLICK NOTIFICATION |

U T

| CLICK NOTIFICATION || LOG IN APPROVER |
v T

CONTINUE ACTION CLICK - | VERIFY THE BILL |
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SALARY BILL FORWARD 6\&tiiu b elumipgl euhd ERRORS :

1. 1960 generate 61&1L1S 2 L 60T L6 HLDUIM 6uPMLDED dHib& Monitor status request ed check Lievoteomid Gung)
gsneugl edb employee &@ Position id error ereor eubsMed Sibg employee &@& Post continuation order date
WPRBSHHSLD SIGLINE 6T60T60T O\FIILIEIEDA6D

GTN POST TYPE
INITIATORLOG IN__ |- FINANCE - PAY ROLL = | AND HOA UPDATE WEBADI

1. 8ems Open 61&Lg Employee Permanent of Temperory ereor Post Type update 61&IwI6mLD.

2. Corrected HOA update @\&iwieonmb

3. gflwmeor G.O mLDUIT Type QFILIGI & TET6ETEDNLD

4. HOD onpml&e6\smeTernedid

5. Post end Date erettLigy Post continuation order end date &emg extend 61§11 T6d GUMGILDTEOTSI

6. Update e1&1g eX-® Mark for Recalculation esn®as CaHemeuuiedemed. Bill Generate & L&M6d GLITGILDTEOTS).

DB Code error 61601 uL&med

1. Gmegneoteot aubluiieo eiFeoTm) HOA update Q\&ILIGTED GLITSILDTEDTS.

INVALID ACCOUNTING COMBINATION

PLEASE VERIFY THE ACCOUNT HEAD MAPPED

PLEASE VERIFY THE RECOVERY COMPONENT SCHEME

Gumedtm Error eubsmed Employee &@& Recovery 60 arrear ggmeug 191psSmLIGUMLD. Sieurfledt arrear &&
2_evorLieor HOA seumn&s e&nBsHmLGUNLD. Slens &ifl aFiLgTe0 GUMEILDTEOTSI.
Bank Account seum) erevfied eralieuTm) LOMDHMICUSI 2
6UMIBS&H600TES 6T600T LDHMILD IFSC Code &eum) 6T6vfl6d SLDS6TITL6UMM)| E\F60TN)| CURISE HEU0THE

6T600T6ME00T &l QIFLLILLIGDILD.

| INITIATOR 1D |
)

| HUMAN RESOURCE |
J

| EMPLOYEE PROFILE |

T 1. BANK A/c NUM
BULK BANK DETAIL CREATION & 2.IFSC CODE
UPLOAD WEBADI 3. NAME AS PER PASS BOOK
1 4. EF.FETIVE DATE---. wng;,&,ﬁsifr @g,eb.,lbrreh 01.08.2020
CLICK - DOWNLOAD |% Seupemn update EOFIIZ O\&GTETETEOMLD.

Download Webadi 6b &Lp&evor_emeu enable Sh@LD
SALARY BILL - ATTACHMENT eupefiébemed erenfieh er6drer G1&uiu 2
FLDLISMLILIL QU 16D SWIMTT 615G SIHERE0SDDS SlenliL|Lb Gung attachment 60 STATEMENT, ENFACEMENT
SCHEDULE, ECS ey Geuevor(BLD. 6ur6sledsmeD 616vfled SLDE600TL. 6ULS(LPemDUN6mEDT QFILISTED SevoTieLILIME L6d6dlsd
attachment eugpLD.
| INITIATOR ID |
y
| FINANGE |
y
| PAYROLL |
|
| REPORTS |
)
| CLICK --- ENFACEMENT |
y
| GIVE BILL NUMBER - SUBMIT | --- MONITOR STATUS REQUEST COMPLETE
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865 Gumedtm) eredtenT attachment eugeXlebemepGIm Sleubemn &I run EFILSMeD Lededled attachment Sps
OpBeiBLD. 86y Guneotmy Payroll Statement, ECS after bill generation, Statuary deduction GUedTDeUDEmD run
eFIw Geuevor(BLD.
Attachment eugeficoemed ereor Lilebemed Cancel O\FILILI BeuesorLimD.
Outer attachment @&t L9l6d detail SiqpdB6d Print er6dTm) BH&E&LD Slews Cilck 61§ Ted outer download
Sh&LD Slews attachment 6d attach €& eflLe)Ld.
HeUMIHeoNs attachment &edeoroed Llledemep Approver euemy Forward asLgeGLLD erevfled Lilebemed
Cancel e\giLiw1 GeuevorLmLb. Ledemen Treasury &@& Forward Q&LIWL|LD (Lp6DTL| &nL Initiator 60 E¢pbEH Run O FLISTED
attachment &,&e(BLD.
Retrurn Ecs S}h6e0TTed 6T6dT60T OIS
1.6uMmIBs 60016 6T6vor LOMMILD IFSC Code seumne &dbh& Amount return &heoTed 6T60T60T C1FILIEUS
eTeofled, @M edH L16dedled 15 employee eTevfled WIMIHEML LI 6UMEIS &H600T&:E erevor LbHMILD IFSC Code
seunns mHsCsM Sleurfleor amount LLGELD return Sh@&Lb.
2.Return Ecs &1 L96beomentg SlBss LOMSLD 5 - b Gaded GLoed E-Payment Returns éd Return
BN HEBSLD.
3.Return Ecs &}eu1 L96d60meo1g! L5600T(BLD SHeumne SbihSTed 616H6me0T (Lpemm BeuesorBLD 6TedTmmeyILd
Cancel egweontb. Cancel 616118 6D LBeoorBLDE-Payment Returns 6d Return y8ulbé@L.

| INITIATOR LOG IN |
7
FINANCE
7
| E PAYMENT RETURNS |
7
| GIVE START DATE& END DATE |
U
| BENEFICIARY-EMPLOYEE |
U
| SEARCH BILL NUMBER |
T

1. Return ECS win@p&@ eréorm) LMMSH& eLG Sibg employee
bank detail upload 6\&1&.

2. Bpg--- WPHewSW DN55H60 CHEMUISSBE.

|}I 3. Bank detail upload 6&% UIDG

| AMOUNT SHOWS
| ) | | FORWARD TO TREASUARY |
GO TO RETURN ECS
7
y | SELECT BILL NUMBER |
| SELECT ONE BILLORALL | T
7 |  GOTOAPPROVELEVELBILL |
| GENERATE BILL | T
T | APPROVE THE BILL |
| GO TOBILLS | 1
T [ CONTINUE ACTION CLICK |
|  SELECT E-PAYMENT RETURN | 1
T | CLICK NOTIFICATION |
)
| NEWBILL NUM?ER GENERATE | | oG N APPROVER |
7
| CHECK BEi\lEFICIARY | | EREVTHEBILL |
1
| FORWARD T¢O VERIFIER | [ CONTINUE ACTION CLICK |
7
| LOG IN VERIFIER = CLICK NOTIFICATION |
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NSD RETURN ECS :
1.56umIHe0ms NSD Account Number &bb&I Return ECS &hevtred mLbibmed Bank Account Number
Sleveogl IFSC Code Gwim &l a\FIWL Swieong;.
2. Ticket ID e&n®Gsg sneor &ifl agw Geuevor(BLD
3. Bank Account Number Sisbeogl IFSC Code &l 615118 19m& Resolved éreot aubsSILD Lil6dedled
elFeoTm) Bill Line 60 Check 618111 6\&meTaTeyLD.
4. snGugl RBI 0lipba CoiflemLiins eumid &eoorsd erevoretolih@ seeusTed NSD Account ed 6Tbs
SlIeuesSH0 S(HH LIeturd grlwigl eetsesmwngl. Sp&Geu Salary Claim &peorgidb NSD Schedule
Society 6D &(H6UZI [HEDEOS!.

RETURN ECS BILL @ 1 601 eredreor ATTACHMENT 6\&iiwi Geevor(BLb.
1. FLbLIeTLILIL 1R 16D Sledeng Geum) Liled return Speormed LilebanIL 60T outer, statement, ecs eneusEGeLETIIBLD.
2. NSD Return &heotmebd LiledguiL6ot outer ECS emeus&Eeuenor(BLD.

ARREAR BILL PREPARATION :
6B LevoflLImen(h&é@ Bealemeus61&Tema Incentive arrear, Increment arrear, Selection grade arrear
Special grade arrear, Transfer employee arrear Gumedtn [BaaiemeusesTemsuleneor Offline Software 6d
erexeumm) 6D SWINT EFIIGI BHeu,05P60 FLMUINIBETEHNGLT SIGs Guretmgl Seor IFHRMS eb.
1. @b LDMSLD gHMEUSI 6 SHMTCTOIHEDHBNES 6(H LIeTolINeT(hé FLoLETLD eiunm)| Sredledemnen 6r6vfled
Olgement Salary arrear 6d GUNBS.
2. Transfer 6b eqp station 60 &rH&I LLHEDMTT station &@& eudpLd GuTg SIES LNGHHSED Lil6d
gLmiSsaLILLTLmed LBl station ed erggHement e Lisoofll LflbamGrm Sibs B &Eh& e 2rSUILD 6U(HLD.
SIB5H&l LoNEHHHe0 LLLpuied FMLINISsLULIGLD Gung Salary arrear 6d Ll6d H(He.
3. Epayroll 6b 2_siteng Gumedtm) Partial pay IFHRMS 6b &ebemen.
4. Wngneugl QmeUHES 6dH HeT 2efuild LessLd, Strike Period Guredtmeummin@ L91p&SLD G\F LI

| INTIATOR LOG IN |

y | GIVE MARK FOR RECALCULATION |
| HUMAN RESOURCE | 7

: | UPLOAD |
| LEAVE PROCESS | 7

y UN AUTHORIZED LEAVE OR
| WEBADI DOWNLOAD H UN REGULARISED LEAVE ENTRY

5. Salary Arrear Lbmm arrear &Eb&smeor dues and deduction SlementsgIlb RETRO eTe0&601$MLBIGLD.
6. DUES and DEDUCTION b Search @&tub Gumg RETRO DUTY PAY, RETRO DEARNESS
ALLOWANCE, RETRO MEDICAL ALLOWANCE, RETRO HOUSE RENT ALLOWANCE ereor Select e\&tiiwieyLb.
ARREAR 19606Dl6D 61601601 Q\FILILIGSR LT ETQUNEDD E1&FUILIGOMLD

1. Arrear bill Gur@®Ld Gungl gsmeugl b dues and deduction LbMHBGI eXILB Process 61&ig eXl-GLLD.
erevfieb LSevoT(BLD Sevflwina MBLb mbg dues and deduction &@ batch create Q&g process QFILIGTED
&pevor(® OLWIT 6UdHLD, LI6d Hevfigsenfiing eudpLd. Sp&Geu &5N& &L GeueroTuigl.
eTe0TeuTEI6U6DNED Sih% dues and deduction SlemevtsHemevTiL|Ld delete QFILIG LB LBWSHTS
batch create Q&g Process a\&w Geuevor(BLD.
2. a155H6EM60T GUIBLEBMG arrear GUILLTAILD &fl Slede0g) eT&HSHEME0T LDNGHHBNG Arflwim GumLLmegid
&ifl LD 61hg LoneHHe0 Lled swinm asECDIGLT Sibs NHHems SHIEeUtTT(BLD. 2 _HTIETTTSHSDE
2017 ggevreurflufled S QaHeUHSHS arrear GUTL GeuetorGLD 31.08.2020 6uemy 6revfed, O1FLILLDLIfled
ed Wi 6\&ILIBoTEDLD 6T6dTMMEd batch create QgD Gungl create date 01.09.2020 sneor I
Geuetor(BLD.
3. Pay Roll and result 6d @&LILLDLIT LDMSLD L9160 SWIMT 1FILIEUSTED OFLILLDLIT 2020 6T60T &([hés
GeuevorBLD. Arrear bill GunBeusm& Pay roll run egw Geuevorigu SleudliLbledemned.
4. Gy LNeSHHD QHEUMHSS 2.3 g6t 5 arrear bill &L GumLeonLb. ereleunm) eTevfled (LP&H6dI6d 6dH
arrear Lfled Gum® el (B Sigemeot draft 60 emeug gL B SIBSS Llebemed G Geuevor(BLD.
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5. SI(B5g L1960 GunBLD (peot Element entry delete 6b e1560tm) retro exfléd GuMLLILLL SlemevTsHgl element
delete aFgIeAL B new batch 6d Create new entry e&nG&g upload aFuw Geuevor(BLD.
6. Dues and deduction éb Existing entry ed upload Q\FILIWLIGEnLTE.
7. Amount double, triple &8 euHB60TDS) 6T6vfled Process 6d Retro arrear erédrm) 6udheuems Check
eFLILrRIseT. Amount srflwins &mmbgned mark for recalculation Q&NEMRISET. HeUDTH SHHSMED LW
&M1& LEGAUDDLD CIFILIL|RIGET.
8. &b Arrear L6bedled e60TMI&E GLDMLILL employee &nl select Q&FLIWLI SwieyLb. 4 GUHES CesS!
6@y Arrear Lfl6beoms GUIMTL6DITLD.
9. Bemevtalileb E\&MaTeMELD H6UM) 6T6vfled Arrear 60 Delete DL BGLD Q&LILIGEU6TOTBLD.
ARREAR FLOW
Step - 1
| INITIATOR LOG IN |
1)
| FINANCE |
|
| PAYROLL SERVICE |
\)
| MONTH -~ CURRENT MONTH |
|2

| NEW ENTRY |
J
RETRO PAY, RETRO DE, RETRO HRA
RETRO MA...dtc | APPRTOVED |
l
| SUBMIT 70 VERIFIER | SEARCH N?TIFICATION
0
| GO TO VERIFIER | | GOTO A';PROVER |
J
| SEARCH NOTIFICATION | — VERIFIED
Step -2
| INITIATOR LOG IN |
T
| FINANCE |
7
| PAYROLL |
7
| PROCESS |
T
SELECT — EMPLOYEE
| . | | SELECT EMPLOYEE |
| PROCESS--SUPPLEMENT RUN CLICK | g BITLL g
. 7
|  SELECTSALARYARREAR | | |
| T | SUBBLEI\4IENT BILL
SUBMIT
n GENERATE BILL
MONITOR STATUS REQUEST T
COMPLETE - | CHECK RESULT |
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SUBMIT

T | FORWARD TO TREASURY |

MONITOR STATIS REQUEST | clexoETL |

| SoToBIS | | _coTo APPROVER LEVEL BILLS |
| CLICKTDETAIL | | APFT’ROVED |
SELEGT APPROVAL GROUP | cLick CONTINUE ACTION URL |

| A RTINS | | SEARCH NOTIFICATION |
| FORWARD | | G0 TO APPROVER |
| GO TO V¢ERIFIER | VETRIFIED |

\

| SEARCH NOTIFICATION =S | CLICK CONTINUE ACTION URL |

ARREAR BILL e erédreor ATTACH 6511w Geuesor(BLd
sLLMULDTE Proceeding, Calculation Sheet 1iéb Forward e&iwb Gungl SemevorssLiLL. Geuevor(BLD.
8560t Salary L9edauIL 60T 6uHEBEOTD Attachment eu(BLD.

Ex EMPLOYEE & Arrear Bill Gum (pigujLom ?
ExEmployee &@& b arrear 1960 GuL Swiggib. Gomegnesteorg Gumeo@eu mHLb dues and deduction 6d

615601 SleMEUTHSILD Retro 60 Q\FedTn) LSGEUDDLD E1FILILIGEU6TOTBLD. Lil6dTL

Step - 1

| LOG IN INITIATOR |

| T | | FORWARD TO TREASURY |

FINANCE 7

) I CLICK DETAIL I

| PAYROLL | 2

| y | [ GO TO APPROVER LEVEL BILLS |

PROCESS 7

L | APPROVED |

[SELECT EMPLOYEE TYPE - EX EMPLOYEE | 7
1 [ CLICK CONTINUE ACTION URL |

[PROCESS--SUBLIMENTARY RUN CLICK | 7
v | SEARCH NOTIFICATION |

[ SELECT SALARY ARREAR | >
J

| SUBMIT | I GO TO A?PROVER I
7

MONITOR STATUS REQUEST COMPLETE ] l VER'TF'ED |
7

| CHECK RESULT | [ CLICK CONTIN*E ACTION URL ]
0

[SELECT — EMPLOYEE TYPE- EX EMPLOYEE | | SEARCH N(%T'F'CAT'ON |
7

| GENERATE BILL | | GOTO VTER'F'ER |
7

I SUBBLEMENTARYBILL | | FORVTVARD |
1

I SELECT BILL GROUP | I VIEW ATTAEHEMENTS |
1

I SELECT EMPLOYEE | I SELECT APPROVAL GROUP |
1 1

[ SUBMIT | [ CLICK DETAIL |
7 T

MONITOR STATUS REQUEST COMPLETE | — | GO TOBILLS |
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Gmeagmesteor euLlpemmaemartLl LeotumS| eThg arrear Lledeons Spbmaid GUmL_eomLd.

SURRENDER BILL PREPARATION :

[HETOTLITE&E6IT [FLDSI &H600TESH6D 266N HilSSLILLTEH eNBGLpemnm 15 Sledeogl 30 HL.&emeT SlJ&ied
QLILIEDL S| LIGTOTLILIEDEITEEMET QILIMIEUSDE SHLPS600TL UMM L6 SWIMTT C1& LS.

