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 IFHRMS Îò ÃVìçk
     (ÎòºþçðÍ> \M> ká ¼\DÃV| W] ¼\éVõç\Ý]â¦D)

ÖÍ]BVs¼é¼B x>[ x>o_ >twïÝ]_ >V[ x>[ x>éVï ïòÆé \u®D ïðÂz mçÅ

ïèM \B\VÂz>o_ kaïVâ½BVï c^ám.

W] ¼\éVõç\ Ø>V¦ìÃVª ¶«·©Ãèï^ ]ÅDÃ¦ åç¦ØÃ®k>uz >tμåV| ¶«ÄVªm W]

¼\éVõç\ \u®D \M> ká ¼\éVõç\çB ÖçðÝm ÎòºþçðÍ> \M> ká

¼\DÃV| W] ¼\éVõç\Ý ]â¦D ¨[Å A]B ]â¦Ý]çª åç¦xçÅ©Ã|Ý]¥^ám.

Ö>[JéD Ãèß·ç\ zçÅÂï©Ãâ|^ám.

ÃèBVáìï¹[ Ãè©Ã]¼kâ½_ ÄDÃá©Ãâ½B_ sk«D, ØÃVm kòºïVé çk©A W] \u®D

s|©A sk«ºï^, {FÆ]Bìï¹[ \V> {FÆ]B sk«Ý]çª ïòÆéÝ]uz ØÄ_éV\¼é

ÖòÂzD Ö¦Ý]oòÍ¼> ïèM kaBVïÝ Ø>öÍm ØïV^áéVD. Ö>ªV_ {FÆ]Bìï¹[ ïVé

s«BD >sìÂï©Ã|D.

{F¡ ØÃ®D ÃèBVáìï¹[ {FÆ]B ïòÝmÂï^ ¶[çÅB ]ª¼\ >BVì ØÄFm Î©Ã¹©A

ØÄFB©Ãâ| \VWé ïðÂïVBòÂz ¨¹>Vï ¶Ð©¸ çkÂï©Ã|D.

Ö>[ JéD Ãè©Ã]¼k|ïçá Ã«V\öÂzD ÃèloòÍm s|Ãâ| ¶Kkéìï^ >ºïám

mçÅl[ gÂï¯ìk© Ãèï¹_ ~|Ã¦x½¥D.

Ãè©Ã]¼k|ï^ ¶Ëk©¼ÃVm ïèM JéD gF¡ ØÄFB©Ã|D. ¨ª¼k å¦k½Âçïï^

c¦ÐÂz¦[ ¨|Âï©Ãâ| {FÆ]BD \u®D Ãð©Ãé[ï^ >V\>t[¤ kwºï©Ã|D.

ÃèBVáì Ø>V¦ìÃVª ¶«E[ gF¡ÂzD ]â¦t¦KÂzD ÖÂïèM gkðºï^ c>¡D.

g>V«© ¯ìk\Vª Ãè sk«ºï^ ïèMl_ Öò©Ã]ªV_ Ãè\VuÅ x½¡ï^ >V\>t[¤

xçÅBVï ¨|Âï©Ã|D.

>twï ¶«· »aBìï^ \u®D gEöBìïÓÂïVª »]B©Ãâ½B_ >BVöÝ>_ \u®D {F¡ ïVé

Ãð©Ãé[ï^ mö>\Vï kwºþ¦¡D IFHRMS [ JéD Ãð©ÃökìÝ>çªçB ̈ ¹>VÂzk¼>

>twï ¶«E[ z¤Â¼ïVáVzD.

ÎËØkVò ÃèBVáòÂzD ¶kìïÓÂïVª kºþÂ ïðÂþ_ ¼åöç¦BVï RBI JéD ÃðD

k«¡ çkÂï©Ã|D.

ÎËØkVò kò¦xD ALLOTMENT ØÄFB©Ã|D W]BVªm (BUDGET) ÄöBVï ÃB[Ã|Ý>©Ãâ|

í|>_ W]ß·ç\BVªm >sìÂï©Ã|D.

ÎËØkVò ¶KkéïÝ]KD ¼>çkÂz ¶]ï\Vª ÃèBVáìï^ Öò©¸[ ¶«ÄVçðl[ Ã½

Ö_éV\_ í|>éVï Öò©¸[ ¶©Ãèl¦D cÃöBVï ïõ¦¤B©Ã|D.

¶çªÝm ÃèBVáìïÓD ¶kìï¹[ Ãè©Ã]¼kâ½çª >ºïám Ø\VçÃ_ ¼ÃV[ Jé\Vï

Äö ÃVìÝmÂØïV^áéVD.

ÖDxçÅ x¿ç\BVï åç¦xçÅ©Ã|Ý>©Ãâ¦ ̧ [A ¼Ã©Ãì ÃB[ÃV| xu¤KD >sìÂï©Ã|D.

ïòÆéÝ]uz Ãâ½B_ ØïVõ| ØÄ_KD ¼kçé Ö_çé.

¶KkéïD >sìÝm ¸Å Ö¦ºï¹_ Ãâ½B_ >BVì ØÄF¥D xçÅ ÎaÂï©Ã|D.

Îò xçÅ ¶çªkö[ sk«ºïçá¥D ÄöBVï Ã]¼kuÅD ØÄFm sâ¦V_ ïç¦E kç«

¶kòÂz ¨Ës> ¸«ßEçª¥D Ö[¤ Ãð©Ãé[ï^ ØÃu® kwºï©Ã|D.
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ïVçél_ Ãâ½B_ Ä\ì©¸Ý>V¼é \Vçél_ ÄDÃáD ¶çªÝm ÃèBVáìï¹[ kºþÂ

ïðÂþ_ k«¡ çkÂï©Ã|D.

ÄM, QVl® ¼ÃV[Å åVâï¹KD ÄDÃá©Ãâ½B_ >BVì ØÄFm ¶Ð©ÃéVD. 24X7 gï Äìkì

ÖBºzD.

¶çªkòD ¶kìï¹[ \V>VÍ]« »]B æâ| (PAY SLIP) ¶kìï¹[ Ø\VçÃ_ ¼ÃV[ JéD

¶¤Ím ØïV^áéVD.

kò\Vª kö ïðÂz >VÂï_ ØÄFk>uïVª kaxçÅï^ ¨¹ç\©Ã|Ý>©Ã|D.