STEP : 1

| INITIATOR LOG IN

\

| HUMAN RESOURCE

U

| LEVEL PROCESS

\

| SURRENDER LEVEL

\

| EMPLOYEE ID -- GO -- CREATE ACTION

| REVIEW |
v

| SUBMIT TO VERIFIER |
V

Create 6&MB&s 2L 60T Employee leave balance GgmeormyLb. .. Siged
BLDGI Leave balance &emmeuns &mbsned Leave Pracessed O\560TM)
Webadi eLpeoLb Leave balance update @&iiw Geuevor@BLd..  9D&
employee type ...regular employee ereor O\&M[B&ES Geu6et0T(BLD. .
YleoT] e ement miem Surrender 61&LEGDMELOT 15 Sledeog 30
mrerT select &1L Geuevor(®BLD. BLDGI Surrender date default &ha
OIgIGeu eudpLD. erLiLip erenfleo DDO Templete 60 HMD Q&MGSS!
2 _atengl. GMILIL: Due date of Surrender UlbsmengHeo Edit &g
C\GBITEITEITEDITLD

| GO TO VERIFIER [ | APPROVED |
D D
| SEARCH NOTIFICATION || SEARCH NOTIFICATION |
7 D
| VERIFIED [—| GO TO APPROVER |
Step -2
| INITIATOR LOG IN |
T
| HUMAN RESOURCE |
7
| LEAVE PROCESS |
7
| SURRENDER LEAVE SANCTION |
v
| EMPLOYEE ID--GO ~CREATE - ACTION |
y
| EMPLOYEE REQUEST ID SEARCH |
4
SANCTION AUTHORITY, ORDER
NUMBER, DATE
y
| REVIEW |
y
| SUBMIT TO VERIFIER |
y
| GO TO VERIFIER | APPROVED
y 7
| SEARCH NOTIFICATION || SEARCH NOTIFICATION |
0 1
| VERIFIED > | GO TO APPROVER |
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Step -3

| LOG IN INITIATOR | | FORWARD TO TREASURY |
| FIN:NCE | | CLICKTDETAIL |
| PAYIiOLL | [  GOTO APPROVTER LEVELBILLS |
| PROéESS | APPRTOVED |
| SELECT ---¢EMPLOYEE | [ cLcK CONTINEE ACTIONURL |
|_PROCESS -- SUPPLEt/IENTARY RUN CLICK | | SEARCH NgTIFICATION |
| SELECT SURRéNDER SALARY | | 6.GO TO ATPPROVER |
| SU;MIT | ] VERIFIED |
IMONITOR STATUS R¢EQUEST COMPLETE | | cLick CONTINIJE ACTION URL |
| CHECK¢RESULT | | SEARCH N(ITIFICATION |
| GENER:\TE BILL | | GO TO \IERIFIER |
| SUBBLEM E¢NTARY BILL | FORJVARD |
| SELECT BI¢LL GROUP | | VIEW ATTATCHEMENTS |
| SELECT E¢MPLOYEE | [ SELECT APPFIOVAL GROUP |
| SUETMIT | | CLICKTDETAIL |
MONITOR STATUS R¢EQUEST COMPLETE | = | GO ToT BILLS |

8pemmufGed Surrender Bill GumL Geuevor®BLD. Surrender eThg LOMHSHHE0 2_6TenGHT Slb LONSHHHED HT60T
Lleb GumL Geuevor(BLD. SI(BSHS LoMGHHed GUTBLD eumLpgl Surrender Date onpileiGLD
DAARREAR:

mevorLT&Gem DA 6 LoMBSSMNE 6(dH (PewD eULPRISLILIBeUE. SDEUTE IFHRMS 6d Automatic calcula-
tion eveongsmed Manual Sy&&smeot Liled HwimT aFILIGEU60oTGBLD.

STEP :1

| INITIATOR LOG IN |

| FIN:NCE I

| PAYROLLTDROCESS |

| DUES AND D¢EDUCTIONS [ ] APPROVED |
| CREATE¢ BATCH | SEARCH NOTTIFICATION |
| RETR¢0 DA | GO TO APTPROVER |
| SUBMIT \¢/ERIFIER [ ] VERIT:IED |
| GO TO V¢ERIFIER =y SEARCH NOTTIFICATION |
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STEP:2 - BILL PROCESS

| LOG IN INITIATOR |
T

| FINANCE |
| L | | FORWARD TO TREASURY |
PAYROLL D

L I CLICK DETAIL I

| SELECT EMPLOYEE | 1
L [ GOTOAPPROVER LEVEL BILLS |

[SUPPLEMENTARY RUN - DAARREAR| 7
L | APPROVED |

| SUBMIT | 7
7

MONITOR STATUS REQUEST COMPLETE | [_CLicK CONT'NLTJE ACTIONURL |
i

| SHECK RESULT | | SEARCH N?TIFICATION |
]

| GENERATE BILL | I 8.GOTO ATPPROVER |
7

I SUBBLEMENTARY BILL | | VER'TF'ED |
0

[ SELECT BILL GROUP | [ CLICK CONTlNLTJE ACTION URL |
0

I SELECT EMPLOYEE | I SEARCH NaTIFICATION |
0

I SUBMIT | I GO TO \/TER|F|ER |
1

MONITOR STATUS REQUEST COMPLETE | I FORVTVARD |
l

I GO TOBILLS I | VIEW ATTACHEMENTS |
0 D

I CLICK DETAIL | = | SELECT APPROVAL GROUP |

6)(HLD &ME0SBH6D (Lp(LPemLDWINES IFHRMS 60 Slemetts gl LI 1pu1608@TbLD FLDMLILlS&ILGLD eiumpgl DA arrear
automatic &,& eu@HeUg CUITETT) LOMMILD.
PONGAL BONUS :

mevorLIT&Ger eLNmI&Eed XD Lslems 2ergu b euLprRIGeugl Group C opmid Group D uesofiwimert
@& L BGLD. Sigm@ IFHRMS 6d ereueumm) 1960 SWINT 6\&1LI6US 6T6vfled
STEP : 1

| INITIATOR LOG IN |
7

| HUMAN RESOURCE |
y

| GTN PAY SERVICE |

T 1. Period (Financial year --- 2020)

| PONGAL BONUS | 2. DDO - Search
1 3.0ffice Enabled

| PONGAL BONUS PROGRAME -- CLICK | 4. Report flag --- Process with Report

| CONTINUE | APPROVED |
Y 1

| SUBMIT | SEARCH NOTIFICATION |
y 7

| REVIEW | GO TO APPROVER |
y 1

| SUBMIT TO VERIFIER [ | VERIFIED |
y B

| GO TO VERIFIER = | SEARCH NOTIFICATION |
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Step -2

| LOG IN INITIATOR | | FORWARD TO TREASURY |
| FINA¢NCE | | CLICKTDETAIL |
| PAY;OLL | [  GoTO APPROVTER LEVELBILLS |
| PROéESS | APPRTOVED |
| SELECT --- PO¢NGAL BONUS | [__cLick CONTINBE ACTION URL |
|_PROCESS - SUPPLEK/IENTARY RUNCLICK | | SEARCH NgTIFICATION |
| SELECT P0N¢GAL BONUS | | GO TO AIIPROVER |
| SUI;MIT | VERIFIED |
MONITOR STATUS R¢EQUEST COMPLETE| [ cLicK CONTINLTJE ACTIONURL |
| CHECK¢RESULT | | SEARCH NgTIFICATION |
| GENER:TE BILL | | GO TO VTERIFIER |
| SUBBLEME¢NTARY BILL | FORVTVARD |
| SELECT B|¢LL GROUP | VIEW ATTATCHEMENTS |
| SELECT E¢MPLOYEE | [ SELECT APPRTOVAL GROUP |
| SUB¢MIT | CLICKTDETAIL |
MONITOR STATUS R¢EQUEST COMPLETE [—> | GO ToT BILLS |

6 Ceuemar WINImeus QIHeUIHEE euTeieoemed Sleoeogl Ex employee &@& Pongal bonusGuimL Geuevor(®BLD
ereofled dues and deduction 6d 6lFedtmy Emp bonus ereotm element upload 6\&iig GLome\smedTeor Process 61§
Geuetor(BLD.
FESTIVAL ADVANCE :

6EUE6UMTH LIGOofiWIMeNdhLD SIpdledr 6XILPM (LPEOTLIGTOTLD QILIMI6UMIT&HET. QLMgeuTs Sumeuef DOHMILD
OUNMMRIBEISE SlPsSleneied pedTLI6ILD GaMmdpeuTaeT. eXILPM (LPETLIETIND 6LNIEUSDHES SLpSTamD el
Wpemmwiemeot LleoTLIHMEYLD.

Step -1 [ ADVANCE DISBUERSEMENT APPROVED |

| INITIATOF LOG IN | | CLICK PTENCIL |

| HUMAN RESOURCE | | ADVANCE NUI\/IBER CREATE |

| ADVANCE | [ INDIVIDUALEMPLOYEEDD |

[ OTHER ADVAN%E APPLICATION | | CHECK IN ;DVANCE |
1

FESTIVAL ADVANCE INITION & | UPLOAD WEBADI - FLAGGED ROWS |

SANCTION BULK ENTRY
)

7
|__EMPLOYEE winré; (pebuetonn | — ComaiGLIT Slauiaenss
| SELECT FESTIVAL - NAME | =MELOYEE L TE e :

T L@ Order GUMLaLD
| WEBADI DOWN LOAD [N ENTER SANCTION ORDER | --- NUMBER & DATE
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Step -2

| LOG IN INITIATOR | | FORWARD TO TREASURY |
| FINA¢NCE | | CLICKTDETAIL |
| PAY;OLL | [ GOTO APPROVTER LEVELBILLS |
| GENER:\TE BILL | APPRTOVED |
| NON SAL¢ARY BILL | [ cuicK CONTINBE ACTIONURL |
| FESTIVAL¢ADVANCE | SEARCH N(;TIFICATION |
| BILL GROJP SEARCH | | GO TO AIIPROVER |
| SEA¢RCH | ] VERIFIED |
| SHOWS E¢MPLOYEE | | CLICK CONTINIJE ACTIONURL |
| SELECT éMPLOYEE | | SEARCH NgTIFICATION |
| GENER:TE BILL | | GO TO JERIFIER |
IMONITOR STATUS R¢EQUEST COMPLETE| | FORVTVARD |
| GO To¢ BILLS | VIEW ATTATCHEMENTS |
| CLICKTDETAIL | [ SELECT APPRTOVAL GROUP |

eXlLpIT (LpedTLIEDOTLD euMMRISI LDMSSP0BHE IFHRMS 60 Automatic &p& LliggsLd GLomesmeTerLILIBLD
6® Ceuemer Lligs LD GLomesmeTeLILIL6Xledemen eTevfled Webadi LILIEOTL(BSHS6YLD

Error - stale data ereotm) error eupsmed
LSevor(®BLD Log in 6\&LIweyLD .
Log in &hseedemen 6Tevfled Browsing
History Clean e\gig edlI® Log in
GIFLILIEYLD.

6ThS Lied HwiT esHmayLd Process 60 Check 61&iLg 6XIL(B Result &@& 61860606 LD.
6ThS L0 Hwimm essmayLd Monitor status complete 6T6oT 6UBSHEYL60T HTEOT DI(BSHS [HENEVHE
61F6060 BeU6eDoT(BLD.
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GPF ADVANCE

GPF Temperory advance L16db GUNGeUSNHS H60TS [Heme0sH6T 2_6engl. &b HTeoTenIL|LD

QFLGTeD Smeot Liled &Frfluims eudpLD.
1.PF INITIATION ENTRY
2.PF SANCTION ENTRY
3.ADVANCE DISBURSEMENT
4 BILL PROCESS

1.PF INITIATION ENTRY :

| INITIATOR LOG IN |
v

| HUMAN RESOURCE |
v

| ADVANCES |
v

| PROVIDENT FUND APPLICATION |
v

| PF INITIATION ENTRY |
v

| ADVANCE WITHDRAWAL TYPE
7
| BALANCE AS PER ACCOUNT SLIP |

7
| DEPOSIT & REFUND |
7
| SUBSEQUENT WITHDRAWAL |
7
| PF BALANCE AMOUNT |
v
| REQUEST AMOUNT |
7
OUTSTANDING RECOVERY AMOUNT
U
| CONSOLIDATE AMOUNT |
0
| PURPOSE OF ADVANCE |
7
INUMBER OF INSTALMENT --36 Or 24 |
0
| SUBMIT |
v
| REVIEW |
0
| SUBMIT TO VERIFIER |
T
GO TO VERIFIER

SIEDGE: 14

-- (Balance View &@Lb or update)
-- Default &4& eugHLD

-- Default &8 6uHLD

-- View Automatic

-- Enter

-- Default &8 6uHLD

-- (Consolidate amount edit Q&g O\&m6TEmEDITLD)

-- Select

APPROVED
T
| SEARCH NOTIFICATION |
1
| GO TO APPROVER |
?
| VERIFIED |
7
— [ SEARCH NOTIFICATION |
41

Head of account &flwing 2_etengm ereor
Enfacement &6d &medT &IflLINT&S (LPLRULILD.
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2.PF SANCTION ENTRY :

| INITIATOR LOG IN |
L

| HUMAN RESOURCE |
L

| ADVANCES |
L

| PROVIDENT FUND APPLICATION |
L

| PF SANCTION ORDER |
L

| ADVANCE WITHDRAWAL SEARCH |
U
[EMPLOYEE REQUEST NUMBER SEARCH | —>
v
| SUBMIT |
v
| REVIEW |
v
SUBMIT TO VERIFIER
v
| GO TO VERIFIER |
v
| SEARCH NOTIFICATION |
v
VERIFIED
v
GO TO APPROVER
v
SEARCH NOTIFICATION
v
| APPROVED |

3.DISBURSEMENT ENTRY :

| INTIATOR LOG IN |
v
| HUMAN RESOURCE |
v
| ADVANCES |
v
ADVANCE DETAIL
v
[CLICK ADVANCE NUMBER (Pensil Mark| —

AUTHORITY NAME - Type

ORDER NUMBER - Type

ORDER DATE - Type

SANCTION AMOUNT - EDIT & ¢pigu b
OUTSTANDING RECOVERY AMOUNT - Default
CONSOLIDATE AMOUNT - EDIT 6\&iiiu (piguiib
No.OF INSTALMENT --- 36

MONTHLY REFUND --- VIEW

DISBURSEMENT ENTRY CLICK
SEARCH ADVANCE NUMBER
INSTALMENT NUMBER FINAL -- Default
BENEFICIARY TYPE - EMPLOYEE
BENEFICIARY NUMBER - SEARCH
INSTALMENT ---36

DRPGTA - &empim
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SUBMIT
l
| REVIEW | APPROVED |

v
| SUBMIT TO VERIFIER || SEARCH NOTIFICATION |
v 1
| GO TO VERIFIER || GO TO APPROVER |
v D
| SEARCH NOTIFICATION | > | VERIFIED |

4.BILL PROCESS :

| INITIATOR LOG IN |
U

| FINANGE |
v

| PAYROLL |
v

| NON SALARY BILL |
v

| GPF TEMPERORY ADVANGE | Non - Salary L6bgI6:@ &HEOTIRLILING
A Attachment @&lwl Geuevor(BLD.

| EMPLOYEE NUMBER | Ex. Proceeding, Vouchers......
y

| SEARCH |

v
| GENERATE BILL |
U
| MONITOR STATUS COMPLETE |
y

| GO TO BILLS |

| CLICKTDETAIL |

| SELECTAPP%OVALGROUP | [ FORWARD 7O TREASURY |
| VIEW ATTAlCHMENTS | | SicK DTETAIL |
| FORV¢VARD | [coTo APPROVE:R LEVELBILLS |
| GO TO VERIFIER | APPROVED

| SEARCH NngF'CAT'ON | | cLick CONTINUTE ACTIONURL |
| cLick CONTINL¢JE ACTION URL _ | [ searcH NO'T'IFICATION |
| VERI¢FIED | > | GO TO AP;ROVER |
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GPF BILL PROCESS : LILiLPLD SITeULD :

1. Pay roll run 5118 Nm@& GPF advance Gun@®Lb emwpgi Transfer Pay roll already run for this month eréotm error
eubsmed Led GumL (pipujLom? eredtmmed GumLeonLd. ereueumelmenfied Pay roll revert e&LIHTd GUTFILDTEOTS).

INITIATOR LOG IN |

\

HUMAN RESOURCE

\

ADVANCE |

\
REPORTS |
A
TRANSFER TO PAYROLL REVERT
FOR GPF ADVANCE
\

850& 3 Level Process Gsemeuuiedened

CLICK |

\

EMPLOYEE

v
SUBMIT |

2. GPF Balance Upload e\&ujbGumg withdrawal Balance - 60 amount 6i&nBeéa&seun? Siebeogl non with
drawal Balance 6o amount ei&n@a&seur ereotmmed withdrawal Balance 6d amount a&n@ees GeueuomBLo.

3. Account slip 6d 2_siter amount e&nBa&EseUnT? Slededdl Calculation sheet - 60 2_siTem amount

eanBs&Eeun? eredrmmed Calculation sheet - 60 2_aiTem amount 61&T(B&S Gev6voT(BLD.

4. Webadi 6b GPF Number 6\&nGaseur Slebeog IFHRMS Employee number e\&nGa&eun sresfled IFHRMS
Employee number a\asn(B&s Geustor(BLD.

5. BGgd --calculation sheet 6ot &emL&1 LDMGHLD O1-08-2020 61607 O1EBMBEHEHELD.

6. Balance 6b 2_eftem amount [BLD upload @&1LI& amount eugeledemeD , SlemgelL dnl Geurm Siedeog)
&emmGeUI eUBSHTED 6T60T60T \FILI? Balance upmilw &euemed GeuevorLmid, B Claim @& b
amount &@& GungiLbmeot Balance &hb&H6d GUNSILDTEOTS.

7. Outstanding Recovery amount &eumna 2_efteng| erevfled consolidate amount ed edit Q&wwIeOMLDT?

erevfléd consolidate amount b edit @&l &rflwimeot amount upload Q\&ILIS.

8. Initiation Entry 6d Request amount s6umns O1&MB&SIBHSMTEILD sanction entry 60 LDMDHHIGESTETETEOLD.

9.36 Instalment &@ LBeons 24 instalment eredTm) EUHESMED ... 1.check retirement date 2.6 eurfleor 2

LDMS 2erdu 16,FIL 60T compare 6\&ILIL|LD Gungl request amount Gemmeunass CaL R BHSmed 24 instalment

6T60TM)| SITE0T 6UBHLD.

10. Advance disbursement e\&iuLb Gungl continue action url 6&ME&E saLngl. Note 60 gsneug Type

Q&g Forward aggmed GUgiLbmergl.continue action Q&NGESSmHHESTILD NO PROBLEM.

GPF BILL 2 1 60t erédrevr attach 61&iiu1 Geauevor(BLb:
1. Bill form 40a
2. AG account Slip
3. Calculation Sheet
4. Proceeding
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GPF PART FINAL WITHDRAWAL :

GPF Part Final Withdrwal 1l6b GUNTBEUSDE cLPeOTN) [BemeD&6T 2_6Tengl. &hHg cLPEOTEMDI|LD
QFILIBTeD HmedT 16D Frflwine eudpLD. &M@ advance disbursement Ggemeuuevemeo.

1.PF INITIATION ENTRY

2.PF SANCTION ENTRY

3.BILL PROCESS
1.PF INITIATION ENTRY :

| INITIATOR LOG IN |
v

| HUMAN RESOURCE |
v

| ADVANCES |
v

| PROVIDENT FUND APPLICATION |
v

| PF INITIATION ENTRY |
v

| ADVANCE WITHDRAWALTYPE | - PartFinal

GPF - Reject, Audit, Return for Corretion ereor
08NBEHS edemed L5eooTBLD GUML. Swieorg.
&pm| S HLHGHE Smeor GUTL SuwiegiLb.
SleusgLb erevfléd Ticket ID &meor.

]

| BALANCE AS PERACCOUNT SLIP | - (Balance View &@Lb or update)
v

| DEPOSIT & REFUND | - Default &6 eugpd
N

| SUB SEQUENT WITHDRAWAL | - Default @& eugb
]

| PF BALANCE AMOUNT | - View Automatic
J

| REQUEST AMOUNT | —Enter
]

OUTSTANDING RECOVERY AMOUNT -0
]
CONSOLIDATE AMOUNT -- (Type partfinal Amount)

J

| PURPOSE OF ADVANCE | - Select
L

| SUBMIT |

| SUBMIT TO VERIFIER |
|

| GO TO VERIFIER | | APPROVED |

L i)

| SEARCH NOTIFICATION | | SEARCH NOTIFICATION |
U i)

| VERIFIED = | GO TO APPROVER |
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2.PF SANCTION ENTRY :

INITIATOR LOG IN

\A

HUMAN RESOURCE

\A

ADVANCES

A

| PROVIDENT FUND APPLICATION |

A

PF SANCTION ORDER

A

| ADVANCE WITHDRAWAL SEARCH |

\

[EMPLOYEE REQUEST NUMBER SEARCH | —

3

SUBMIT

3

REVIEW

3

SUBMIT TO VERIFIER

\

GO TO VERIFIER

3

SEARCH NOTIFICATION

\

VERIFIED

\

GO TO APPROVER

\

SEARCH NOTIFICATION

\:

APPROVED

--- PART FINAL

AUTHORITY NAME - Type

ORDER NUMBER - Type

ORDER DATE - EDIT

SANCTION AMOUNT - EDIT @&t ¢piguib
OUTSTANDING RECOVERY - 0

CONSOLIDATE AMOUNT - PART FINAL AMOUNT

PART FINAL WITH DRAWAL SANCTIONED RULES - 15A
IS ACCORTED BY COMPONENT AUTHORITY- Yes
DESIGNATION OF THE DRAWING - DDO

Voucher Number erBLiug Bills @&eotm) Bills Report - 6d
MTC 70 er60T HemLAILITE SH&ELD. Semg Download QFILISTED
6B LDMSHSHHED [HLD &(HEU0SHPED FLDMLILNGSLILILL SleneTHSI
uLpuiebserfledr eleuphise Voucher Number 2L 60T &dp&@LD.

SIER)I6©: 18

6 L16d Process (LplgeuemL LD (LpedT SIB&S Llled Process 61&ILILISELTSI. IncomeTax Schedulesd

IT &5 sevflwnseybd Cess & Sevflwinse|Ld smeor Schedule eu(pLD.
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3.BILL PROCESS :

INITIATOR LOG IN

\

FINANCE

\

PAYROLL

\

NON SALARY BILL

A

GPF PART FINAL

\

EMPLOYEE NUMBER

\

SEARCH

\

GENERATE BILL

\

MONITOR STATUS COMPLETE

\

GO TO BILLS

\

CLICK DETAIL

\

SELECT APPROVALGROUP

\

VIEW ATTACHMENTS

| FORWARD TO TREASURY

)

| CLICK DETAIL

T

| GO TO APPROVER LEVEL BILLS

T

| APPROVED

T

| CLICK CONTINUE ACTION URL

T

SEARCH NOTIFICATION

T

| GO TO APPROVER

T

| VERIFIED

T

| CLICK CONTINUE ACTION URL

T

| SEARCH NOTIFICATION

T

| GO TO VERIFIER

T

|—> | FORWARD

GPF Part Final Withdrawal 196bedleéd advance Disbursement Q\&iiiwi Geuevoripuideoemen. 61hg 6H advance

GumLmeyb disbursement e1&1LILI Geuetor(®BLD. LDHM LN60&EBEE disbursement Gaemeu &edeme.

GPF 90% WITHDRAWAL :
GPF 90% Withdrawal Lfléb GUNBeUSDHE cLPEOTM) [BEME0SET 2_6Tangl. &H cLPeOTEmMILILD O\FUISTED SHT60T
ed &rfluwins eudpLD. BHMHGLD advance disbursement Gsemeuufedem6D.

1.PF INITIATION ENTRY
2.PF SANCTION ENTRY
3.BILL PROCESS

1.PF INITIATION ENTRY :

INITIATOR LOG IN

\A

HUMAN RESOURCE

\

ADVANCES

\:

| PROVIDENT FUND APPLICATION |

\A

GeumieuLs! Sebemev.

SIEWIES: 19
Provisional Pension b gGseniLb LomHmLD erevflied Ticket ID gimeor
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PF INITIATION ENTRY

3

| ADVANCE WITHDRAWAL TYPE

\:

| BALANCE AS PERACCOUNT SLIP |

3

DEPOSIT & REFUND

3

SUB SEQUENT WITHDRAWAL

3

PF BALANCE AMOUNT

3

REQUEST AMOUNT

3

| OUT STANDING RECOVERY AMOUNT

3

CONSOLIDATE AMOUNT

3

PURPOSE OF ADVANCE

3

SUBMIT

3

REVIEW

3

SUBMIT TO VERIFIER

\

GO TO VERIFIER

3

SEARCH NOTIFICATION

\

VERIFIED

3

GO TO APPROVER

3

SEARCH NOTIFICATION

\

APPROVED

2.PF SANCTION ENTRY :

INTIATOR LOG IN

\

HUMAN RESOURCE

\

ADVANCES

\A

DRPGTA - &empim

--90% withdrawal
-- (Balance View &h@Lb or update)

-- Default &4& 6uHLD

-- Default &4& eu@HLD
-- View Automatic

-- Enter

-0

--Type 90% withdrawal

-- Select

SIgDIHS: 20
NSD Deduction - epayroll 2_eteng Gumeormy ECS - 6d
uevofiwmentfleor QlLWIHES TEGT NSD Amount eugngl. NSD
ECS seflunasssner eudpd. Society && RBI epeoons
CmIipuins 6upe) eneusHSLILIBLD. 6ThHE SleIeue0&E5H60 SHHaI
LI6OOTLD 6uD6)Y 6meu&SLILILLE 6T60r asMwingl. SpeabGeu NSD
Schedule LongLD LOMGLD Society &@& SlEDILILEUS] HEDEOS.
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| PROVIDENT FUND APPLICATION

\

PF SANCTION ORDER

\A

EMPLOYEE NUMBER SEARCH

\

| ADVANCE WITHDRAWAL SEARCH

\

| EMPLOYEE REQUEST NUMBER SEARCH

U

SUBMIT

\

AUTHORITY NAME - Type
ORDER NUMBER - Type
ORDER DATE - EDIT

OUTSTANDING RECOVERY ---0

SANCTION AMOUNT - EDIT @&t (plouLb

CONSOLIDATE AMOUNT - 90% Withdrawal Amount

REVIEW

APPROVED

\

SUBMIT TO VERIFIER

T

SEARCH NOTIFICATION

v T

| GO TO VERIFIER | GO TO APPROVER
v ?

[ SEARCH NOTIFICATION =Y VERIFIED

3.BILL PROCESS :

| INITIATOR LOG IN |
v

| F'NA¢NCE | [ FORWARD TO TREASURY

T

| PAYROLL | | CLICK DETAIL

v
T

| NON SALARY BILL | [ GO TO APPROVER LEVEL BILLS
. T

| GPF90% WITHDRAWAL | | APPROVED
L T

| EMPLOYEE NUMBER | [ CLICK CONTINUE ACTION URL
L D

| SEARCH | [ SEARCHNOTIFICATION
v 1

GENERATE BILL GO TO APPROVER

v D

[ MONITOR STATUS COMPLETE | | VERIFIED
v 1

| GO TO BILLS | LCLICK CONTINUE ACTION URL
v D

| CLICK DETAIL | [ SEARCH NOTIFICATION
v D

[ sELecTAPPROVALGROUP | | GO TO VERIFIER
J, T

| VIEW ATTACHMENTS |- | FORWARD

49
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GPF 90% Withdrawal 19iébebled advance disbursement 61&1LILI GeuevoTIQUIBED6MED. 6TTHS 6(H advance GUIL L meyILD
disbursement @& Geuevor®LD. LDHM Lleb&EBES disbursement Gaemeuuieoemed.

ADVANCE NUMBER DELETE @&iileug ereieunm) ?

LD Heumiseons LSGeuDmLD aFLIwbLLL. GPF advance Slebedgl treasury 6d audit @gwILILIL L 19606060
LSevor(®BLD UBWISTES STedt GUL wpipu|Lb. Sided 2_atem GPF advance number delete e\ SLD&600TL. 68 (Lpemm
- Ufemeot Ll6OTLMMEYLD

| INITIATOR LOG IN |
| HUMAN RTESOURCE |
| ADV,j\NCE |
| GTN ADVANCE D;LETE PROGRAM |
| EMPLOYEI¢E NUMBER |
| ADVANCE¢ NUMBER |
| CON'I¢'INUE |
SULi:MIT
D
[CHECK ADVANCE DETAIL OR PROCESS |

SLbpemmufedr cpeold GPF Slebedgl LM advance bill 61 advance number g delete &g -6 LHuw Liled
GBuImLeoLb. &}e0TITed [HMLD initiation entry & sanction entry GumLgmed GPF advance Lbetor(BLb G Swieongl. 8sn&
initiation entry & sanction entry delete @&w a&medebdl ticket id GUIML Geuevor(BLD. LbHM advance &@& advance number
delete @G 6 LbevorBLD bill Gum_eomLb.

6l sLBLD (pedruesorb HBA - eumib ewmpgl Budget &edeorioed Bill ECS gwimi
QFILILISERLTSI. [HLDSHS LILIEASSLILILL 615Tend 25,00,000/- 6160fl6d LIGSINESHST60T Sanc-
tion QFILIQUMT&ET. (LPLP O\STEMSILD [FLDFI CUMIBES HETUTHSMNES 6UI6) 6DEUSHE LDMLLMITHE.
slleunwsl WPpsedled 12,50,000/- uevorb Disbursement a&LGHNLD eTevflled SIBSHS
12,50,000/- 8@ Initiation, Sanction entry GurLmbed Disbursement entry GuimLLmed Lo BGLD

GungiLomeTgl.
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HOUSING LOAN ADVANCE :

LEVEL 1

1. Initiator Level & Log in &g human resource &@&6T 6186060 B6u600T(BLD.
2. Human Resource 6b ADVANCE option & Click 61&1&... 2_em@er

1.HBA INITIATION ENTRY

2. HBA SENIORITY NUMBER

3. HBA SANCTION ORDER ENTRY

4. HBA RELEASE ORDER ENTRY &mh&@LD.

Initiation entry e0 Employee number e&n®&g! Create 61§18 2L 60t Application number create &h&LD. SIBS5SI
Application create date &ettemm CeBemit SiLILIRGW O&BMBESa|LD. Purpose of HBA - HTLD 618601 SlipLiLiemLudled
Loan eumiB@mrGLom Slems Click aigs. Request amount 6d eraueuene) Sanction &hd 2_eatenGam Sibg Amount &2
Enter @gus. List of document éd Engineer Survey esigLUUm Sigeotmed Engineer Certificate eréor Q1@&MBe&6LD.
Gz8Bufed Engineer Survey 615115 GademwL &@Ha. LIm@& Sanction Authority 60 eTedeomr&@&LD Collector smeor Authority.
Sp&Geu Sibg meul L Collector office select aiFL&. Reference num [BLD&@ 6ubg -Order 60 2_6iTeIT [HLDLIT. SHLIMTED
[BLDLIT [BITLD SJHLD &MU 60 HLOLIT. Sews (Pplesgl 6¥L-(B Review 6818 2160t opproval Groups ereotm) G&medrmiLd.
&1ged Verifier & approver eILWIT 6udBLD. 19601 Submit Q& ILIEYLD.

Initiator lelel 6d Submit &g HBA Initiation Entry - verifier level 60 Open Notification 60 &@p&@&Lb. Slems Click
eFILIBMed Approve eTedTn)] GHneoTmILD Slems Click 618115 2 L eoT Approvar Level &@& Forward &y@Lb.

Verifier Level 6b eretrent el&IGsMGLOM SigiGeu smeor APPROVER LEVEL &@&LD. ..
GDILIL: eueeungs Level forward @siub aumpgl SGLP 2_6iTerm note 60 gameug type C1&1LIS.
2.HBA SENIORITY NUMBER

HBA SENIORITY NUMBER Entry e51smed LDL-BGLD SlB58 Heme0s@ 6156060 SWwaiLd. S&ed [HMLD 6Ths

Seniority SlipliLemLufled 2_aT@ermLD ere01s QSMWINgl. ShaGeu gsmeugl edH HLOLeMT Enter QFLILIOLD.

1. Transation Number automatic &4& eugpLb. Application number search 61&1LI&TeD Initiation G1&LIS BLDLIT 6)HLD.
ool ip BLOLIT Enter Q&ILIEI Review Q&ILIS.
2. Intiator level 6b Submit 61&1I5 HBA Seniority Entry - Verifier Level 6db Open Notification 6 &p&@&LD. Slews
Click e@&wsmed Approve ereotm)| G meoTmiLd. Slems Click a\F1Lg 2 L 6ot Approvar Level &@ Forward &y@Lb, 60
Verifier Level b eréotent 6\&1LIGHTELLM SigiGeu smeor APPROVER Level &@Lb.

3.HBA SANCTION ORDER ENTRY :
1.HBA Formal Sanction order entry emw Click 6\&ig Employee Number e&sn@sgI Create a\g1gmed Transac
tion number automatic &, eudBLD. Application Number search e\&LgmeD Initiation Q1&1LIS HLOUIM 6u¢HLD. Ll6oTL
Sanction Order pLbuIT Enter 61&11&. Sanction Order date 8ettemmiL CHBemILS &[He. SiBHS Amount sanc
tioned eTedTLIBED [HLD&S; 6T60T60T Sanctioned Amount Sikgs Amount & enter OIFILIZI review 61&ILIS. L60TL
2.Initiator level 6d Submit @& HBA sanction order entry - veryfier level 60 &p&@LD. Slems Click Q\FLISTeD
approve ereotm)| GaneotmILD. Slems Click Q&1L 2 L 60T approvar level &@ Forward &y@Lb. Verifier Level 6d
ereoteot QFLIGHTGLDM. SigIGeu sreor APPROVER LEVEL &@Lb.

4.HBA RELEASE ORDER ENTRY :
1. HBArelease order entry emw click &gl employee number e&nG&E! create Q&LISMed Transaction number
automatic &8 eudpLD. Application number search e&LISTed intiation G\&LS HLOUIT 6udhHLD. Lileoty reference
order [BLDUIT enter O\FLS. (FSM6ug 6(H HLDLIT) release order date Settemmi CHPemS HHsS. SNBSS
Plot cum construction type eredtLg6d others eTeor HH&. Instalment number eredTLBed Final HMedT  QBM(BHS
GeuevoT(BLD. SiBSHS amount [BITLD er6dTedT amount request O&TBHEHTELDT Sibg amount enter O1&1Ls. L60TL
Payment head of account search @&1s. Recovery number of instalment 100 ereor e&nGa&eD. (Order 6d
150 or 135 or &ewL & 3 Instalment amount Gemmeuns 6udHLD Slewd &lwng mbomed Liflsg Gum

wrewingl ShasGeu 100 eret 01&MBES|LD) SiBSHS remarks gG&T 60T Type C1FILIS. .
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2. Intiator level 0 Submit e\&iLI5 HBA release entry - verifier level 6o open notification 6d &@p&@LD. Slews click O\FILISTED
approve ereotm)| GameotmILD Slews Click 61&Ls 2 L 6ot Approvar level &@& Forward &y@Lb. Verifier Level 6d ereoreot
eFILICHTELLT SigiBeu Hmeor Approver Level &@&Lb.