¶Kkéï åç¦xçÅ

å\m ¶Kkéï åç¦xçÅBVªm x>o_ å\m Ãð©Ãé[ ÄVìÍ> ¼ïVöÂçïlçª

¼\é]ïVöl¦D ï½>\Vï >ò¼kVD. ¸[A ¶kì ¶ç> åç¦xçÅ©Ã|ÝmkVì. ÖDxçÅlçª¼B

IFHRMS KD ¸[ÃuÅ©Ã|þÅm. å\m ¼ïVöÂçïlçª ØïV|©ÃmD ¶ç> ¶Ð\]©ÃmD HUMAN

RESOURCE _,  Ãâ½B_ >BVì ØÄFkm FINANCE _ ¶m¡D J[® Wçéï¹_ ¶>Vkm INITIATOR,

VERIFIER,   APPROVER

INITIATOR ¨[Ãkì  ¶KkéïÝ]_   Ãâ½B_  >BVö©Ãkì   ¶>Vkm   ÖáWçé c>sBVáì

(JUNIOR ASSISTANT)

VERIFIER   ¨[Ãkì   ¶KkéïÝ]_   Ãâ½Bçé   ÄöÃVì©Ãkì   ¶>Vkm   ïõïVè©ÃVáì

(SUPERINTENDENT)

APPROVER ¨[Ãkì ¶ékéïÝ]_ Ãâ½Bçé Äö ÃVìÝm çïØBV©Ãt|Ãkì ¶>Vkm ÃðD

ØÃu® kwºzD ¶Kkéì (DDO)

IFHRMS _    HUMAN  RESOURCE Âz  >MBVï¡D  FINANCE Âz   >MBVï¡D       åVD

EMPLOYEE ID CREATE ØÄFm ØïV^áéVD ¶_ém Ö«õ½uzD ¼ÄìÝm EMPLOYEE ID

Î[ÅVï¡D ÖòÂïéVD.

INITIATOR,  VERIFIER Î¼« EMPLOYEE gï ÖòÂïéVD.

INITIATOR,  VERIFIER,   APPROVER J[®D Îòk«Vï¼k ÖòÂïéVD. ¶ËkV® ÖòÍ>V_

¶kì ¶Í> ¶KkéïÝ][ DDO kVï ÖòÂï ¼kõ|D.

INITIATOR,  VERIFIER BV«Vï ÖòÍ>VKD APPROVER ïõ½©ÃVï ¶Í> ¶KkéïÝ][

DDO kVï ÖòÂï¼kõ|D.

DDO TEMPLATE :

E¤m åVâïÓÂz x[A DDO TEMPLATE (e-SR) ̈ [Å Îò ¼kçélçª åVD ¶_ém  WIPRO

STAFF Jé\Vï ØÄF]ò©¼ÃVD. ¶>uzD Ö>uzD ̈ [ª ÄD\Í>D ̈ M_ x[ªì DDO TEMPLATE

e-SR Ã]¡ ØÄF¥D ØÃV¿m å\Âz EMPLOYEE ID CREATE gþ ÖòÂzD. >u¼ÃVm åV¼\ å\Âz

EMPLOYEE  ID CREATE  ØÄFm ØïV^þ¼ÅVD. DDO TEMPLATE _ ÿμïõ¦ sk«ºï^ Ã]Í]ò©¼ÃVD.

1. ¶Kkéï sk«ºï^.

2. ¶ékéïÝ]_ c^á Ãèl¦ºï¹[ ¶«ÄVçðï^.

3. ¶KkéïÝ]_ c^á ¶«ÄVçðï¹[ Ã½ Ãèl¦ºï^ \u®D ïVo©Ãèl¦ sk«D .

4. DDO s[ ØÃVmkVª kºþÂïðÂz ¨õ
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5. å\m ¶KkéïÝ]_ c^á ÄDÃáD \u®D  Ö>«  ¸_ï¹[  HOA   ¨[®    ØÄV_éÂí½B

    ïðÂz >çé©A ¨õ.

6. TAN Number Entry.

7. Multiple office ¶>Vkm Sub office creation ØÄF]ò©¼ÃVD.Ö]_ °uÃâ¦ >k¤çª åVD

¨ËkV® Äö ØÄFkm? ¶>uïVï còkVÂï©Ãâ¦m >V[   DATA VALIDATION   Ö]_   åVD

¶çªÝç>¥D Äö ØÄFm ØïV^áéVD EékuçÅÝ >s« ¶m ¨[ªØkM_

1. DDO s[ ØÃVmkVª kºþÂ ïðÂz ¨õ *õ|D Äö ØÄFB ÖBéVm. Ö>uz TICKET ID

¼ÃVâ| WIPRO s¦D ØÄV_oÝ>V[ UPDATE ØÄFm ØïV^á¼kõ|D

2.HOA ̈ [® ØÄV_éÂí½B ïðÂz >çé©A ̈ õ °>Vkm s|Ãâ½òÍ>V_ TICKET ID ¼ÃVâ|

WIPRO s¦D ØÄV_oÝ>V[ UPDATE ØÄFm ØïV^á ¼kõ|D.

3. TAN Number entry >kÅVï ÖòÍ>V_ TICKET ID ¼ÃVâ|Ý>V[ Äö ØÄFm ØïV^á ¼kõ|D.

DATA VALIDATION :

åVD DDO TEMPLATE _ ØÄFB©Ãâ¦ >k®ïçá Äö ØÄFk>uïVï WIPRO g_ ØïV|Âï©Ãâ¦

OPTION >V[ DATA VALIDATION Ö]_ ÿμïõ¦ XL SHEETS ÖòÂzD

1.EMPLOYEE MASTER

2.POSITION MASTER

3.POSITION SUMMARY

4.OFFICE MASTER

¼\uØÄV[ª åV[z SHEET _ ¶KkéïD \u®D ¶çªÝm ÃèBVáìï¹[ ¶çªÝm

sk«ºïÓD ÖòÂzD. Ö]_ >kÅVï ̈ m c^á¼>V, ̈ .ïVâ¦Vï ØÃBì, ÃV[ åDÃì, CPS / GPF åDÃì

¼ÃV[Åku¤çª Äö ØÄFm ØïV^áéVD. Îò ¼kçá DATA VALIDATION ØÄF¥D ¼ÃVm å\Âz

Ø>öBV\_ ¶_ém AöBV\_ VALIDATION ØÄFm sâ¼¦VD ¨M_, >u¼ÃVm ATO LEVEL _ DATA

VALIDATION n REVOKE ØÄFm *õ|D L1 \u®D L2 Âz FORWARD  ØÄFm sâ| Îò TICKET

ID ¼ÃVâ| WIPRO s¦D ØÄV_oÝ>V[ UPDATE ØÄFm ØïV^á¼kõ|D.

DATA VALIDATION - Öku¤_ ïkª\Vï ÖòÂï ¼kõ½B Ö¦D ̈ [ÅV_ ¶KkéïÝ][ HRA

Grade, HILL Allowance, NAME, CPS / GPF Number, AADHAR Number Ö]_ >k® ̈ M_ Î¼« ka

ATO LEVEL -_ DATA VALIDATION n REVOKE ØÄFm *õ|D L1 \u®D L2 Âz FORWARD ØÄFm

sâ|   Îò   TICKET ID ¼ÃVâ|   WIPRO   s¦D   ØÄV_oÝ>V[   ØÄFm ØïV^á¼kõ|D. ¶_ém

REVOKE ØÄFBV\_ ¶Í> ÃèBVáì ÎòkòÂz \â|D TICKET ID ¼ÃVâ| WIPRO s¦D

ØÄV_oÝ>V[ UPDATE ØÄFm ØïV^á¼kõ|D.

>u¼ÃVm employee profile _ employee basic detail update  ØÄF¥D kÄ] c^ám. gªVKD

¼\uØÄV[ªkuçÅ update ØÄFB Ö[ÐD kÄ] °uÃ|Ý>s_çé.

ÖM IFHRMS _ c^¼á ÃBè©¼ÃVD....

IFHRMS _ Ö«õ| ¸ö¡ï^

1. HRMS ¨[® ØÄV_éÂí½B HR (HUMAN RESOURCE)

2.FINANCE
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åõÃìï¼á Öm Îò ï¦_ Ö]_ ÎËØkV[ÅVï åVD ÃVìÂï ÖBéVm. sökÞE å\Âz
¼>çkBVª bill \u®D ¶>[ ÄVìÍ> icon \â|D åVD ÃVìÂïéVD.
NEW EMPLOYEE CREATION :

A]BVï Ãèl_ ¼ÄìÍ> ÎòkòÂz employee id create ØÄFkm, x[ªØ«_éVD wipro staff
ØÄFm ØïV|Ý>ªì. >u¼ÃVm åV¼\ A]B employee id create ØÄFm ØïV^áéVD.
A]B employee id create ØÄF¥D x[A CPS Number kVºþÂ ØïVõ| create ØÄFkm >V[
å_ém.  CPS Number Ö_éV\_ create ØÄF>V_, ̧ [ªì CPS Number ¶kòÂz Ã]¼kuÅD
ØÄFB ïi¦©Ã¦ ¼kõ½ ÖòÂzD.
Employee id create ØÄFk>uzD x[ªV_ ¶Í> ¶KkéïÝ]_ ̈ Ý>çª Post c^ám. ¶Í>
Post vacant gï c^á>V? ¶_ém Post create ØÄFB ¼kõ|\V?  ¨ª ÃVìÝmÂ ØïV^ï
Post Detail ¶¤Ím ØïV^á...

INITIATOR  ID


HUMAN RESOURCE


REPORT VIEWER


POST DETAILS REPORT


DOWNLOAD EXCELL

POST Ö_çé ¨M_ A]B>Vï post create ØÄFB ¼kõ|D. Öç> ¶Í>Í> ïòÆé ATO Log in _
ØÄFm ØïV^áéVD.

ATO LOG IN ADMINISTRATOR POST CREATION DOWNLOAD CALL WEBADI  

k.
¨õ

HR _ ¨[Øª[ª c^ám FINANCE _ ¨[Øª[ª c^ám

1. HOME BILLS

2. EMPLOYEE PROFILE CHALLAN

3. TRANSFER AND 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
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Ö>[ ¸Åz  new employee create ØÄFB ÿμïõ¦ kaçB ¸[ÃuÅ¡D.

FLOW CHART

NAME WITH INITIAL, FATHER NAME WITH INITIAL,

DOB, AADHAR, PAN CUMPULSORY

(ØÃBì x>_ ¨¿Ým ØÃöB ¨¿Ý>Vï¡D

¶|Ý>çk E¤B ¨¿Ý>Vï¡D >òï)
1.Give details.....CPS number must

2.Extra details ......filled some column, mode

of recruitment must

3.Additional Details....house address must

4.Office details ....All details must entered

A]B ÃèBVáòÂz  ID CREATE gªmD

¶kö[ dues and deduction Ã]¼kuÅD

ØÄFB ¼kõ|D. ¶>uz dues and deduc-

tion  _ ØÄ[® add ØïV|Âï¡D.



EX EMPLOYEE CREATION:

Îòkì IFHRMS kòk>uz x[ª¼« retirement gªkì ¨M_ ¶kòÂz arrear

Ãð©Ãé[ ØÃu® kwºï ¼kõ|D. ¶kòÂz employee id create ØÄFB ¼kõ|D,
¶>uz ¨[ª ØÄFB ¼kõ|D ¨M_

INITIATOR  ID



HUMAN RESOURCE



EMPLOYEE PROFILE



CREATE NEW EMPLOYEE



HIRE TYPE- EMPLOYEE-GO



CONTINUE



CREATE



NEXT



REVIEW



SUBMIT TO VERIFIER



GO TO VERIFIER



SEARCH NOTIFICATION



VERIFIED


GO TO APPROVER



SEARCH NOTIFICATION



APPROVED



NEW EMPLOYEE ID CREATED
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LOG IN APPROVER ID



MENU BAR



APPROVER GROUP OR GTN

FUNCTION ADMINISTRATOR



CREATE  EX EMPLOYEE CALL

WEBADI



ENTER ALL FIELDS



UPLOAD WEBADI



EMPLOYEE CREATED



ADD IN GROUP

Îò >¦çkÂz ¼\_ Employee create

ØÄFB x½BVm ¨ª error kòD. ÖËkV®

kÍ> ¸Åz CHECK IN PROCESS

NEW EMPLOYEE POST UPDATED  and TRANSFERRED EMPLOYEE POST UPDATE :
A]B ÃèBVáòÂz Post update gïV\_ ÖòÍ>V_ ¶_ém ‡Transfer _ kÍ>

ÃèBVáòÂz Post update  gïV\_ ÖòÍ>V_ Post update ØÄFB ¼kõ|D. ¶>uz
ÿμïõ¦ kalçª ¸[ÃuÅ¡D.