5.HBA DISBURSEMENT ORDER ENTRY :

Gmeeneitenr BHeT@ Steps WlesEIeN @ Leoor®Ld INITIATOR Leveled Human resource && 61&606d
Beuevot(BLD. SiFeo ADVANCE detail @& 61&60s. Advance detail 60 employee number 6&MBSE go emex click O\&1LIs.
Detail, Update eréormy 6ugpLb. Update &2 click e\51&.

Update & click e&igl Beneficiary type search ei&n@Gssgib SGLp Create disabursement e16dTmn) Sdh&@ELD.
Slems clickaFLsgid Beneficiary name search esgi Fill eigiweyLb 6ot Review icon éugpLb Review 61&1is. Re-
view 61&ILIgI Submit OFILILIELD.

Review @&lg advance disbursement -- verifier level & approvar level ot open notification 60 H&E&LD Slews
Click e&gmed Continue action ereoreupLD. Slems Click &IWLIMDEd Forward e\&IwIe|LD.

Step1, Step2, Step3 wWpipibs 2L 60T Intiator level 6d Finance click aggl Pay Roll &@& 61§60&

Pay roll 6d non salary bill & click &s. Siged process name 60 HBA ADVANCE eredTLems Search 61&is. 9eor office
name search 61&1Ls. LIM& employee number a&MNE55SILD. SGLP advance GgmedrmiLd Click 61&1Ls. L60T Generate bill
e&MB&se|LD. bill number generate Sh@&Lb Bill 60 @&60tm) bill number search 6§ bill & forward e&wweyd bill |
forward @guweyLd ....Intiator ....to verifier ....... (o T approver

Approver ........ To.......... TRESUARY

SUSPENSION / SUBSISTANCE ALLOWANCE :

&leo SlgIeuE&MIS6MED suspend SheTeUTHEBHGLD. retirement SLeUSMHE (LPedTevTTED suspend QFWLIWLILILLB
retirement 6d 2_eTeneu&Ebd@&SLD |IFHRMS 60 SLps600TL euLPl(Lpemdmuied L16d SWIMT QFILIEONLD. [BHT6dTE BemedseT

2_6Tengl.
1.Suspension - Proceeding Order 2. Suspension Allowance Entry
3. Suspension Pay Cerficate 4. Bill Process

1.SUSPENSION PROCEEDING ORDER:
| INITIATOR LOG IN |

l
| HUMAN RESOURCE |
)
| DISCIPLINARY ACTION |
)
| SUSPENSION |
) | APPROVED |
| PROCEEDING ORDER | T
U | SEARCH NOTIFICATION |
GO - ACTION - CREATE
: T : | GO TO APPROVER |
ORDER NUMBER
- | VERIFIED |
| SUSPENSJON DATE | SEARCH NOTIFICATION
|  DATEOFORDERSERVED | | GO TO VT |
D T
| PLACED UNDER SUSPENSION | | SUBMIT TO VERIFIER |
U T
| FN/AN...AN | | REVIEW |
) 7
|  HEAD QUARTERSDURING  [—> PENALTY --NO
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2.SUBSISTANCE ALLOWANCE ENTRY :

| INITIATOR LOG IN |
v

| HUMAN RESOURCE | APPROVED |
| DISCIPLIN:RYACTION | | sEaArcH NOTI'IFICATION |
|SUBSISTANCE ALT_OWANCE ENTRY | | GO TO APTDROVER |
| REF NUM¢SEARCH | ] VERIIIIED |
[ ELGIBLE AMO¢UNT 500r75% | |  SEARCH NOTI'IFICATION |
| ORDER NUMI;ER ANDDATE | | GO TO VIERIFIER |
| REV¢IEW =y SUBMIT TOTVERIFIER |

3.SUBSISTANCE PAY CERTIFICATE ENTRY :

| INITIATOR LOG IN |
7

| HUMAN RESOURCE | APPROVED |
| SISCIPLINARY ACTION | SEARGH NOTIFIGATION

| SUSP;NSION | 55 TO APPROVER |
| Pav CERTIFIGATE ENTRY | VERIFIED |
| ORDER & REF NUVBER SEARG | [ searcH NOTI'IFICATION |
[ NON EMPLOYEE CERTFIGATE ~YES | SO TOVERFIER |
[ conTinue o RESIDE _vES | [ suswmiT o VERFIER |
[ MONTH & YEAR :15n@a'saac3m'm@m || REviEw |

Attachment eugexiebemen 6160T 6(H Liledemed Cancel 6§ iIwl GeusvorLmib. Payroll Reports
60 e\Fe0Tm) Enfacement, Statement,ECS after Bill Generation, Statuory Deduction &eumemm Liled
BLOUM Q&MBESHS Run 6FWWLLD eumipgl Attachment  SpB6fIBLD. BLD Treasury &@&  Liled
Forward e\&iigl e saL Initiator level 60 Run e\&1wLb elumpgl Attachment Sh86e®BLD. &3
Automatic Attachment &@ LDL.(BELD.
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4.BILL PROCESS :

INITIATOR LOG IN |

L

| FINANCE |
v
| PAYROLL |
0
| PROCESS |
y |  FORWARD TO TREASURY |
| SELECT EMPLOYEE | 1
4 | CLICK DETAIL |
SELECT PROCESS - 1
SUSPENSION ALLOWANCE | GOTOAPPROVERLEVELBILLS |
v 0
| SUBMIT | APPROVED |
\ i)
| COMPLETE | [ CLICKCONTINUEACTIONURL |
v 1
| RESULT [ | SEARCH NOTIFICATION |
0 0
| SUSPENSION ALLOWANCE [ GO TO APPROVER |
y i
| SEARCH | VERIFIED |
v 0
| EMPLOYEE VIEW | [ CLICKCONTINUEACTIONURL |
Y 1
| CHECKDUES & DEDUCTIONS | | SEARCH NOTIFICATION |
y 1
| GENERATE BILL | GO TO VERIFIER |
y 0
[ MONITOR STATUS COMPLETE | > | FORWARD |

SUSPENSION ALLOWANCE 6l 6m-

1. [BTLD QHEUHES Suspend entry OFILISSILD process 60 61Fe0Tm| employee type 60 61Fe0TM) active assign
ment 60 2_eitemm / &6demed Suspension employee 6TedTm)| LOMWIEAL LTI 6T60TM)| LIMT&H&6YLD.

2. Suspension employee ereotm) LoMIleAIL LT eT6vfled L9160 Group 60 &HbgI QeuelGuinlefiGeuntt. Sleueny
LBevor(®BLD S1B8 Lied Group 60 Bariée BeuetoTBLD Slebedg! LBl L96d Group edBeTés BeueTorBLD.

3. Suspension allowance entry 60 [BLD ABMBEEGLD order number & LDAMHD (LPIRWITGI. 6dH HLeel O&TBHSI
Update 61&1LIgI 6XILL 6D Sl6L66TEY STEDT.

4. Pay certificate entry LDMgLD LOMGLD 6\&M(BES Geuevor(BLD. &g L BGELD HITLD LDMSLD LDMSHLD QFIS6TD
Geuemen.

5. Pay certificate entry 6an@aé@&Ld Gugl order number LD QIHLPEDD QSTBSHSS! HT60T LO60OTBLD LOMSHIT
LDASLD LDMDHMLPIQWITE.

6.Suspension arrear 6160t H60fl Provision &emLwmg.

7.@dmeur 20 b Gad Suspend ShBDNIT eTevfled LOBHLD 2_6iTe 10 L BEhéE Suspension arrear bill ereor
GunL 8weong). Certificate entry siflwing Q&NEHGLD LLFSHHE0 OlbS GH6WD [HITLSHEHEE 2_6T0TL 60T
gLbuend &ilwing SiGs LongsHHed eU(BLD.

8. @eU6EIeUMJH LDMSLD (PIEhgl SIB5HS LonssSe0 seor Certificate entry GumL Geuevor®Lb.

9. Bill run @FLIWLD BUNg) 6T LOMBSSMHE Suspension bill GuL GeueoorBELOM SibS LDNSHSHEMS EMEUSHS
Bill run e\&LIw Geuevor(BLD.
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10. Certificate entry @mpemm sreor GumL Geuevor(BLD. g2¥emep LOMGHENS GUML®B 6L Bill eugeiedemep
eTe0Tm)| e3%60T LOMHSHSMS Certificate entry reverse 6d Lom LoAE GUML&&nL TSI
11. 8¢b LOMBSBDS &b Certificate entry s Suspension bill Hmeor G SuwieyiLb.
12.8 6001 LOMGLD Suspension bill GumLellebemen er6oTm)| &T6vor® LOMHLD G&TSHG arrear Shs
GuUNL&8aLg!.
13. Pay, DA, HRA omm Deduction se6um) Siebeng eugeieoemen erevfled Dues & deduction ed ei&eotm) Current
month e&N®S&I upload e&IZ mark for recalculation O&MEG&SMed LOAMIEABLD.
14. &p&6vL LDNFHLD 31 BHL&6MTE SHHSTID Suspension bill 60 30 HIL&EHEE 2 600TL 60T 2 ILD
LD BCLD 6T(BSHSISHESBMTETLILIBLD.
15.HRA (p(Lp6mLDWINE SHTLILIBLD.
16.Coemeuwmm Dues & deduction delete 61&1LgI G\&M6TETEDITLD.
SUSPENSION EMPLOYEE CREATION :

| APPROVER LOG IN | CREATED EMPLOYEE |
| APPROVAL GROUP OR [ UPLoTAD |
[ GTN FUNTIONAL¢ADMINISTRATOR | [ Sleufie &,@l_aerwng, FLDLI6TLD |
[ CREATED SUSPE¢NDED EMPLOYEE | | PAY ENTTRY |
| DOWNLOAJ:D WEBADI [—> | FILLALL CTOLUMN |

Seums@ Pay certificate entry Lo GLD GumLLmed GUNGILDT6OTEI.
&b Geuemer &eurt 6th pay commission erevfled Pay LDHMILD grade pay LDMEULDED 61&M(BE&SEYLD.
Suspend &p601 employee 601 pay dedail LoMOHDLD G1&ILILI GeuevoT(BEILDEDAED Sieurm Suspend Sh60T LDMSLD O&MBSHSI
pay LDMDMLD Q\FIILIE|LD.
ADDITIONAL CHARGE ALLOWANCE :

emeur Geum| &b SlgIeIsSSDGET Sleeng SIGs SlIaInESENCHT aBH0 OLITMILIL USE5SHSDG
aULPrRIBLILEGLD Allowance. SLLN6demed SLps6voTL ULl LpemmUlemenTt LNedTUDIN SWIMT QFILILIELD. [HT6dTE BemevaeT

2_6iTengl.
1. ORDER ENTRY 2. COMPLETE ENTRY
3. ALLOWANCE ENTRY 4.BILL PROCESS
| INITIATOR LOG IN |
7 1.0RDER NUMBER --- Q&1B&&aLD
| HUMAN RESOURCE | 2.0RDER DATE --- Q&n@&se)Ld
[EVPLOYEE BILLS AND OTHER PROCESY 3.DATE OF ASSUMPTION OF CHARGE --arIGUNS BHE!
7 CHARGE erg&snCom &ibs Ced
| ADDITIONAL CHARGE ALLOWANCE | 4.ADDITIONAL DEPT CHARGE - Search
l 5.ADDITIONAL CHARGE OFFICE - Search

| ORDER ENTRY | |6.ADDITIONAL CHARGE POST - Search

| EMPLOYEE ID -- GO -- CREATE | — |7-PAY BAND - Search eisn®ées Geuevorii SteudlL5ledemed

| REVIEW |

| GO TO V¢ERIFIER | APPROVED |
| SEARCH N?LTIFICATION | SEARCH NOTT|F|CAT|0N |
| VERIFIED | = GO TO APFTROVER |
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2.COMPLETION ENTRY :

INITIATOR LOG IN

!

HUMAN RESOURCE

\

|EMPLOYEE BILLS AND OTHER PROCESSl

7
| ADDITIONAL CHARGE ALLOWANCE |

A

COMPLETION ENTRY

\

EMPLOYEE ID -- GO -- CREATE

[—

1.ORDER NUMBER --- &nG&&e)|Lb

2.0RDER DATE --- e&n(5&6)LD

3.DATE OF ASSUMPTION OF CHARGE --eriGunépiba!
CHARGE ei(6ganG@om &g Cas

4 ADDITIONAL DEPT CHARGE - Search

5.ADDITIONAL CHARGE OFFICE - Search

6.ADDITIONAL CHARGE POST - Search

7.PAY BAND - Search e\&n(B&s Geuevorigul SleudliLbleoened

REVIEW

J

SUBMIT TO VERIFIER

)

GO TO VERIFIER

3

APPROVED |

SEARCH NOTIFICATION

i)

1)

SEARCH NOTIFICATION |

T

2.GO TO APPROVER |

| VERIFIED | -
3.ALLOWANCE ENTRY :
| INITIATOR LOG IN | >

)

HUMAN RESOURCE

v
[EMPLOYEE BILLS AND OTHER PROCESY

3

| ADDITIONAL CHARGE ALLOWANCE |
7

ALLOWANCE ENTRY

!

EMPLOYEE ID -- GO -- CREATE

1.ADDITIONAL CHARGE ORDER NUMBER - Search
2.SANCTION ORDER NUMBER ---Siguieue0ss8ed asn@LLS
3.SANCTION ORDER DATE --&ia6u608586D 61&MGBLILSI.

4 ADDITIONAL CHARGE PAY - miib Manual & Calculate 6\&1Li& pay
5. ADDITIONAL CHARGE DA - pmb Manual &y& Calculate 61&115 DA
6.ADDITIONAL CHARGE HRA - mmib Manual & Calculate 615118 HR
7.ADDITIONAL CHARGE CCA - b Manual & Calculate 6\iig CC
8.ADDITIONAL CHARGE OTHER ALLOWANCE - mrib Manual &y&
Calculate 15118 OA

= =

REVIEW

A

SUBMIT TO VERIFIER

)

GO TO VERIFIER

3

SEARCH NOTIFICATION

!

VERIFIED

)

GO TO APPROVER

3

SEARCH NOTIFICATION

1)

APPROVED

DRPGTA - &epim

PAN Number &eveomped IT 191865

QFILIWSELTE PAN Number u8GeupmLd 61§
Employee Profile 6b Basic Detail 6\560tm) L& GeummLD
eFLgl e&metereyb. CPS / GPF mhmLd 61& Wl
Ticket ID smeor.
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4.BILL PROCESS :

| INITIATOR |

L

FINANCE

v .
| PAYROLL | SIENBS: 24

v Non - Salary LebaQ1&@& Enfacement &eooTiLILIMEG
| PROCESS | ,

N eugngl. Sieneugl Contigency,
| SELECT EMPLOYEE | Miscellaneous Bills......

|

SELECT PROCESS -

ADDITIONAL CHARGE ALLOWANCE
\

| SUBMIT |

| COM;LETE | |__FORWARD TO TREASURY |
| RES¢ULT [ | CLICK DTETA|L |
[ ADDITIONAL CHA;GE ALLOWANCE | [ GoTO APPROVETR LEVELBILLS |
| SEA¢RCH | APPRSVED |
| EMPL¢OYEE | [ cLcK CONTINUTE ACTIONURL |
| CHECK DUES ; DEDUCTIONS | | SEARCH NOTI'IFICATION |
| GENER,:TE BILL | GO TO AP1I-:’ROVER |
[ MONITOR STA'I%US COMPLETE | | VERIFED |
[ GO To¢ BILLS | [ CLCK CONTINUTE ACTIONURL |
| CLICKTDETAIL | SEARCH NOTFIFICATION |
[ SELECT APPF:OVAL GROUP | | GO TO VERIFIER |
| VIEW ATT:CHMENTS | = | FOvaTARD |

Additional charge allowance 1960 GUNTBeUSNHES (WPSH6edl6d Sibs Lietofiwmendhs@ Additional charge allowance
Q&MBsSSLILLL order LDOHMILD SleudhemLww Additional charge allowance period (pigibg NIM& SHM60T LILIQUIED SWITTT
& Beuevor(BLD.