Ex Employee Âz Post  ØïV|ÂzD ¼ÃVm already

post ‡ _ c^ákìï^ Post ID  >V[ kòD.

Ö>ªV_ Î[®D >k¤_çé.



POST TYPE


EMPLOYEE NUMBER


EMPLOYEE CATOGERY


JOINING DATE


UPLOAD - FLAGGED ROWS


VIEW IN PROCESS

- PERMANENT OR TEMPERORY ¨ª ØïV|Âï¡D

- LIST  ‡ _ kòD.

- TN GOVT SERVENT

- 01-08-2020

- (Upload ØÄF¥D ¼ÃVm budgeted ¨[Å error kÍ>V_

    post update gþsâ¦m ¨ª ¶ìÝ>D)

- EMPLOYEE  POST UPDATED

INTIATOR LOG IN


HUMAN RESOURCE


GTN POST MAPPING


VACANT POSTS DISPLAYED


WEBADI DOWNLOAD
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Employee Transfer brŒí« bghGJ
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TRANSFER PROCESS :

åVD å\m ¶KkéïÝ]_ c^á Îòkç« ¼k® ¶KkéïÝ]uz \V®>_ ØÄFB ÄöBVª

kaxçÅ  Transfer entry & Relieving entry ØïV|©Ãm >V[.

INITIATOR  LOG IN



HUMAN RESOURCE



 EMPLOYEE TRANSFER AND POSTING



TRANSFER ENTRY



NEXT



REVIEW



SUBMIT TO VERIFIER



GO TO VERIFIER



SEARCH NOTIFICATION



VERIFIED



GO TO APPROVER



SEARCH NOTIFICATION



APPROVED

1. Authority Designation ---Dept Head

2. G.O num amd Date

3. Transfer Reason --- Admin Grounds

4. TransferType --- Within Dept

5. Joining Dept ---Automatic gï kòD.

6. Office Search, Joining Post and Post type enter

7. Post type, Post Ö_éV\_ í¦ Transfer ØÄFBéVD.

Transfer ØÄF¥D¼ÃVm kòD ØÄF¥D¼ÃVm kòD ØÄF¥D¼ÃVm kòD ØÄF¥D¼ÃVm kòD ØÄF¥D¼ÃVm kòD Error :

Joining Office has More than one Initiator ¨[Å  error kÍ>V_ åVD transfer ØÄFþ[Å ¶KkéïÝ]_

Î[®Âz ¼\uÃâ¦ initiator Öò©ÃVìï^, Ö_çé ¨M_ ÃçwB initiator, Verifier, approver ‡ _

reassign Yes ̈ ª ÖòÂzD. Öç> NO ̈ ª \VuÅ ¼kõ|D. Î[®Âz ¼\uÃâ¦ initiator c^áç> Single

initiator gï \Vu¤ªV_ transfer gkVìï^.

Joining Office has no admin Role ¨[Å  error kÍ>V_ åVD transfer ØÄFþ[Å ¶KkéïÝ]_ admin

Role ¨kòD Ö_çé ¨ª ¶ìÝ>D. Ö>uz ¨[ª ØÄFB ¨M_

         9
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LOG IN APPROVER ID



GTN FUNCTIONAL GROUP OR

ADMIN GROUP ICON CLICK



SELECT HRMS SERVICE



ACTION



COMMON APPROVAL GROUP kòD - ¶>uz ÿ¼w JOINING ADMIN ¨[® TICK Ö_éV\_ ÖòÂzD

Tick Joining Admin



Next



Next



Next



Submit

- ¼k® Îòkì ÖòÍ>V_ over write ØÄFBéV\V ¨ª ¼ïâzD
Yes ¨ª ØïV|Âï ¼kõ|D.

ÖÍ> Ö«õ| error åVD å\m ¶KkéïÝ]_ Äö ØÄFB ÖBéVm. Employee join ØÄFB c^á
¶KkéïÝ]_ >V[ Äö ØÄFB©Ã¦ ¼kõ|D.

INITIATOR LOG IN


HUMAN RESOURCE


EMPLOYEE TRANSFER AND
POSTING


RELEIVING ENTRY


REF NUM & DATE


NEXT


REVIEW


SUBMIT TO VERIFIER


GO TO VERIFIER


SEARCH NOTIFICATION

Relieving Entry :

APPROVER

SEARCH NOTIFICATION

GO TO APPROVER

VERIFIED
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TRANSFER DDO CODE

TRANSFER TO CODE

JOINING DATE CORRECTION

PAN NUMBER CORRECTION

MEDICAL ALLOWANCE

JOINING ENTRY:

1. A]B ¶KkéïÝ]_ \â|¼\ Joining entry ¼ÃV¦ ÖBKD.

2.Transfer ØÄF¥D ¶KkéïÝ]¼é¼B Joining entry ¼ÃV¦  ÖBéVm

3.Transfer ØÄF> employee HR_ TRANSFER  AND POSTING_ my saved list ‡ _ Öò©ÃVì

4.Saved list - clik - Action - Create

5.Search ØÄF¥D ¼ÃVm Transaction Number kòD

6. Post Permanent or Temperory ¨ª Select ØÄFï

7. Post type - catogery - Search ØÄFï ‡ ¶KkéïÝ]_ c^á vacant post enable gzD.

NEXT



REVIEW



SUBMIT TO VERIFIER



GO TO VERIFIER



SEARCH NOTIFICATION



VERIFIED


GO TO APPROVER



SEARCH NOTIFICATION



APPROVED

Joining Entry ØÄF> c¦[ post mapping and bill group _ add ØÄFB ¼kõ|D

EASY WAY TO TRANSFER AN EMPLOYEE:

Îò employee çB transfer ØÄFB Transfer entry  & Reliving entry ¼ÃV¦V\_ transfer ØÄFB

~EBVª ka xçÅ Öm>V[

INTIATOR LOG IN



HUMAN RESOURCE



EMPLOEE PROFILE



EMPLOYEE BASIC DETAIL UPDATE



DOWNLOAD WEBADI
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 -Yes or No



DRPGTA - ïÔì

Professional Tax ão¤j« brŒa ekJ
mYtyf¤â‰F c£g£l gŠrha¤J

mYtyf¤â‹ t§» fz¡F v©iz
Ticket ID ngh£L Upload brŒa nt©L«.
ã‰fhy¤âš ATO Level - Enable brŒayh«.

ehnk Upload brŒa ïayhJ.

                      mbÂz: 2mbÂz: 2mbÂz: 2mbÂz: 2mbÂz: 2
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Ö]_ TO CODE , DDO CODE ØïV|Ým office name-list search ØÄFB¡D ¸[A ¶Kkéï ØÃBì ÄöBVï
kòD. ¸[ªì Joining date ØïV|Ým Upload ØÄFB¡D
ÖËkV® ØÄF¥D ØÃV¿m employee ¼å«Vï A]B ¶KkéïÝ]_ Process ‡ _ kòkVì,ÖkòÂz joining

entry ¼ÃV¦Ý¼>çkl_çé. Process ‡ _ kÍ> employee çB post mapping ØÄFm bill group ‡ _ add ØÄFB¡D.
PROMOTION ENTRY:

Îò ÃèBVáì ¶¼> ¶KkéïÝ]u¼ïV ¶_ém ¼k® ¶KkéïÝ]u¼ïV Promotion gþ[ÅVì
¨M_ ¶kòÂz IFHRMS ‡ _ ÿμïõ¦  kaxçÅlçª   ØÄFB¡D.   ¶¼> ¶KkéïÝ]uz  Promotion

¨[ÅVKD relieving entry ØÄFB¡D. Ö]_ åV[z Wçéï^ c^ám.
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



HUMAN RESOURCE



TRANSFER AND POSTINGS



PROMOTION



PANEL ORDER ENTRY



EMPLOYEE ID - GO - CREATE


NEXT



REVIEW



SUBMIT TO VERIFIER



GO TO VERIFIER



SEARCH NOTIFICATION



VERIFIED


GO TO APPROVER



SEARCH NOTIFICATION



APPROVED

1.PRESENT CATEGORY --Present Post

2.PROMOTION CLASS - Promotde Post

3.PANEL YEAR - 2019

4.PANEL SERIAL NUKBER - 100

5. PANEL TYPE - Permanent

6. METHOD OF APPOINMENT - By Promotion

7. PANEL REFERNECE NUM- Give

8. PANEL REFERENCE DATE - Give

9. CRUCIAL DATE - Current date
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HOA mid¤J«
Capital Letter - ïU¡f nt©L«.

v.fh. 220202109AA,

t§» fz¡»‹ IFSC Code

Capital Letter - ïU¡f nt©L«.

                      mbÂz: 3mbÂz: 3mbÂz: 3mbÂz: 3mbÂz: 3
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PROMOTION CUM POSTING ORDER ENTRY :

INITIATOR LOG IN



HUMAN RESOURCE



TRANSFER AND POSTINGS



PROMOTION



PROMOTION CUM POSTING

ORDER ENTRY



EMPLOYEE ID - GO - CREATE


1.PROMOTION PANEL AVAILABLE - Yes

2.PANEL YEAR, PANEL SERIAL NUM, METHOD

  OF APPOINMENT, PROMOTING ATHOURITY,

  DESIGNATION-- Search ØÄF>mD default gï kòD.

3.PROMOTION ORDER NUM &DATE - ØïV|Âï¡D.

4.NAME OF THE LOWER POST - already ÖòÂþ[Å 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
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NEXT



REVIEW



SUBMIT TO VERIFIER



GO TO VERIFIER



SEARCH NOTIFICATION



VERIFIED


GO TO APPROVER



SEARCH NOTIFICATION



APPROVED

DRPGTA - ïÔì

                      mbÂz: 4mbÂz: 4mbÂz: 4mbÂz: 4mbÂz: 4
SYSTEM  ADMINISTRATOR ERROR

¨ª kÍ>V_ REFRESH

ØÄFB¡D.
ERROR CAN NOT DISPLAY PAGE

¨[® kÍ>V_ HOME Âz ØÄ[®

*õ|D ICON SELECT ØÄFï.

                      mbÂz: 5mbÂz: 5mbÂz: 5mbÂz: 5mbÂz: 5

SEHEDULE  REGULAR RUN  _ A]>Vï Ãè¼BuÅkìïÓÂzD,  \V®>_ ØÃu® kÍ>kìïÓÂzD,

PAY ROLL RUN  ÄöBVï gïV>kìïÓÂzD åV¼\ RUN ØÄFm ØïV^áéVD.

www.kalviamuthu.com



RELEIVING ORDER ENTRY :

INITIATOR LOG IN



HUMAN RESOURCE



TRANSFER AND POSTINGS



PROMOTION



RELIEVING ORDER ENTRY



EMPLOYEE ID - GO - CREATE


1.PROMOTION ORDER REFERENCE NUM - Search

2.DATE OF RELIEF -- Date ØïV|Âï¡D.

3.DATE OF RELIEF -- AN / FN

4.RELIEVING ORDER REFERENCE NUM -- Type

5.RELIEVING ORDER REFERENCE DATE -- Type



NEXT



REVIEW



SUBMIT TO VERIFIER



GO TO VERIFIER



SEARCH NOTIFICATION



VERIFIED


GO TO APPROVER



SEARCH NOTIFICATION



APPROVED

14DRPGTA - ïÔì

                      mbÂz: 6mbÂz: 6mbÂz: 6mbÂz: 6mbÂz: 6

eb.sprd.karuvoolam.tn.gov.in. ̈ [Å

ERROR kÍ>V_ Reload

ØÄFB¡D.
Service un available error code 95

¨[® kÍ>V_ Server closed, 503

service unavailable.

                      mbÂz: 7mbÂz: 7mbÂz: 7mbÂz: 7mbÂz: 7

Eé ¼ÃòÂz INITIATOR ID _ batch create ØÄF¥D ØÃV¿m create batch icon Ö_éV\_ ÖòÍ>V_

icon create ØÄFBß ØÄV_o ticket id ØïV|Âï¡D ¶_ém INITIATOR change ØÄFB¡D.

www.kalviamuthu.com



PROMOTION JOINING ENTRY :