RETIREMENT ENTRIES:
&(HeuT Lietoflufiedo Sdbbgl 61i16) ILMB6TDNIT eT6vfled Slaudhsd IFHRMS 6d eretTeenTetenT entries Q&M B&e
GeueooT(BLD Slews ereveuMM)| E\&M(BEHS G6UTT(BLD 6T60TM)| LIMTESEDITLD.
1. RETIREMENT ENTRY
2. RETIREMENT ORDER
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STEP1:

INITIATOR LOG IN |

)

HUMAN RESOURCE |

L

PRE - RETIREMENT |

\

RETIREMENT TYPE |

3

EMPLOYEE NUM -- GO -- CREATE |

A

TYPE OF RETIREMENT |

\

SUPER ANNUATION —>

REVIEW |

A

SUBMIT TO VERIFIER |

)

GO TO VERIFIER |

1. ORDER NUM & ORDER DATE 61&n(G&&6LD.

2. EFFECTIVE DATE OF RETIREMENT - 31 - 07 - 2020
3. REMARK - Superannauation

/ | APPROVED |
1

| SEARCH NOTIFICATION | [ SEARCH NOTIFICATION |
1

| VERIFIED | GO TO APPROVER |

STEP2:

INITIATOR LOG IN |

)

HUMAN RESOURCE |

L

PRE - RETIREMENT |

\

RETIREMENT ORDER |

A

EMPLOYEE NUM -- GO -- CREATE [

\A

SUBMIT TO VERIFIER |

1)

. ORDER ISSUING ATHOURITY --- HOD
. ORDER NUM & DATE
. PREMITTED TO RETIRE - Yes eré01 6\&MB&&G6u600T(BLD
. RELIEVING ORDER NUMBER
. RELIEVING ORDER DATE -- 31-07-2020
.NO CHARGE CERTIFICATE REF NUM
.NO CHARGE CERTIFICATE
. NO CHARGE - Yes er60t 0\&M[B&Ha5E61600T(BLD
.NO DUE CERTIFICATE - Yes ereor 6\&M(B&H85B6U600T(BLD
10. NO OBJECTION CERTIFICATE - Yes ereor \&m(5& & E6u600T(BLD

© O~NOOPrWON -

ATTACHEMENT 6b Order attach a&w Geueoor(BLD

| GO TO VERIFIER | APPROVED |
T

| SEARCH NOTIFICATION B SEARCH NOTIFICATION |
T

| VERIFIED =Y GO TO APPROVER |

8b5 Sevor(d process (PIRGSTEDd SMedT Employee &h& 2_eitameurm ex employee &h& LDTM6UIT
RETIREMENT ENTRY umnflwi 6 Colin
1.Retirement Type oL (BLD 6&MBLELMLD. Hleo Crumiserfied Retirement order GunL LowB& eAGEeuMLD.
8yevor(® Entries compulsory &hs GuL Geuevor(BLD.
2.Retirement Type 6b Retirement date uevoflwmenifleor semL& Working date e&n@asLILL. Geueoor(BLD.
3. Retirement Type 6D 6160T60T 6T60TLIEWS &FILING C\&MBEHSHELD.
3.1 Superannuation erevfled euwIgI (LPSTEN60T HMTEUOTLDNE LI6TON 6ILI6Y| GILIM)I&H60
3.2.VRS erévfled eXlgpLILI LI6oofl g6
3.3.Resignation from service erevfled Listofluflement HIM&ge0
3.4.Compulsory Retirement ereofled sLLmw g6 (SipdledT (Lpip6])
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3.5. Invalid retirement eTévfled &6UMMTEDT GILIEY

3.6. Dismissal / Removal from service erevfled Sigegmed Lievoflufed Sapbg! [hesLd
4.Retirement order entry Gun@®Lb Gungl Permitted to retire , No charge certificate, No due dertificate, No objection
certificate &eupmled &L LMLILD yes ereor LDLBGELD 61&MBHS Geuetor(BLD. gameug eotmled No ererr O1&TBSHSHTEILD
Employee &b& 2_eitemeurt EX Employee &4,8 LDMM LDMTLLIT.
5. fleo Slieuevamigafied No charge certificate, No due dertificate, No objection certificate Gumetmemex &hergedemeD.
&b5Beu No eredTm)| OBMBSSTSH6 6Tevflsd Ex employee &h& LDIM LDMLLMT.
6. Retirement Type oMb Retirement order GunLmoed &G eA-GLLD erevfled Sieurr employee Sh&Geu L6dedled
LDISMLDMGLD QSMLHeUMT. SGUNg Sleudnsd Payroll run S48 elBLD. 6dh LNSLD &LlSHE& Payroll run &heor D&
Retirement type LommiLb Retirement order Gun@Lb eumpg! Future Pay foll Exit éreor error 6udpLD. &e16umm) 6ub&Ted
Issue registration e\gg Ticket id GUTL® Smeor &fl QFUILI (LpLRu|LD.
DEATH ENTRY:

e(HeUIT Lievoflufled & re@Ld Cungl &bl e Lmed Sleuhe Death entry oL @GLD GuMLLMed GLITGILDTEOTE.
Retirement Type bpmiLb Retirement order GunLgGgemeuuisdemen. Death Entry &@ Death certificate attach e\
GeueooT(BLD.
| INITIATOR LOG IN |

)

| HUMAN RESOURCE |
7
| PRE - RETIREMENT |
v
| DEATH/ WHILE MISSING |
0
|

[ EMPLOYEE ID -- GO -- CREATE | APPR;DVED |
[ DATEOF DEATH - 15052020 || SEARCH NOTIFICATION |
[ DEATH CERTIFICATTE ATTACHED —— YES| | GOoTOo AF;PROVER |
NAME OF THJI% INTIMATOR | VERIEIED |

— uswlunart 8pjp e Saispat | | SEARCH NOTIFICATION |

[ RELATION SHI} OF —Search | | GO TO \;ERIFIER |
[ LEGALHEIRATTACHED - Yes |- SUBMIT Tg VERIFIER |

VRS ENTRY:
emeur VRS esn®sgned Retirement Type ommib Retirement order Gum_@euevorGLb. VRS Order Attach
eFLIW Ceuetor(BLD. BgIeYLb Retirement entry Guedtn(@s.

1. RETIREMENT ENTRY 2. RETIREMENT ORDER
I INITIATOR LOG IN I
L
[ HUMANRESOURCE |
l —
1. ORDER NUM & ORDER DATE - 6&n®&eayLb
I PRE REI'REMENT | 2. DATE OF RECEIPT OF VRS - 31 - 07 - 2020
[ RETIREMENT TYPE | 3. DATE OF ACCEPTANCE OF VRS -- 31 - 07 - 2020
1 4. VRS ORDER ACCEPTANCE ORDER NUMBER
[ EMPLOYEE NUM -- GO -- CREATE | 5. VRS ACCEPTING AUTHORITY
y 6. NOTIES PERIOD IS ATTACHED -- Yes

I TYPE OF RETIREMENT | 7. EFFECTIVE DATE OF RETIREMENT - 31 - 07 - 2020

[ VOLUNTARY RETIREMENT SERVICE | — [ 8-REMARK - VRS
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| REVIEW |
T

| SUBMIT TO VERIFIER |
0

| GO TO VERIFIER || APPROVED |
7

| SEARCH NOTIFICATION || SEARCH NOTIFICATION |
U

| VERIFIED | =1 GO TO APPROVER |

. ORDER ISSUING ATHOURITY --- HOD

. ORDER NUM & DATE

| HUMAN RESOURCE | . PERMITTED TO RETIRE - Yes eT60t 0\&MB&&@6u600T(BLD
) . RELIEVING ORDER NUMBER

| INTIATOR LOG IN | ;
3
4
| PRE - RETIREMENT | |5. RELIEVING ORDER DATE -- 31-07-2020
6
7
8
9.
1

!

7 . NO CHARGE CERTIFICATE REF NUM
| RETIREMENT ORDER | . NO CHARGE CERTIFICATE
v . NO CHARGE - Yes er601 01&M(B&&B61600T(BLD
| EMPLOYEE NUM -- GO -- CREATE |—> | 9. NO DUE CERTIFICATE - Yes ere07 QB Gaustoi®in
0 0.NO OBJECTION CERTIFICATE - Yes 61601 6\&M(B8&@61600TBLD

| SUBMIT TO VERIFIER |
7
I

ATTACHEMENT 6b Order attach @& Geusvor®GLD

| GO _TO VERIFIER | APPROVED |
v

| SEARCH NOTIFICATION || SEARCH NOTIFICATION |
U

| VERIFIED |- | GO TO APPROVER |

8mg Syevor® Process (p&smed Smer Employee &8 2_eimemeurm ex Employee &8 LDMM)6UMIT.

RE EMPLOYMENT PAY :

Re employement Pay ereoTLig Retirement &$601 6H6MHSHE b &H606XLIME00T(B (LPIRW|LD 6u6mT Si6d60FI Slh 6UHLLD
(WPLRU|LD 6uemT eULPTRISLILIL. GeuevoTipuigl Sh@&LD. SpAMLITEEnsE SlbsHs He0eflneoor® (LPLRWL|LD 6Uem]T 2erdu LD
euLprEIsLILIL. Geuetor(BLD. &sMn& Extension of Service ereor Q&BMB&HSELD

| INITIATOR LOG IN |
0

| HUMAN RESOURCE |
v

| PRE - RETIREMENT | 1. G.O NUMBER - Extension e&i6usn@ Siggmed eupmisliurL G.O
1 2. G.O DATE

| EXTENSION OF SERVICE | 3. SUPERANNUATION --Default && eugpd 31 - 07 - 2020
) 4. EXTENSION FROM DATE----01.08.2020

| EMPLOYEE -- GO -- CREATE | —>| 5. EXTENSION END DATE----31.05.2021

N

| REVIEW |
L

| SUBMIT TO VERIFIER |
y

| GO TO VERIFIER || APPROVED |
)

| SEARCH NOTIFICATION || SEARCH NOTIFICATION |
U

| VERIFIED | =1 GO TO APPROVER |

&g Process 651LISTe0SM60T SleuaeT Extension of service 6d Regular pay 60 2erguiLb QLIMEMTE6IT.
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Extenstion service eumjuieurr CPS 60 &hHsmed Sl6)([h&E LDMS 2rHILILD GULPMHIGEUSH6D GLPLILILD 6UTTS.
Extensions service eumjueurt GPF 60 &mmgned, GPF final closure, DCRG, EL & UEL Gumettm Llebseir
Gun®eusmn@ Employee retire Sheormed O BEL GUTL &wieyd. Extension service 60 Retirement Benefits GumL
&wieongl. Reemployement pay eupri@LD Gung) e1hg 6dH Deduction Hlig&sLb G\& LI DML GLLD.
GPF 60 2_sTer @heudH&H® Reemployement pay eupmi@eugl eteorug Salary arrear 60 LBGLD
FMSSWILDTEME|.
NOMINATION UPDATE :
DEATH &j601 LisooflmenTT 6dhedheES Sleurfleor nominee &@&Liled GUNBeuSDE (LpedTevTTed nominee update
eFLIW SLpsevorL euLl(LpemDUiemedT LN6dTeoTLDMEYLD.
| INITIATOR LOG IN | [FAMILY MUMBER DETAIL eanGagiStart date & Death 660

L (LPEDTEVTITED 26Tl LDMSLD &M BEHESELD.
| HUMAN RESOURCE | 1. Name as per pass book
2. Bank IFSC Cod
| EMPLOYEE PROFILE | an oce
0 3. Account Number
[ EMPLOYEE NUM - GO - CREATE | A~ 8860 getm) Enter asiLwLIe edemed eTetTpmeLld Nominee eupng.
0 House Address 61&MB&&6LD.
| EFFECTIVE DATE |--- Death &,6018MELD (LPEOTEDTIT 2_6IT6IT LDMGHLD 8e0emen
| REVIEW |
J
| SUBMIT TO VERIFIER |
)
| GO TO VERIFIER | | APPRSVED |
)
| SEARCH NOTIFICATION | | SEARCH NOTTIFICATION |
L
| VERIFIED | = GO TO APPROVER |

886d fleo CuIpsELD 3 Level & aFebeongl G Level 6 Approver &hé eXIBLD. edreott Liebedled Q&6dTM)
Nominee 6018 Lil6d GUIML&LD
GPF FINAL SETTLEMENT

Retirement &0t ListofllnenTt @dpedHEE GPF Final Settelement order @upLiuLL 1m@ mHb SLidlebedlemeot
SWm 6\&Iwl GeuevorBLD.

GPF Final Settelement l6d GUNBEUSDE cLPOTN) [BeMEO&HET 2_6iengl. &hg CLPEOTEMD|LD QAFUISHTED SHT60T
b Frflwins euHLD. MG advance disbursement Ggemeuufedemen.

geoteurll OMHLD 2020 - 60 &eph&H GPF Final Settelement & DCRG 1960&6T SlemetTHSILD SbSHS
&([HEE0SHSCECW HWINT QFILIWLILLIEGLD. A.G.60 &BHEI SHLMED [HLDFI SlQIEUDSESEDE GUHSTED [HLD HTEOT LIL Lo 16D
SWIT 6151w GeuetoT(BLD. HLIMED SIHELESSMNE CFEOTDITED SIEUTSHEIT LILIQUIED SWIMT O\FIISI O\BTETEUMTEHET

1.PF INITIATION ENTRY

2.PF SANCTION ENTRY

3.BILL PROCESS

1.PF INITIATION ENTRY :

FSF fled GunGLd eLIMpg &mbseurt
&BLOUSBE0TT eh. 25000/~ (Immediate Relief)
(S6u6DOTLITLD 6T60TM)| Snml60TED
¢h.3,00,000/- Settlement Claim &4& &I
Geuevor(BLD.

INITIATOR LOG IN
¥
HUMAN RESOURCE
| : |
ADVANCES
| |
|

2
PROVIDENT FUND APPLICATION |
2
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| PF INITIATION ENTRY |
T

| ADVANCE WITHDRAWAL TYPE | --GPF FINAL SETTELEMENT

| BALANCE AS PE¢R ACCOUNT SLIP | -- (Balance View &h@Lb or update)
| DEPOSIT ¢& REFUND | -- Default S48 aupLD

[ suB SEQUENT¢ WITHDRAWAL | -- Default &b augpLD

[ PF BALANéLE AMOUNT | -- View Automatic

| REQU EST¢ AMOUNT | -- Enter

\
|_OUT STANDING RECOVERY AMOUNT _|--0
\

| CONSOLIDATE AMOUNT | --(Type Final Settelement Amount)
| PURPOSE O¢F ADVANCE | -- Select
| SUI;MIT |

7
| REVJEW | | APPROVED |
| SUBMIT TO VERIFIER [ SEARCH NOITIFICATION |
| GO TO V¢ERIFIER | | GO TO AF;PROVER |
| SEARCH N(;TIFICATION [—]| VERIFIED |

2.PF SANCTION ENTRY :

| INITIATOR LOG IN |
| HUMAN R¢ESOURCE |
| ADVA¢NCES |
| PROVIDENT FU:JD APPLICATION _ |

y -- GPF FINAL SETTELEMENT
| PF SANCTION ORDER |

J
AUTHORITY NAME - Type
EMPLOYEE NUMBER SEARCH

| T | ORDER NUMBER - Type

| ADVANCE WITHDRAWAL SEARCH | ORDER DATE - EDIT
T OUTSTANDING RECOVERY --- 0

| EMPLOYEE REQUEST NUMBER SEARCH | — [ CONSOLIDATE AMOUNT - Final Amount
7

| SUBMIT |
)

| REVIEW | | APPROVED |
1 T

| SUBMIT TO VERIFIER | | SEARCH NOTIFICATION [
J

| GO TO VERIFIER | | GO TO APPROVER |
l

| SEARCH NOTIFICATION = VERIFIED |
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3.BILL PROCESS :

INITIATOR LOG IN |

U

| F'NA¢NCE | FORWARD TO TREASURY
| PAYTOLL | | CLICK DTETAIL |
| NON SALARY BILL | |GoTo APPROVETR LEVELBILLS |
| GPFFINAL STETTELEMENT | | APPR(;VED |
| EMPLOYE¢E NUMBER | [cuck CONTINUTE ACTIONURL |
| SEA¢RCH | [ seArcH NO'T'IFICATION |

| GENER:\TE BILL | GO TO APITDROVER

| MONITOR STA:US COMPLETE | | VERIFTIED |
GO To¢ BILLS | cLick CONTINUTE ACTIONURL |
| CL|CK¢DETA”_ | | SEARCH NO'TFIFICATION |
| sELecT APPI:OVALGROUP || GOTO V%RlF'ER |
VIEW ATT,:CHMENTS - | FORWARD |

1.GPF Final Settelement 1lléb Gun@BLb Gung initiation entry, sanction entry GumLmoed GoiflemLwins Bills -60
elFeoTm) retirement benefits 60 employee manual 6d Lled GUNL&EnLTEI. & HEUDMTET (LpemD.

2.dleo Grpmiserfied employee number search &&ng SiLielLmpg GLoGed 2_eiar requiry Q&MGSHSH ex employee
616018 E1&M(BSHS Search e1&LISHTed employee name 6udHLD.

3.dleo Guaps® GPF element search esgned eugngl. Partfinal, Final settlement, Advance &8ed ea5n&
eugeXlevemeo BT SlFM& Issue Registration 60 GPF element not enabled ereor Ticket id e&MB&H& Geuevor(BLD.
4.Balance ed Final Settelementamount &emmeuns &rib&med balance upload 0 6lFedTm) Upload Q&SI
CI&METEMELD.

5.Nominee & Liled GuL Geuevor(BLD eTevfléd employee type 60 nominee ér60Tm) select OFILIST6d GLITFILDTEOTS).
e15gement Nominee eredTmmayiLd amount &rflgoomasLl WirfluLb.

6.Nominee & L96d Gun@®LD Gungl Final settelement amount 1,00,000/- erevfled Nominee &gpeurt &mHST
erevfled Sanctioned amount 6d 50,000/- eTeorss E\&M(BSHSTEL Hedr bill amount &flwimg 1,00,000/- eT6dTm)| EUBLD.
mb Sanctioned amount 1,00,000/- ereotmy Q&MTGSEHMLD 6Tevfled 2 Nominee &@& Garmggl 2,00,000/- eredrm) e(HLD.
7.Retirement order Gum_® employee &h6vteurm ex employee &h&moed Final Settlement 19l6d suinmr Q&Iw
Swieong).