INITIATOR LOG IN



HUMAN RESOURCE



TRANSFER AND POSTINGS



PROMOTION



PROMOTION JOINING ENTRY



EMPLOYEE ID - GO - CREATE


1.PROMOTION ORDER NUM &DATE,

   JOINING CATEGORY, JOINING POST - Search ØÄFB¡D

2.HOA & G.O NUMBER, DATE - Type  ØÄFB¡D

3.JOINING SERVICE, JOINING POST LEVEL

                                                       - Search ØÄFB¡D

4. DATE OF JOINING - Date  ØïV|Âï¡D

5. DATE OF RELIEF-- AN /FN

6. JOINING ORDER REFERENCE NUM -- Type

7. JOINING ORDER REFERENCE DATE -- Type



NEXT



REVIEW



SUBMIT TO VERIFIER



GO TO VERIFIER



SEARCH NOTIFICATION



VERIFIED


GO TO APPROVER



SEARCH NOTIFICATION



APPROVED

ÖÝ>çª Ã½ Wçéïçá¥D x½Ý>V_ >V[   Îò   ÃèBVáòÂz Promotion order   ØïV|Ým

¶kç« ¶Í> Post ‡ _ ÃèB\ìÝ> x½¥D. Ö>[ ¸Åz Ökç« ¸_ group ‡ _ add ØÄFB ¼kõ|D.

Data Validation ØÄF> ¸Åz   å\m ¶KkéïÝ]uØïª   INITIATOR,   VERIFIER,  APPROVER ID

ØïV|Âï©Ãâ¦ ¸Åz å\m ¶KkéïÝ]_   c^á   ÃèBVáìïçá EPAYROLL GROUP ‡ _    c^ám

¼ÃV[® Bill group create ØÄFB¼kõ|D.

BILL GROUP CREATION :

15 DRPGTA - ïÔì

xUt® gÂÆš ïU¡F« bghGJ
ïwªjhš mt® ïwªj ehS¡F Kªija

ehŸ tiu r«gs« Nominee - ¡F
bfhL¡f¥gl nt©L«. ïj‰F jÅ

Provision ïšiy. Salary Arrer - š Nominee

t§» fz¡F v© Employee Profile - š
kh‰¿ ãš nghl nt©L«.

                      mbÂz: 8mbÂz: 8mbÂz: 8mbÂz: 8mbÂz: 8
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INITIATOR LOG IN



FINANCE



DDO MASTER



PAY BILL GROUP



CREATE



1.DDO Job ID - Automatic Enable gzD

2.BILL GROUP NAME - åVD ØïV|©Ãm

3.POST TYPE - Temperory or Permanent ¨ª ØïV|Âï¡D

4.ACCOUNT CODE - åVD DDO Template _ ØïV|Ý>

   HOA Search ØÄF>V_ kòD


REVIEW



SUBMIT TO VERIFIER



GO TO VERIFIER



SEARCH NOTIFICATION



VERIFIED


GO TO APPROVER



SEARCH NOTIFICATION



APPROVED

Eé ¼ÃòÂz J[® level process Ö_éV\_ Îò Level o¼é¼B approve gþs|D.

Bill Group Create ØÄF> c¦[ Initiator level ØÄ[® Finance‡ _ Process _ Search ØÄF¼>VD
¨[ÅV_ ¶KkéïÝ]_ c^á ¶çªÝm ÃèBVáìïÓD View gkVìï^. Îò ¸_ zÔ©¸_ BVì
BVØ«_éVD ÖòÂï ¼kõ|¼\V ¶kìïçá Select ØÄFm ADD/UP DATE Bill Group ¨ª ØïV|Ým ¼>]
BVï ¶D\V>Ý][ x>_ ¼>]lçªÝ >òï. ¸[A Monitor Status Request ‡ _ Complete gªmD Check

ØÄF¼>VD ¨[ÅV_ Bill Group ‡ _ ÃèBVáìïçá add gþ Öò©ÃVìï^. Eé ÃèBVáìï^   add

gïs_çé ¨M_ ¶>uz ïV«ðD, Bill Group Post Permanent ¨[® ÖòÂzD åVD Add ØÄF¥D
ÃèBVáì Temperory Post ‡ _ Öò©ÃVì. ¶¼> ¼ÃV[® HOA >kÅVï ÖòÂzD. ÄöBVª HOA ‡ _ Map

ØÄFB¡D.

BILL GROUP ADD / UPDATE :

16

Ex EMPLOYEE Âz >M Âz >M Âz >M Âz >M Âz >M BILL GROUP CREATE ØÄFB ¼kõ|\VØÄFB ¼kõ|\VØÄFB ¼kõ|\VØÄFB ¼kõ|\VØÄFB ¼kõ|\V ?

Ex Employee Âz >M bill group create  ØÄFB ¼>çkl_çé °ØªM_ ¶kì °uïª¼k ¨Í>

¸_ group ‡ _ ÖòÍ>V¼«V ¶]_ Ex Employee  gï \V¤s|kVì. åVD ¶Í> ¸_ group _ Employee type

‡ _ Ex Employee ¨ªÂØïV|Ým search ØÄF>V_ >V[ ¶kì kòkVì. ÄDÃá© Ãâ½BK¦¼ªV ¶_ém

¸Å Ãâ½BK¦¼ªV ¶kì ØÃBì k«Vm. gï¼k Ex Employee Âz >M bill group create ØÄFB

¼>çkl_çé.
DRPGTA - ïÔì
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Îò ÃèBVáòÂz »]BD ØÃu® >òD x[A ¶©ÃèBVáö[ DUES & DEDUCTIONS ÄöBVï

c^á>V ¨ª Process _ ØÄ[® element - _ Check  ØÄFm ØïV^á¡D.

SALARY BILL PREPARATION :

k.
¨õ

DUES

1. PAY

2. DA

3. HRA

4 MA

5. OTHER ALLOWANCE

6. PERSONAL PAY

7. SPECIAL PAY

8. GRADE PAY

9. RATION  ALLOWANCE

10. FIXED TRAVEL ALLOWANCE

11. CONVEYANCE ALLOWANCE

DEDUCTIONS
k.
¨õ

1. CPS / GPF SUBSCRIPTION

2. SPF, NHIS, FBF

3. GTN INCOME TAX, CESS

4 FA, GPF, CAR LOAN, HOUSING LOAN

5. SPF ARREAR, CPS ARREAR

6. GPF ARREAR

7. NSD DEDUCTION

8. CORPUS FUND

9. PLI

10. HOUSE RENT

11. PROFESSIONAL TAX

DUES :

PAY
1. Pay ÎòkòÂz 7th pay commission ‡ _ c^á>V? ¶_ém 6th pay commission c^á>V? ̈ [®
   Process ‡ _ ØÄ[® element ‡ _ check ØÄFm ÃVìÂï¡D.
2.Level ÄöBVï ÖòÍ>V_ ok >kÅVï ÖòÍ>V_ Ticket id ØïV|Âï¡D ¶_ém \Vkâ¦ ïòÆéÝ]_
    c^á WIPRO Staff Ø>V¦ìA ØïVõ| Level ‡ n \VuÅß ØÄV_é¡D.
3. New Employee ¨M_ A]B>Vï Pay Update ØÄFB ¼kõ|D.