GPF - REVISION :

2017, 2018 &lebengl SIBMS (pedTevTIT retirement Sy pension eunMmRIBS E\&TE0OT(B 2_6TaTeuTHEHES GPF

Revision amount eubgmed SLidfledayitd GPF Final Settelement 6d &medT Wi &L Swaib. S5HME\s60T SHeofllns
Provision g&ILb &edemeD.
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DCRG:

850& psedled 1.ex.employee create &I GeuetoT(BLD LebTeotT 2.balance upload e\&w Geuevor(BLD.
3. Gmesmeoret euLpl (pemmuiled L9160 SWIMT O\FILIS.

1.DCRG AUTHORIZATION 2. DCRG PAYMENT SANCTION 3. BILL PROCESS
1.DCRG AUTHORIZATION :

| INITIATOR | Retirement &peor Lsooflwimenm @BeuHEE DCRG order
| T RiESOURCE | g:ﬂg;;l:é_:; D& snedr BMbD SLLNededlemenr SWINm Gl
| PRE RETIREMENT |

| AUTHORIZA‘I%ION --DCRG |

| EMPLOYEE éo - CREATE |

| AUTHORIZATIOItl --GOV.ORDER |

| AG LEET¢ER DATE |

| GRADUI%FY TYPE |--- Death Cum Retirement

| AM(SLU NT |- A.G.6b eumbgieitem Amount

| WITHDRAWAt AMOUNT - 0 |

| SUBMIT |

| REV¢IEW | | APPROVED |

| SUBMIT TO¢ VERIFIER | SEARCH N(;TIFICATION |

| GO TO V¢ER|F|ER | GO TO AFEPROVER |

| SEARCH NSTIFICATION | > VERIFIED |

2.DCRG PAYMENT SANCTION :

| INTIATOR |

| HUMAN R¢ESOURCE |

| PRE RETTREMENT |

| DCRG/PR¢OV.DCRG |

| DCRG....PAYMENT¢SANCTION ENTRY |

|  EMPLOYEE -fGO--CREATE |

| TN --- (¢)RDER |- PPO NUMBER enable Sh&LD S606m6d ETEOTMMEYILD LITeUMUN6D6060
| AG AUTHO¢RIZATION | —-Default

| LEss PROVIS¢ION DCRG--0 |

| WITHDRAWAt AMOUNT - 0 |

| BALANCE DCRG¢ —-AG AMOUNT | - A.G.6d eufbgieitem Amount
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|SANCTION ORDER NUMBER & DATE | - Q&M(BH&HEYLD
\

| ACCOUNT HEAD | - sflwne esn@aEsaLD
7

| DETAIL HEAD | - sfwns esn@EssaD

| SUBMIT |
l

| REVIEW | | APPROVED |
7 B

| SUBMIT TO VERIFIER | SEARCH NOTIFICATION |
L B

| GO TO VERIFIER | GO TO APPROVER |
v 7

| SEARCH NOTIFICATION | =] VERIFIED |

3.BILL PROCESS :

| INITIATOR ID |
y

I FINANCE | [ FORWARD TO TREASURY |
y 1

I PAYROLL | | CLICK DETAIL |
l 7

| SELECT EMPLOYEE | [_GOTOAPPROVERLEVELBILLS |
7 7

[ SUPPLEMENTARY RUN —DCRG_ | | APPRTOVED |
U

| SUBMIT | IJLJQKQQNILN.LLE.AEIQN_LLBL_l
y B

[ MONITOR STATUS COMPLETE__| | SEARCH NQFTIFICATION |
l

| GO TOBILLS || GO TO APPROVER |
U B

| CLICK DETAIL | | VERIFIED |
y 1

[ SELECT APPROVALGROUP | [__CLICK CONTINUEACTION URL _|
y 1

| VIEW ATTACHMENTS | | SEARCH NOTTIFICATION |
l

| FORWARD = GO TO VERIFIER |

DCRG ppmib GPF 1ed Gun®Ld eumpgl eeuGeunds Department Lb Steurtserfieor head of Account gflwins 2_smengm
eT60T &FHLNTSZISESHT6TETEYLD

&8ed HOA automatic &8 euHLD. 6 Geueme HEUMNE EUHSTED Issue register Q&I hoa LOMDHMI&ESTETETELD.
DCRG REVISION:

2017, 2018 &iebedgl SlFHM& (pedTevtit Retirement &h,& Pension eunmid&6smenor® 2_eTemelnsenhad DCRG
Revision amount eubsmed &Li9eoegb DCRG 6d SmedtsnTT aFiiwl SweyLd. smelseot sevfluing Provision ggib
Sedemen.

85n® WPpsedled 1.Ex employee create aFiw Geusvor(®BLD. Gomesnedteot eufl pemmuded Lh6d Swimm
e51s. DCRG DA Arrear &leoeogl DA Revision &@& ATO Level 6 Provision 2_eiteng). Sleuriset &sn@ Lled swin
Q&I SWwIILD.

CPS FINAL SETTELEMENT :

CPS eb 2_eremeur&e Retirement &h&LD OLING LD Sleusensd CPS Final settelement Signeug Employee
contribution. Employee Interest, Employer Contribution, Employer Interest Gunedimeummledr SLp LNe&eLD QG ILILILIL L
uevorLd BT STULGLD. LISled SWINT Q\FiIeug! Ll ererflemLbuimet (pemmGu.
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1. CPS FINAL SETTELEMENT SANCTION 2. BILL PROCESS
1. CPS FINAL SETTELEMENT SANCTION

| INITIATOR LOG IN

U

| HUMAN RESOURCE

)

I SCHEME

A

| CONTRIBUTOR / NEW PENSION SCHEME

\

| CPS FINAL SETTELEMENT SANCTION

i

| EMPLOYEE ID-- GO--CREATE

=

1.TRANSANCTION NUMBER, DATE OF RETIREMENT, SERVICE TYPE--- Default
2. EMPLOYEE TYPE - Employee or Nominee

3. NOMINEE erenfléd nomination filed Yes or No

4.LEGAL HEIR --No eréor 01&MB&S6|LD

5.MISSING CREDIT -- O

6.EMPLOYEE CONTRIBUTION --Amount enter e\&uWwie)Ld
7.EMPLOYEE INTEREST --Amount enter \&we|LD
8.EMPLOYEE CONTRIBUTION --Amount enter Q&b
9.EMPLOYEE INTEREST --Amount enter \&wIe|Lb

10.TOTAL AMOUNT --Amount enter &LIWE|LD

| SUBMIT |

D
| REVIEW | APPROVED |
| SUBMIT TO¢ VERIFIER | SEARCH N(;TIFICATION |
| GO TO V¢ER|F|ER | GO TO AFEPROVER |
| SEARCH NgTIFICATION =Y VERIFIED |
BILL PROCESS :
| INITIATOR LOG IN |
I F|NA¢NCE | [ FORWARD TO TREASURY |
I PAY;OLL | | CLICKTDETAIL |
| GENER:\TE BILL | [LeoTo APPROVIER LEVEL BILLS |
I NON SAL¢ARY BILL | | APPRTOVED |
| CPS FINAL¢ PAYMENT | |4;LJ£KQQNILN.¥_EAQIIQN_LLRL_|
[ MONITOR STA'I%US COMPLETE | | SEARCH NOTTIFICATION |
| GO To¢ BILLS || GO TO APPROVER |
[ CLICKTDETAIL | | VERITFIED |
[ SELECT APPI'\fOVALGRoUP | [__CLICK CONTINUEACTION URL _|
| VIEW ATTA%CHMENTS | | SEARCH N(;;TIFICATION |
| FORWARD = GO TO VERIFIER |

CPS Nominee &@ L16d GUNEBLD QLMD 62 Nominee Sleoeog &neurt erevfled Amount equal Sh8 &bHSed siflwing
SigGeu 1flujb. SebeneelLiefied TICKET ID gmedr.
SPF 1984 BILL CLAIM:

SPF 1984 ipLiL| G&LDmed BAIIMeOTS) SH6v0TSHEB OFILIGI (LPEdTETT 3 LIL LW 16ba&6mTe FLMLINLGULD. snHELINg
IFHRMS 60 eLpedTm) LIl 1pu 160&@T5LD CarThg G LILLpu 16086 e FLDMLILNGSeorEmLD.
88D cLpedTM)| [BEMEDEHET 2_6iTEIT6DT.
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1.SPF OPENING ENTRY
2.SPF INITIATION
3.SPF SANCTION ORDER ENTRY
4 BILL PROCESS
1.SPF OPENEING ENTRY :
| INITIATOR LOG IN |
N}
| HUMAN RESOURCE |
y
| EMPLOYEE BILLS AND OTHER PROCESS |
7
| SPF OPENEING ENTRY |
T
| PENSON TYPE - EXEMPLOYEE |
U

1.JOINING DATE OF THE SCHEME
2.CLOSING DATE AND SCHEME

3. SCHEME TYPE --- 1984 Only enable &p&Lb.
4. SUBSCRIPTION AMOUNT

5.NUMBER OF INSTALMENT

6.REFERENCE NUMBER

| EMPLOYEE ID- GO-CREATE  |—> 7 REFERENGE DATE

| SUBMIT |

| REV¢|EW | | APPROVED |
| SUBMIT TO¢ VERIFIER [ SEARCH N(;FTIFICATION |
| GO TO V¢ER|F|ER | GO TO AFEPROVER |
| SEARCH NSTIFICATION | =] VERIFIED |

2.SPF INITIATION ENTRY :

| INITIATOR LOG IN |

| HUMAN RTESOURCE |

[ EMPLOYEE BILLS ALD OTHER PROCESS |

| SPF INITIA'I{ION ENTRY |
T

1.DATE OF RETIREMENT -- Default &8 6udBLD.
2.CALCULATION TYPE ---Superannuation

3.MONTH & YEAR OF JOINING

4 MONTHLY SUBSCRIPTION AMOUNT

5.COMPLETION OF 148™ INSTALMENT

6.REFERENCE ORDER NUM & DATE -- 6\&M(B&&6)LD
7.SUBSCRIPTION AMOUNT-- 148 Instalment & ¢5.2960

|__EMPLOYEE IDI GO-CREATE || g INTEREST AMOUNT-- b Calculate @tiig Amount
9.GOVT CONTRIBUTION ---- 10,000/-
| SUBJV”T | | 10.TOTAL AMOUNT - Calculate Sb& GuHLD
| REVIEW | | APPROVED |
) B
| SUBMIT TO VERIFIER | | SEARCH NOTIFICATION |
L 1
| GO TO VERIFIER | GO TO APPROVER |
) 7
| SEARCH NOTIFICATION | > VERIFIED |
3.SPF SANCTIONORDER ENTRY :
| INITIATOR LOG IN |
N
| VAN RESOURGE | [1.TRANSACTION REQUEST NUMBER -
D 2.SANCTIONING AUTHORITY & ORDER & DATE -- Q&nBaseayb
[EMPLOYEE BILLS AND OTHERPROCESS | | 3.SUBSCRIPTION AMOUNT - 148 Instalment & efb. 2960
\ 4 INTEREST AMOUNT-- b Calculate @&11g% Amount
| SPF SANCTION ENTRY | |5.G0VT CONTRIBUTION - 10,000/~
[ EMPLOYEE ID-- GO-CREATE =S 6. TOTAL AMOUNT -- Calculate &,& eudpLd
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| SUBMIT |
!

| REVIEW | | APPROVED |
| SUBMIT TO¢ VERIFIER | SEARCH N(;TIFICATION |
| GO TO V¢ER|F|ER | GO TO AFEPROVER |
| SEARCH NSTIFICATION | > VERIFIED |

BILL PROCESS :

| INITIATOR LOG IN |
D

I FINANCE | [___FORWARD TO TREASURY |
I PAY;OLL | | CLICKTDETAIL |
[ GENERKTE BILL | [CcoTo APPROVIER LEVEL BILLS ]
[ NON SAL¢ARY BILL | | APPROVED |
I SPF 1954 SCHENE | |_QLJQKleLNLTLE.AﬂIQN_UBL_|
[ MONITOR STA'I%US COMPLETE | | SEARCH NOTIFICATION |
| GO To¢ BILLS || GO TOAPPROVER |
| CLICKTDETAIL || VERITFIED |
[ SELECT APP;OVALGROUP | [_CLICK CONTINUEACTION URL |
| VIEW ATTA%CHMENTS | | SEARCH NOITIFICATION |
| FORWARD = GO TO VERIFIER |

SPF 1984 @ 6n -
1.SPF 1984 8L 5860 2_seneuriser efldpLiLIESe0r Guifled SPF 2000 S L HHeiLb g sLb GLDhEST6Teme0mNLD.
2.SPF Opening entry 1984 81"1L 58D& LDL-BELD 6u(BHLD.
3.SPF 1984 B 5860 2_smemeuraaT el pLLSSe0r Gufled SPF 2000 S L s8ab LigsgLb aFiwlLGLD
eIMLpE Sleuaeensd SPF 2000 6 HipssLb e swiL@L 50/- &@& Govt Contribution 10,000/~ euLprRISL
LILLDMLL M.
4. ueooflwiedlpaELD Cug EnHseuTseEnsdLd Compulsory Retirement Speoteuraens@ Govt Contribution
10,000/~ GuLprRIGLILIL. DML L.
5.dleo Gpmaiserfied IFHRMS ev Initiation Entry 6b SlemeotggiLd Subscription, Interest, Govt Contribution &rfluine
eubGILD Sanction order 60 Govt contribution eugelebemen erevfled Issue register 1&g Ticket id GUTL® SmeoT
&ifl e Geuevor(BLD.
6.Nominee & L16d GUBLD OLMpgI Single Nominee erevfled Liled eu(HLD. &p6vor® Nominee erevfled Liled eupng).
SPF 2000 BILL CLAIM :
SPF 2000 Bill 60 50/- Lom|LD 70/~ er6v1 &p6vor(® euemaINenT Lg&HSLD 2_6engl. &gieLd SPF 1984 1fed
Gurentmgisnedr. eunmng SPF Opening entry eugngi.
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SPF INITIATION ENTRY :

INITIATOR LOG IN

L

HUMAN RESOURCE

\

| EMPLOYEE BILLS AND OTHER PROCESS

\

SPF 2000 INITIATION ENTRY

!

EMPLOYEE ID-- GO--CREATE

=

11.DATE OF RETIREMENT -- Default &,& 6u(®LD.
12.CALCULATION TYPE ---Superannuation

13.MONTH & YEAR OF JOINING

14.MONTHLY SUBSCRIPTION AMOUNT

15.COMPLETION OF TOTAL INSTALMENT

16.REFERENCE ORDER NUM & DATE -- 6\&n(b&&6Lb
17.SUBSCRIPTION AMOUNT-- b Calculate 61&ti1s Amount
18.INTEREST AMOUNT-- b Calculate 6§11 Amount
19.GOVT CONTRIBUTION ---- 10,000/-

| SUBJV”T | | 20.TOTAL AMOUNT — Calculate & EuAHLD
| REVIEW | | APPROVED |
| SUBMIT TO¢ VERIFIER | SEARCH NOTTIFICATION |
| GO TO \}LERIFIER | GO TO AFEPROVER |
| SEARCH N(;TIFICATION | =] VERIFIED |

SPF SANCTIONORDER ENTRY :

INITIATOR LOG IN

L

HUMAN RESOURCE

3

| EMPLOYEE BILLS AND OTHER PROCESS

\

SPF 2000 SANCTION ENTRY

!

EMPLOYEE ID-- GO--CREATE

—>

7. TRANSACTION REQUEST NUMBER

8.SANCTIONANING AUTHORITY & ORDER & DATE -- Q&n(B&&6Lb
9.SUBSCRIPTION AMOUNT -- mmb Calculate 61&i18 Amount
10.INTEREST AMOUNT-- mmib Calculate 61§ Amount
11.GOVT CONTRIBUTION ---- 10,000/-

12.TOTAL AMOUNT -- Calculate &8 eupLD

\:

SUBMIT

\

REVIEW

y

SUBMIT TO VERIFIER

)

GO TO VERIFIER

i

SEARCH NOTIFICATION

\

VERIFIED

)

GO TO APPROVER

)

SEARCH NOTIFICATION

i

APPROVED

SIEHE: 26
SPF Nominee & Bill Gum@®LD eWMLPSI 6dH
Nominee erevfled Bill GumL(® efLeomd. Syevor(®
Nominee erevfled Ticket ID &meor.
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BILL PROCESS :
| INITIATOR LOG IN |

I FIN:NCE | [ FORWARD TO TREASURY |
I PAYIiOLL | | CLICKTDETAIL |
| GENER:TE BILL | [CeoTo APPROVIER LEVELBILLS |
| NON SAL¢ARY BILL | | APPRTOVED |
I SPF 2000¢SCHEME | MLM&QNILN%EAQIMLJ
[ MONITOR STA1+US COMPLETE | | SEARCH NOTTIFICATION |
| GO To¢ BILLS || GO TO APPROVER |
| CLICKTDETAIL | | VERITFIED |
[ SELECT APPRJ;OVALGROUP | [__CLICK CONTINUEACTION URL _|
| VIEW ATTAJ:CHMENTS | | SEARCH NO:TIFICATION |
| FORWARD = GO TO VERIFIER |

SPF 2000 & 6wl :
QHeUHES SPF 1984 Medguib SPF 2000 febquid Gy Crpsded sbmiilisaseond. SPF 2000 womib SPF
1984 6ot HEAD OF ACCOUNT &rflwns 2_etensn ereorm) Enfacement 60 Check 61&1L1gI l&meTaea)LD.
6(HEUIHES L1600 6UT60T(LPemMD QFIIS 2L 60T 70/~ NS LD elFIILILILIGLD. Sheotmed HDHGUME LeoolGuDELD
BGer Levofl eupedT(pemD AFLIWILILGBEDE. ShasGer Wpsed LNgsHe0lbHES LIRSS CIFILILIEDTLD.
Nominee & Liled Gu®BLD elLmLpgl Single Nominee erevfled Liled eugpLD. &pevor® Nominee erevfled Liled eupng
EL & UEL ENCASHMENT :
STEP :1
rBewep 1 : INITIATOR LEVEL
1.Initiator Level 60 Human Resource &@ 2_eGer e\560tm) Leave Process & Click a\gus. ..
2. Leave Process 60 Enhasement of Leave eredtm Option & maé@Lb Slems Click a\glg 2_e1Ger 615605. ..
3.Surrender ereueumm) GuUTGEGCDTELLT SIG%H CuneTmEISNET &Hs LNedEILD.
4 Enhasement of Leave &@&6T 6156010 LIM& (Pp&6edleb Sleurmens@ Leave Balance 2_sitengm ereor Check
GIFILILIGYLD.
5. Leave Balance b ertiuig Surrender &@& Update es@smGLom &16Gs Gumed Webadi Download e&1Lg)
Sleurserfleor Retirement Date month Slebeogl SlBMGLD (LpedTevted Date Q&sMBHSHTEL Update Sp@Lb.
®_snpevorons Retirement date 30.04.2019 erevfled 01.04.2019 Stedeogl 01.01.2019 eredrm) O\&MBEHSHEYLD.
6.Leave balance update 6515 WIm& EL & UEL Nomination update e&iiiw Geuevor(Lb. Nomination name
eugeXlevemen erevfled HR Level 6d lFeotm) Employee number ean®Gga Effective date e Retirement date &@
(pedteotmed Date Ql&M(B&H& Geuevor(BLD. 2_FHmrevorpns Retirement date 30.04.2019 erevfled 01.04.2019 Sledevgl
01.01.2019 erevTm)| QBM(BEHSHELD.
7.2_e1@em 61F60TM)| Family member update éb Click 1&g med add contact 6b 61§eoTDTeD &heb Start date LbHMLD
End date er60tm) 62(HLD. SiF6D Start date 2_gnpevorons Rtirement date 30.04.2019 erevfled 01.04.2019 Siebeo gl
01.01.2019 eredTm) \&MBHEEYLD. 60T End Date 60 HGUMemSWI LDIHLD Sledeog) elhL HemL & G558
SIEYLD. 2_gngevorbns 30.04.2020 Siedevgl 31.12.2020. 19eotu gov employee & non govt employee éreotm)
8m&ELD. Siged non govt employee click Q\&1LI%. A&MERF CHILD D& Search Option LbewMHZ name edit
elFILIeug Gumed eugpLD SIIGUTE nominee name type 61&1Ls. 19601 bank detail LobmLD phone number update
61FILIE)LD. SILOLTLPE hominee 60 enable Sh&LD.
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8. e Geuemer family member detail already &m0 Sleurserfledr bank detail L-GBLD update QFULIWLIOLD.
Siueunpgl nomination 6d enable &hLGLb.
9. Update 6\&WLILILD eIUIMLD&I review option 61&MG&HS SIB&HS Submit &nTBs&Ea|LD. SiGLTg Common aproval
group eb Verifier & approver name eussed LOLBGLD SiBSS level &@ Notification eugpLd Sedemev6llLievfied
6 Level GeoGwi approve &p&8 efI(BLD.
10.El & Uel nominee update e&118 19m& Verfier level eb open nitification 6 &p&@LD. Slems Click & ILISTED
Verify eredrmILD GameotmILD. Sigement Verify elgwie|LD. Verify 61§18 2 _L 60T approvar level &@ 61&60Tm)|
approve Q§WIWLIeYLD.
11. ®OILY: IFHRMS eu@beusme@ (LpeoTeutime retire Sheuteuraebed bill GumL ex employee create 651G
Bill Gum_eyLb.

STEP :2
1. Nominee update 61&1% 2 L 6ot Enhasement of el click 61&11&.
2. Click esiugl 2_e1Gem e\560TDMED date of retirement SigleunasGeu eupLD Death erevfled date of death eugpLD
BIBsEI beneficiary type 60 [HILD WNH&ES ecs HHHECHMELDT Slems, click aFIw Geuevor®BLD. employee eTevfléd
employee &@ death erevfled nominee &@.
3.8IB568 SleTHEHSHE eTalelene) HraT El 2_etenGam Slems enter OFILILIG|LD
4. Retirement reference number and date G&L&LD L &HHe0 HLD SlanieuenssHed el and uel &@& GumLLiiL
Proceeding number and date Q&n@&&6LD. SlettemmiL G858 snl O1&M(BEHSEOMLD. prom &edemeD.
5.8IB&a Review aF11g 2_L 6ot Approvel groups GsmedtmiLd Siged Common approval group ereor click Q&g
Lfleot] Submit QFLILIEYLD.
12. Submit a&Ls Leave salary Sheorgi Verifier level 6d open notification 60 m&@&LD Slews Click O&LISTEd
verify eTédTm) G&MeOTMILD. SiFement verify OFILIWLIQ|LD. verify 1§15 2 _L 60T approvar level &@& 6560Tm)| approve
GIFILIEYLD.

STEP :3
1.El entry approve 65118 L9m& Finance 6\eotm) Payroll 60 Process 61&60tm) ex. employee 6d search a&1L&.
2.Ex employee name eubs LlIm@ Process 6d Process sublementary run 6d encasement of el & click a\ggl
submit e &n@s&eYLD. L6t monitoring status 6d complete Sh@&LD euemy wait O\&FILIG! L6t result &
61560606 LD.
3. Resul 6 ex employee 6D bill group name &GS search OFILIS..
4 Result 60 element check egwe)b. DA, HRA, PAY SlemetgSILD FlLING 2 _6TensIT 61601 LIMTSHE&6LD.
5. b Geuemer DA, HRA, PAY SlenelT&EILD H6UDTe hHeTed H616med GeusvorLmib. SGLp 2_siTerT euLlemiu
eoTUDMEOMLD.

DA. HRA ns HET6D LDMDDLD QLI
1.Payroll process éb 6lgeoTm) dues & deduction updation 6d 6lFeoTm) create batch e\&iLIs.
2.Batch date retirement month date sge)Lb. 2_gmyevorona retirement date 30.04.2019 erevfleo 01.04.2019
3.DA siuGunemgw DA emex &ih&. HRA ereoteot Level Slems LDL(BLD &dHsS.
4 Batch initiator to verifier to approver. &iB&g& Pay change

PAY LomhmLD G\l
6.HR 6b 61Fe0Tm) update salary 60 ex employee eréor Q&BMBSHE employee number Q&MTB&E search 61&ILIS
7. SIB&E Pay commission LbHMILD pay eme select O1FILg| review 61FILILIOYLD. SIS retirement date 30.04.2019
ereofled 01.04.2019 6d Pay update @& b Gungl next increment date GaL.&LD SiFed Steurh& 01.04.2019
increment etevfled next increment date 01.04.2020 er6v18 G1&MBESAYLD. next increment date &@&Lb Retirement

BGLD 6ThS FLOLIHEPLD E6D6meD.
8.Review ...Submit...Inititator to Verifier to approver.
RESULT PAGE

9.GLpBed Q\FMEITEDT LDMDDIHIGHEMEI 6T6DEDIMLD 61FILIS LNIM@& Finance 60 Result 6d ex employee 6d bill group name
Q&MB5S search OFIIS.
1.9m& mark for recalculation &@ms. &% Complete SheurgHILD Check &LISMEDd &ifluimg amount eudHLD.
2. 19e01y Generate bill.. supplementary bill..bill type...el encashement ...ex employee..search...bill generate ...
then goes to billw page ... bill number generate succefully ...bill forward to verifier ... then approver ... then
treasury .
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fBemeo 2: UEL BILL PREPARATION

1.EL BILL & erevtent 0lFIGHMELOT SigGeu Hmeor Uel s@&Ld

2.Click eglg 2_et@ear elFeoTDMed date of retirement SigleunasGeu eudrLD. death erevfled date of death eu(pLD.
SIBs& beneficiary type 60 B wWNh&E ECS smeCmGLON. Slems Click aigiiw Geusvor®BLdb. Employee
eTevfleb employee &@ death erefled nominee &@...

3.8IB5HE SleuTHEnsHE ereueusne) e UEL (90 mriser oL BELD) 2_eatenGam Slems enter OFIILIQ|LD.

4 Retirement reference number and date GaL.&LD &L586 [FLD SlanieuenssdHed el and uel &@& GumLuLL
Proceeding number and date Ql&n@&&6LD. SlettemmiL G858 dnl O1&M(BEHSEOMLD. prom &edemeo.

5. &IB&& Review ag1Lg 2 1 6ot approval groups GgmestmiLb &ihed Common approval group ereot click QgL
e1FILIZI 60T Submit QFWILIE|LD.

6.Submit @& Level salary Sheorg Verifier level 60 Open notification b &m&@&LD Slems click QFILISHTED
Verify ereorm) GemeotmLD. Sigement Verify elFwie|Lb. Verify 61§18 L 60T approvar level &@ &60Tm)] approve
GIFILIEYLD.

7.10 6udBLLD LI6vofl (LpIR&&H6UTEEThEE LDLBELD OO [HMLS6IT 6U(HLD. SHLILIEML LIGOTLITETTEHEThEE HemLINE.
8.Webadi éd Leave balance upload e\giiujb Gungi Uel && 180 B &6 6160t upload G1&ILIEYLD.

9.pmMb UEL &@& oL GELD Tax WigssLd esii@eund. Death employee &@ el and uel Gun®Ld Gung tax Llipshs
LGl ge6leuresfied Family pensioner &@& No tax.

IT Nips5LD OFIeUS:

1.UEL mmb Finance 6d 61&60Tm)| Process 61&WLISUSD& (LP6OTE0TITED

2.Payroll Process eb eig60tm)] dues & deduction updation éb 6\geoTm) Create Batch e\&iLIs.

3.IT 8@ LL(BLD Batch date 615 LoMsLD S[bd Llebemed GUNGEEDHTELDM S LONSLD HTEeuetoTBLD.
2_gnpevorons Retirement date 30.04.2019 erevfléd 01.04.2019 6160168 T&8m LTI 15.04.2020 6D
NeoGUTGBEEDMLD. erevfled 01.04.2020 ereu1s &I Geuevor(BLD.

4. Review ...Submit ...Initiator to verifier to approver...

RESULT PAGE:

1.UEL entry approve eglgl. IT add esis me Finance eigeotmy Payroll 60 Process 6l&6oTm) ex employee
60 search 6\&lLIs.

2.Ex Employee name eurbs L9m@& Process sublementary run 6d UEL on PA & Click &g Submit Q&nGe&eyLb.
19601 Monitoring Status 6d Complete &y&LD 6uemy wait 61&Ig! 60T Result &@& 61§60606LD.

3.Result 60 ex employee 60 bill group name Q&MB&HS Search QLS.

4 Result 60 element check egwe)b. DA, HRA, PAY, IT SlemetTs&ILD SIfluing 2_6Tengm 6T60T LIMTE&H6YLD.

5. 19601y Generate bill... supplementary bill... Bill type ...El encashement ... ex employee... search ....bill gener
ate...then goes to bills page...bill number generate succefully ... bill forward to verifier ...then approver ... then
treasury.

EL &UEL BILL FOR NOMINEE:

Nomonee & El & Uel 1960 Gun®Beug s-6oLILDM60TS 660TM) HT60T. Nominee update 61511 6XlL"L_M6D &r60LILDTE

9l6b Guim(® efleomLb.

INITIATOR LOG IN |

L

HUMAN RESOURCE |

\

LEAVE PROCESS |

\

EMPLOYEE ID-- GO--CREATE |

L

EL NOMINEE |

U

CREATE |

7 2 NOMINEE etevfléd 1% Select epeurm ewwim

NOMINEE IS FAMILY MEMBER --Yes | Relationship --- Wife, Son, etc...

J Effective Start Date (Death &@& (pbemsILI gHTEUSI 6(H LDMTSLD)

SEARCH NOMINEE |% Share 50%
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|| APPROVED |

| REVIEW ¢
l

| SUBMIT TO VERIFIER | SEARCH NOTIFICATION |
7 0

| GO TO VERIFIER | GO TOAPPROVER |
L

| SEARCH NOTIFICATION | VERIFIED |

2ND NOMINEE UPDATE 1ST NOMINEE UPDATE Gunettmg &neor &5ed effective start date Q@an®s@Ld LMD
already exist er6doTm) 6uBESTEL CHS & 6UBHLLD LDADHBIGOHTHEHSELD.

EL & UEL && sevfigsenfiuns Nominee update g Geueoor(BLD.

EL & UEL BILL:

| INITIATOR LOG IN |
N

| HUMAN RESOURCE |
y

| LEAVE PROCESS |

Benef 6 o N
[ EMPLOYEE ID-- GO-CREATE | eneficiary type Q&nGsHs 2L 6ot Side 60 Nominee &gpeurt

T eTeofled 50% & 50 % 6r60Tm)| 6UdHLD. eupeiledemen 6r6ufled
[ BENEFICIARY TYPE - Nominee  |—> |L5600r®LD update Q&iiwieyib.

| SELECT EL DAYS |
J | APPROVED |
| SHARE 50% or 100 % | =
T | SEARCH NOlTIFICATION |
| REVIEW | GO TO APPROVER |
T
| SUBMIT TO VERIFIER | VERIFIED |
0 T
| GO TO VERIFIER =Y SEARCH NOTIFICATION |
BILL PROCESS :
| INITIATOR LOG IN |
3
| FINANCE | | FORWARD T1Q TREASURY |
¥
| PAYROLL || CLICK TDETA|L |
¥
| SELECT EX EMPLOYEE | L.coTo APPROVTER LEVEL BILLS |
7
[PROCESS SUPPLEMENTARY RUN | | APPROVED |
7 1
| EL ENCASHMENT | |_CLICK CONTINUEACTION URL _|
T 1
| RESULT | | SEARCH NOTIFICATION |
7 T
| GENERATE BILL | | GO TO APPROVER |
T T
| SUPPLEMENTARY BILL [ ] VERIFIED |
T T
| EL ENCA¢SHMENT | [ CLICKCONTINUEACTIONURL |
T
[ MONITOR STA'EUS COMPLETE | | SEARCH NOTIFICATION |
0
| COTOBILLS | GO TO VERIFIER |
T
| CLICK PETAIL | ] FORWARD |
T
| SELECT APPROVAL GROUP =] VIEW ATTACHEMENTS |
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EL & UEL eigefiejeny :
1.Nominee &yevor® el eresfled amount equal &hs SigIGeu LrfluyLd
2.Nominee 3 @ui erevfled ticket id smeor GuimL Geusvor@BLd. Amount &flwins Lflweflsbemen erevfled. Death employee
&@ |T NigssLb asiwiLL CHemeuufedened.
3.8le0 GupsE& CCA eu@bLD . Sh60TTed SlauTsEhsE CCA B meangl. 8sn@ smevordb DATA Validation Q&L |LD
Bungl CCA- Yes eteots: QanB&HSBLIGLMLD. EImententry 6o CCAemeu delete QagmLIGUIMLD. Spevted Data validation
60 delete &L Bmaangl. BzMNE data validation revoke aFiLILNSS H6Xly Geum) e EedemeD.
4 .UEL 1960 &b LDM&5HHe0 Sanction a1&ILISTeD SIBs LDNgg Hed Lied generate QFLILIO|LD, &6bemeD 6T6vfl6d sanction
entry GumLgmed UEL days @emmuLb. fedteorT LieoorBLd Upload 61&iiwt Geuetor(BLb.
5.6 sLem6eUsHG GLed Sanction order GuL SwigyLd. &gl HD&TedlsELD.
6.Personal pay, special pay &pevor®Lb El & Uel 60 eugngl. &5m@& Salary arrear eo 160 Gum® el HOA Lombme
a\Fmeded Beuevor(BLD.
EL & UEL ARREAR :
EL & UEL && DA ®iebeog revised pay difference arrear GumL Geuevor(BelLDevlled &Lp&evoTL
ULl LpemmUilemneoTLILIe0TLDDELD.
| INITIATOR LOG IN |
J

| FINANCE |
7
| PAYROLL SERVICE |
T 1. TLS OF UEL PAY ARREAR
| DUES AND DEDCTIONS | 2. TLS OF UEL HRAARREAR
T 3. TLS OF UEL MA ARREAR
| CREATE BATCH | - |4 TLS OF UEL CCAARREAR
| APPROVED |
D
| SUBMIT TO VERIFIER | SEARCH NOTIFICATION |
Y 1
| GO TO VERIFIER | | GO TO APPROVER |
T T
| SEARCH NOTIFICATION | =] VERIFIED |

BILL PROCESS :

| INITIATOR LOG IN |
| FINALNCE |
| PAYI;OLL |
| EX EMPLO\?EE SELECT |
| SUPPLEME*\ITARY RUN |
| UEL DIFFERTENCE ON PA |
| SUI;MIT |
[ MONITOR STATUS R¢EQUEST COMPLETE |
| RESiULT |

Nominee &ebemen eTevfled Nominee Update

eFwLb eumpg Add Contact esn@G&H& Update

eFweyLd. Bill Gur@Lb ewmpg Nominee &@& Yes

ereuTe)LD Legal Heir &@& No erevte)Ld e\&mBs5&I Liled

SWITT GIFUILIEYLD.

| GENERATE BILL |
7

| SUPPLEMENTARY BILL |
13
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UEL DIFFERENCE ON PA | [  FORWARD TO TREASURY |
N |

[ MONITOR STATUS COMPLETE | | CLICK IiETAIL |
| GO To¢ BILLS | [ GOTOAPPROVERLEVELBILLS |
| CLICKfDETAIL | APPRgVED |
[ SELECT APPFiOVAL GROUP | [ cLicK CONTINJE ACTIONURL |
| VIEW ATTAiCHEMENTS | | SEARCH NOTI'IFICATION |
| FORWARD | GO TO APTTDROVER |
| GO TO V¢ERIFIER | | VERIFIED |
| SEARCH NOTIFICATION | = [ cLick CONTINUTE ACTION URL |

EL & UEL ARREAR : 6\gefiejemy :

UEL & EL 9iebgui6& 2_evorLmeot arrear Gun@GLb eumpgl UEL &@ s6vfl LiebeonaeLd, EL &@ s6vfl LiebeonaeyLd GuimL
GeueooT(BLD.
Regular El & UEL Llebemer eumnmled GULsenLngl. SiLiue Gun@Ld eumpgl UEL &@& IT add 61&iiw (piouingi.