INITIATOR LOG IN



HUMAN RESOURCE



GTN PAY SERVICE



UPDATE SALARY



EFFECTIVE DATE



GRADE PAY - 6th pay or 7th pay



PAY - Search Option



REASON FOR CHANGE



NEXT INCREMENT DATE



REVIEW

NEW Employee ¨M_ Joining Date Ö_çéØBM_
\V>Ý][ x>_ åV^

1. Ad - Hoc Increment

2.Annual Increment - Automatic gï upload gïs_çé
   ¨M_ Öç> ÃB[Ã|Ý>¡D.
3.Incentive Option - Incentive Or Selection Grade Âz
    Öç> ÃB[Ã|Ý>¡D
4. New Hire - New Employee Âz Öç> ÃB[Ã|Ý>¡D
5. Pay Commission - Pay commission \VuÅ
6. Promotion - Promotion _ kÍ>kìïÓÂz
7. Reversion - Pay ¶]ï\Vï Öç> zçÅÂï Öç>
ÃB[Ã|Ý>¡D




17 DRPGTA - ïÔì

www.kalviamuthu.com



Eé ¼å«D ÄDÃÍ>D Ö_éV\_ pay 51900 /‡ Âz Ã]éVï 51880 /- Öm ¼ÃV[® kÍ>V_ element

entry delete option ØÄ[® Pay delete ØÄFm sâ| *õ|D update ØÄFB¡D.Selection Grade or Incen-

tive ¨M_ 2 Increment >« ¼kõ|D .
Pay >s« \uÅ DUES & DEDUCTIONS ÿμïõ¦kV® ØÄ[® ØÄFï.

ïõ½©ÃVï \V>Ý][ x>_ åV^
¨.ïV 01 ‡ 08 ‡ 2020

1.REJECT ENTRY

2.CREATE NEW ENTRY - A]B>Vï dues and deducation

    ØÄFB
3.CHANGE EXISTING ENTRY- °uïª¼k c^á dues

    and deduction ‡ _ \VuÅD ØÄFB
Reject If Future Change Exit _ TICK \VìÂ ¨|ÂïéV\V ?
¼kõ¦V\V? ¨ª zw©ÃD ¼kõ¦VD ¶ç> Î[®D
ØÄFBVyìï^




zçÅkVª ÃèBVáìïÓÂz ¨[ÅV_ ¼\uØÄV[ª kalçª© ¸[ÃuÅéVD. gªV_ ¶]ï
ÃèBVáìï^ ¨M_ Bulk Dues and Deduction ÃB[Ã|Ý>¡D. Bulk Dues and Deduction ÃB[Ã|Ý>

Webadi ¨ÐD oracle sheet çª open ØÄFk>uz Settings \VuÅ ¼kõ|D.

Webadi Settings:

Webadi open gk>uz windows 10 OS _ MS OFFICE 10,13,16 ÄVéß EÅÍ>m. °¼>ÐD Îò  XL SHEET n
OPEN ØÄFm ØïV^á¡D. ¨.ïV  Windows 10 OS, MS Office 13 Âz cõ¦Vª Settings ÃVìÂïéVD.
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REVIEW



SUBMIT TO VERIFIER



GO TO VERIFIER



SEARCH NOTIFICATION



VERIFIED


GO TO APPROVER



SEARCH NOTIFICATION



APPROVED

INITIATOR LOG IN



FINANCE



PAYROLL  SERVICE



DUES AND DEDUCTIONS



CLIK



CREATE BATCH



EFFECTIVE  DATE



ACTION IF DUE

DEDUCTION ALREADY EXIST

DRPGTA - ïÔì
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CLICK NEW EXCEL FILE


CLICK  OPTION


CLICK TRUST CENTRE


CLICK TRUST CENTRE SETTINGS


CLICK MACRO SETTINGS


PROTECTED VIEW


OK

¶|Ým TRUSTED SITES SETTINGS


NETWORK AND SHARING CENTER


INTERNET OPTION - CLICK


CLICK SECURITY


TRUSTED SITES


CLICK AND TYPE SITE ADDRESS


REMOVE TICK MARK IN REQUIRE
SERVER VERIFICATION


CLOSE


OK

¶|Ým INTERNET EXPLORER SETTINGS


NETWORK AND SHARING CENTER


INTERNET OPTION - CLICK



CLICK SECURITY


CLICK CUSTOM LEVEL


SETTINGS



SCRIPTING


OK

Step - 1

1.ENABLE ALL MACROS

2.TRUST ACCESS TO THE VBA PROJECT OBJECT

   -- TICK  ØÄFB¡D

Remove all tick mark

Step - 2

ALLOW STATUS BAR UPDATE VIA SCRIPT - ENABLE
       ØÄFB¡D




Step - 3

https://www.karuvoolam.tn.gov.in/web/tnta/home
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Bulk Dues and Deduction Âz ÿμïõ¦  ka xçÅlçª©¸[ÃuÅ¡DÂz ÿμïõ¦  ka xçÅlçª©¸[ÃuÅ¡DÂz ÿμïõ¦  ka xçÅlçª©¸[ÃuÅ¡DÂz ÿμïõ¦  ka xçÅlçª©¸[ÃuÅ¡DÂz ÿμïõ¦  ka xçÅlçª©¸[ÃuÅ¡D

INITIATOR LOG IN



FINANCE



PAYROLL  SERVICE



DUES  AND DEDUCTIONS BULK PROCESS



CLIK



CREATE BATCH



WEBADI DOWNLOAD

1.Session date Ö]_ ¨Í> \VuÅxD ØÄFBÝ¼>çkl_çé

2.Business Group ID Ö]_ ¨Í> \VuÅxD ØÄFBÝ¼>çkl_çé

3.Business Group Name -- Ö]_ ¨Í> \VuÅxD

            ØÄFBÝ¼>çkl_çé

4.Batch Name -- ¨m ¼kõ|\VªVKD >«éVD

5.Action if entry Exists- Create New Entry or Change Exist

    Entry ØïV|Âï¡D

6.Purge After Transfer -- no ¨ª ØïV|Âï¡D

7.Rejective if Future Changes --no ¨ª ØïV|Âï¡D

8. Reject Roll Back if Result Exists -- no ¨ª ØïV|Âï¡D

ÖÍ> \VuÅºï^ \â|D ØÄFm sâ| Webadi upload ØÄFB ¼kõ|D Upload ØÄFm sâ| *õ|D

Bulk dues and deduction kòï. åVD ØïV|Ý> Batch Name type  ØÄFm Search ØÄFï.