FSF (DEATH CLAIM) :

Lievoflufed 8maELb Gungl &DHd QMHEUHEE LDIST S LipssLd esiwlLGLD FBF edldmbal
3.00,000/- aUPRISLILGEDSI. S5H6me0T &LD SHE00TL UMM SUIMTT QFLILISDTLD.

STEP 1:
rBemev1 : INITIATOR LEVEL :

1. Initiator Level 60 human resource &@& 2_e1Germ 6lgeotm| Schems g2 Click a5,

2.Schemes 60 Employee Family Security Fund eredrm Option &@p&@&Lb Slems Click a\&1Lg1 2_eT@ar 615605.

3. 2_a1Gem 1Fe0Tm&ILD 1.NOMINATION ENTROLMENT 2.NOMINATION BULK ENTROLMENT 3.SETTELEMENT
CLAIM 4.REPORTS 8m&&Lb. 8860 pLbs@& Nomination entrollment and settlement claim o gmeor Geuemev.

4. Nomination entroliment click &g nominee detail update e&Iwe|LD. Nominee eugelebemed erevfled employee
profile @geotm Nominee update gwIwieLD.

5.Nominee update a51L5 M@ Settelment claim click agis.

6. BMLD SpFHeuraerferr GBLOLSEDE 2L evripuins Immediate relief snG&SmBLIGUMLD Sledeog full settelement
e&M@LGUMLD. Immediate Relief && 25000 emumil apGeurtd. Final settlement erpumii 2,75,000 &@ &dEeurLd
7. Wps6dled ¢h.25,000 Sibs Sigieues DDO elih@ eumbm) euLphis Geustor(BLD. &g 6 LNebeonsa|b SIBSS
2,75,000¢mUMLISE &6ofl Nebeonseyd GumL. Geueoor(GLD.

20.Settlement claim click @&1&. Transaction number . date of death SigieunsGeu euBLD. SiBSHSE mode of payment
immediate relief ereoTm) select O&ILIS.

8.Beneficiary type DDO er601m) Search ag1Ls. Sifed ddo eupeXienemen eredtmired employee master 6&eotm) beneficiary
create QFULIWIGLD.

9.81(5& name of the beneficiary search e&LIwLIeYLD.

10. Sanctioning Authority win@gm SleurfledT LWIT STeyLD.

11.Sanction order number and sanction order date SyeyLb.

12. Sanction amount 25000/- eTeoT 61&M(BEHELD.

13.Source of information winit &ifkg employee &nHs HHeuemed SlelHHTCIMT Sibg 2 e (PewDuileneot
GSollSLeyb...EX Wife

14. &IB&& Review 61§15 2 Lot Approval groups GamestmiLd Siged common approval group erevrclick Q&g
LfleoT] submit e&LIWIEYLD.

15.Submit e&1L18 FSF &heorg) verifier level 6d open notification 6 m&@&LD Slems Click asLgTed Verify eredtm)
GaneotmILD Sigement Verfy algwieyLd. Verify 61&1LI% 2 L 60T approvar level &@& 61&60Tm)| approve 61FILIe|LD.
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16.91B5& Gmune Finance && 61eotm) Generate Bill 6d non salary ebebled Family benefit fund eredTm) Q&MTESHS!
employee Search 6\&WIsT6d employee auBHEUMT Slews select QFILIGI submit O&ETHESELD.
17. Yot Bill 60 6urbs expence type 6d family benefit fund eréormy search e&g detail check aFLIWIO|LD. SiFed
&g DDO eim@ Ecs Sh@Lb.
18. ot Salary bill Guneotm) eLpedTm) Bemeouied Forward and approve 6\&n(®5&! approval level 6d forward to
treasury Q&MG&HSHEYLD.
5.2,75,000 /- OUDIISIXS
1. 25,000 emUML QUMIEUBNHS 6T60TeT AFILIGHTELN SlemsGW FHmer FnELD asLGeuTD. nominee update
Gaemeuuiledemen.
2. Settelement claim click @&&. transaction number .. date of death Sigeune&Geu eudHLD. SiBSHS Mmode of payment
final FSF payment ereotm) select 6\&18. &18e6d0 Employee eugeflebemen ereotmmed employee Profile eigeormy Update
oFIS.
3. Beneficiary type dependent eréotm) search Q&1LIs.
4. &iBsSH& name of the beneficiary search Q&WIWIEYLD.
5.Sanctioning Authority win@pm Sleurfleor QLIWIT STeYLD.
6.Sanction order number and sanction date yeyLb.
7.Death certificate reference attachment YES eréor 6l&n@®s&e)Lb. reference number and date &abs.
8.Adv Funeral Amount 25000/- LopmjLb balance amount 2,75,000/- &igieunsGeu eupLD.
9.8iB&aI chalan number and date g@sm edp BLOUIM & Ba8 Slebengl etrenmi CH8 HHs.
10.Beneficiary 1 amount ereotLiged 2,75,000/- 61601 type 61FILIS.
11.Name of the beneficiary search a&iLIHTed SigieunsGeu eubgeNBLD.
12.81(B58 Review 61§15 2 160t approval groups GsmeormiLd S1ged common approval group ereot click Q&g LileoTL
submit @&WILIE|LD.
13. Submit @8 FSF Syeo1g Verifier level 60 open notification 60 H&@&LD Slems; click 1§ ILISTeD verify QIFILILIe|LD
verify O\1&1L1& 2 _L 60T approvar level &@ 61&60Tm)| approve G1FWILIEYLD.
14.91B8& Cmons finance && 6lFedTm) generate bill 6d non salary L9ebedled family benefit fund eretTmy O&TBESI
employee search Q&L&M6D employee eudhHEUNTT Slem select Q&I submit OBMBEHSEYLD.
15.191e01 bill 60 eurbgl exbence type eo family benefit fund eredrm) search @&Lg) detail check e1&ILILIGYLD. SiB6D SihS
nominee &@ ecs Sh@LD.
16. ot salary bill Gumedtm) eLpeoTm) Bemeoufeib forward and approve 6&mB&H& approval level o forward to
treasury &M(BSH&H6YLD.
ISSUE REGISTRATION & TICKET ID QLm)s6d ereiieumm) ?

[BITLD gHM6UG] HEUM)] OFILISHTE0 Slem &Ifl QFIIL (LPLRUI6N6DEmED 6TE0TMITED Wipro 6L LD [FLDFI GHeDmuilement
Beursd esg 58 aFTevedl register Q\FiLIeUS HedT Issue Registration.

INITIATOR LOG IN |

T [ BUG OR TICKET ID RECEIVED |
[ HUMAN RESOURCE OR FINANCE | T
0 [ SUBMIT [
[ DASHBOARD HOME PAGE _] 1
D | ATTACHMENT |
| ISSUE REGISTRATION | T o
0 | SUMMARY | -—-Issue emeul) LHBIWIE
| CLICK | T .
7 | DESCRIPTION | ---Issue emeull UDHGSWISI
| DISTRICT | T
T | ISSUE --- DATE ISSUE |
EMPLOYEE MOBILE NUMBER > T
Give initiator mobile number | MAIL ID |
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PROVISIONAL PENSION PROCESS:

SD&ETells Quiepduid 50% eUPRISLLGENS. SD&EMS QUIOLSUISTTTSERHE SDHMElH UIaLSILD
GULPMRIGEUSDE Sleurr 2018 - & (peoTetTGr g6 eIUMMeUIT eTevfled ex employee create 61&LILI GeuetorBLD. HHEUNS
2 _aiteme eTevfled Provisional pension entry GumLLmed LOL-(BLD GUNILDMTEDTEl. FH6d 3 [BemevaH6T 2_6TeNg).

1.PROVISIONAL PENSION REQUEST

2.PROVISIONAL PENSION SANCTION ENTRY

3.BILL PROCESS

1.PROVISIONAL PENSION REQUEST
| INITIATOR LOG IN |

0 | APPROVE - THREE LEVEL |
| HUMAN RESOURCE | T
0 ATTACHMENT - PROVISIONAL
| HR - PRE - RETIREMENT | PENSION ORDER
7 0
| PROVISIONAL PENSION | | REVIEW |
) T
[ PROVISIONAL PENSION REQUEST | REQUEST DETAILS - PROVISIONAL
v PENSION
| REQUEST NUMBER | 1
0 WHETHER FSF TO BE
|  ELIGIBLE PENSION AMOUNT [— RECOVERED --Yes or No

2.PROVISIONAL PENSION SANCTION ENTRY

| TRANSACTION NUMBER | Eligible Pension Amount snGg60ns &dbbemed

v ; ODS)
rflwimeoTt & Ca &
[ PENSIONER REQUEST NEUMBER | siiuner Opmemu SREs OanGasaid

=

Y | APPROVE |
[ SANCTIONING AUTHORITY | 7
0 | ATTACHMENT |
| SANCTIONING ORDER NUMBER | 0
L | REVIEW |
| SANCTIONING ORDER DATE | 7
0 PROVISIONAL PENSION SUB
| ELIGIBLE PENSION AMOUNT | CATEGORY - CIVIL PENSION
l 1
PROVISIONAL PENSION AMOUNT PROVISIONAL PENSION CATEGORY
SANCTIONED - CIVIL PENSION
3.BLL PROCESS
| INITIATOR |
v
| FINANCE |
U
| PAY ROLL PRECESS |
I}
| SELECT EXEMPLOYEE NUM |

\
PROCESS SUPPLEMENTARY RUN
PROVISIONAL PENSION
\

| PAY ROLL RESULT |
T | FINANCE BILLS - BILLNUMBER |
BILL GENERATION )
SUPPLIMENTARY BILL = | GENERATE BILL |
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INITIATOR AND APPROVER ID 1onpmLb 6w
mevorLIT&@er HHELIMSI Lied Slgiaueosmisefieo DDO-Retirement &yé &BLILINMTSH6T Si6bedG! LDMTM)H6D QLIDM)

Smuunaer. Sluewmpgl Approver |D uflemeot Incharge 60 2_eTemeurTa b LDMHM Geu6T0T(BLD. SIHM (S 6T60T60T OFUILLI
Beuevor(BELDEDTED TMEHETGEU 2_6Tem Approver & log in QFILIs.
2 _a1@em Approval Group (or) GTN Functional Administrator ereorm) &pa&@Lb. gement Click 61&1LIS.
J

2_et@em Home & Approval Group eredtm) &hs&@Ld. Again Click Approval Group
J

&35ed Module Name select a\giL6ug Guetm) &meGLD. Sifed
\)

Bill Creation Process select 61&1Lg1 Go O1&MB&ESELD.
\

60T LD Sleuieuens LT GeHmedtmLd semLdluded View & Action eredtm) &h&@&LD. Action - & click aFLIs.
\)
Click es118 2_L 60t End date 2_L 601 6dH Page open &y@Lb. &FH6d 6161618 LDMMHMLD GI&FILIMLDED Next ereor
CBM(BEHSHEYLD.
\)
Next Q&MGHs 2 L 60T HLOF Sleeueoasdenr Initiator Verifier, Approver, Name & ID, Start Date GgmeotmiLb
&8ded Update & Reassign e1edTm)| b&@ELD.
\)
Click Reassign &80 DDO Name search egilieug Guneotm &me&L. &Bed DDO Name -2 SibgHs
Treasury Code e&n@B&g Search eFwed. &8s Gumetm User ID UBsns HID wnemy Approver &h&

AmmLD aFLIWIGeuetorGELDT Sleurfleor employee ID -emw 6&MESHS Save 6\FLILIGeu600TBLD.
J

Save 6518 2 _L 6ot Next ereor GaL&LD. Next 6&nB&Hs 2L 6ot Modify changes Yes or No ereor GaL@Lb. Yes
61601 O&BM(B5S 2L 60T Home Page & 6ubgl 6BGeund. (Approver ID Change &4,8 efiBLD ).

\?

&Cs Gumedtm) Service Register - &@&Lb Approver ID & Lompmlé Q&meTene LD
\?

Approver ID Change @sLgeLe0T Pass word default &,8 Sleuriaerfleor DOB &neot Sh&@&LD.
J

Ussns LonmmLd 6§ig Approver ID Log in Sh&eilebemeDd erenfled Pass word Reset @i Geueoor(BLD.

DSC REGISTRATION:

DSC - Registration ereotuig Digital sign certificate .[pLD&I Slguieue0&6H60 HuimT OFLIL|LD Llebemeo DDO Sign
Qg1 LD (pemmGuI DSC - Registration.mLog) Siayieuens DDO eXlm@ Pendrive Guimeotm Dongle 6p60Tm) Sib&[H5 LDMeML L
&BIHELE0SHS6ED OBMBHSLILIBLD. BHed (LpeHSUILDTETEH &H5NE dH Password &bHeunseT. &emns LomibeTEe0rm Siebe0g!
Dongle & 61&Memens gl 68l LmBeorm LO6ToT(BLD 6\LIMIEUS] SHI6UTLD.

&bs Dongle-ApproverLevel - &@& Lo BELD Sibg DD O Retire & @&Lb 616w SLEILDELD (LP(LDEUSILD 6TTHIE LDIMTM)&H6D
eumm)] eFeTHTEILD 6B Dongle smedT, dev ererienls LOMHM(LPLD &edemed Bill forward Q&L LD (pedTL Approver Level
60 Dongle insert &g Signature 6d Click 61&11g) Bill &2 Treasury &@ forward e& i Geuevor(BLD. &bs Dongle Geuemed
eFlLIW 2 Software (p&BWILDTEDTS).

1. em signer
2. Safenet Authentication software

1.http://203.145.185.9:9333/training -material/dsc- softwares -manual.zip 60 6&eoTm) Download

O\FILIG| CBTETEITEDITLD.

2.8pyevor(B Software download e\&lg edl(B Dongle insert &gl Approver ID open 6&igl DSC - Registration

Click @&wieyLb. &5m& et https://127.0.0.1:8080/ etedtm Address g2 Google 60 Run LbL(BLD Q\FILILIEYLD. &F6d
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61b% &I LSw Page open Sha&ng.
3.Run 65118 M@ - DSC Registration - 60 pLD&E Q&MBSHS Passward Type 6§l go Q&MBSHSTE0 Register
Successfully ereorm) eu¢BLD. HMLD Dongle Register O&LISTed et L16d Forward @& IL (Lplpu|Lb.

PAY SLIP er(BLiLg ereiieunm) ?

| INDIVIDUAL LOG IN |
v

| PASSWORD DOB |
v

| REPORTS |
) GomeETetTenT EULPI(LPemMEENETL LWETLGSS 661e6H
| PAY SLIP | Ueooflimen LD SevfiLiLiLL (pemmuiled Payslip eT(B&&1s SMeTemeiLD.

y
| SELECT MONTH --GO |
v
|  SALARY ZIPFILE - EXTRACT |
J
| FILE PASS WORD -- DOB |

SlIeuesSHe0 TBLILSDE Resulted Pay roll status Sigpeded Pay slip
eTedTn)| SHHGLD. SHeIb Download Q\FILIFI SBTETETEOLD.

PASSWORD CHANGE esiieug ereiieunm) ?
| INITIATOR LOG IN |

¢ . . . 5 o
dbeUHSHE Password 01&M(B&&LD ILIMLPGI open &b 6fleDemeD 6T6vfled
l UPDATE Pf‘SSWORD l Wipro edILLb 61&mebedl Password g2 Reset 61w Geuestor(BLD. Security
| IMAGE TYPE | Question eflEsmed HTELD Password update 61&iLIg] 61&TETET6DITLD.
!
[ NEW PASSWORD - UPDATE |

emel. eflgguiedr

WEIsemed Spafluwim - 2 _ufrfluied
®igs Guoedfements Leef, OALyYPD
SLEYIT QULLLD, &eHT LDMEULLLD.
Whatsapp No : 98427 98871
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