BATCH NAME



SEARCH



CLICK BATCH NAME



SELECT THE PROCESS _

SELECT CREATE LINE



CLIK PROCESS 2



ELEMENT SEARCH



GO



WEBADI CREATE THEN OPEN



EFFECTIVE DATE MONTH

START DATE EX ...01-08-2020



ASSIGNMENT NUMBER -

EMPLOYEE NUMBER



PAY  VALUE -- AMOUNT



UPLOAD FLAGGED ROWS

20

--- TYPE ELEMENT NAME THEN SEARCH

Goes to dues and deductions

Batch name search

Select batch Process -- validate batch

Monitor Status Request --- Complete ¨ª k«¼kõ|D.
Select Batch Process --- Transfer Batch

Monitor status Request --- Complete ¨ª k«¼kõ|D.

DRPGTA - ïÔì
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¸[A Process _ ØÄ[® ÃVìÝ>V_ ¶Í> dues and deduction upload gþ ÖòÂzD. Result _ kÍm mark for

re calculation ØïV|Ý>V_  dues and deduction _ kÍm s|D.
Bulk Dues and Deduction _ MA, FA, GPF, NSD, Other Allowance, NHIS, SPF  ¼ÃV[ÅkuçÅ upload

ØÄFBéVD
GRADE PAY:

6th pay _ c^ákìïÓÂz dues and deduction _ ØÄ[® Grade pay \â|D update ØÄF>V_ ¼ÃVm\Vªm.
DEARNESS ALLOWANCE

1. A]B>Vï Ãè¼BuÅ ÃèBVáòÂz DA upload ØÄFB ¼kõ|Ø\M_
INITIATOR LOG IN



FINANCE



PAYROLL  SERVICE



DUES AND DEDUCTIONS



CLICK



CREATE BATCH



CREATE NEW ENTRY



REVIEW



SUBMIT TO VERIFIER



GO TO VERIFIER



SEARCH NOTIFICATION



VERIFIED

‡‡‡ A]B>Vï dues and deduction upload ØÄFB

GO TO RESULT

APPROVED

SEARCH NOTIFICATION

GO TO APPROVER

--- GIVE Mark

for Recalculation









2. ¶KkéïÝ]_ c^á ¶çªkòÂzD DA upload ØÄFB ¼kõ|Ø\M_

FINANCE



PAYROLL



BULK PROCESS



DA PERCENTAGE UPDATE OFFICE WISE

- CLICK ACTION

1. DDO CODE - Automatic gï kòD
2. Office name - Search

3.Pay Commission - Search 6th or 7th

4.Percentage Value -Give DA Value..Number only (Ex.17)

5. Employment Catogery - Tn Govt Servent

6. Effective Date ...ïõ½©ÃVï \V>Ý][ x>_ åV^ 01‡08‡2020



COTINUE


SUBMIT


GO TO RESULT ... GIVE Mark for Recalculation

DRPGTA - ïÔì
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3. DA °uïª¼k c^áç> \VuÅD ØÄFB change existing entry _ ØÄ[® update ØÄFB ¼kõ|D.
4. DA \VuÅD ØÄFmD \VÅs_çé ¨M_ Delete entry ØÄ[® DA çk Delete ØÄFm sâ| new entry _
     *õ|D upload ØÄFï.
5. ¶©¼ÃVmD DA \VÅs_çé ¨M_ TICKET ID >V[.
HOUSE RENT ALLOWANCE :

1. A]B>Vï Ã]¼kuÅD ØÄF> employee ¨M_ employee create ØÄF¥D ¼ÃV¼>  rent recovery detail

    ØïV|Ý]ò©¼ÃVD.
2. HRA kVªm data validation _ ÄöBVï ØïV|Âï©Ã¦ ¼kõ|D.
3. HRA A]B>Vï Ã]¼kuÅD ØÄFB ÿμïõ¦ Ö«õ| Ã½ Wçéïçá ØÄFï.

INITIATOR LOG IN



HUMAN RESOURCE



GTN PAY SERVICE



RENT RECOVERY DETAIL



EMPLOYEE ID -- GO--ACTION



CREATE

REVIEW



SUBMIT TO VERIFIER



GO TO VERIFIER



SEARCH NOTIFICATION



VERIFIED



GO TO APPROVER



SEARCH NOTIFICATION



APPROVED

EFFECTIVE DATE ... ïõ½©ÃVï \V>Ý][ x>_ åV^: 01‡08‡2020
RESIDENCE TYPE ---OCCUPYING OWN OR PRIVATE RENTED HOUSE

RESIDENT ADDRESS---OFFICE  ADDRESS
Step: 1

22DRPGTA - ïÔì

                                                                                mbÂz: 9mbÂz: 9mbÂz: 9mbÂz: 9mbÂz: 9

Post \V¤ update gþ ÖòÍ>V_

BVòÂz Post \V¤ c^á¼>V ¶kç«

¶¼> ¶KkéïÝ]uz employee basic

detail _ Transfer ØÄFm ÄöBVª Post

_ *õ|D update ØÄFm

ØïV^áéVD.

                      mbÂz: 10mbÂz: 10mbÂz: 10mbÂz: 10mbÂz: 10

IVA \VuÅD ØÄF¥D ØÃV¿m Reassign _ Yes or No ¨ªÂ ¼ïâÃ]_ Yes ¨ªÂØïV|Ý>V_
Notification ¶çªÝmD A]>Vï IVA \VuÅD ØÄF>kìïÓÂz ØÄ_éVm. ¨ª¼k No ¨ª

ØïV|Âï ¼kõ|D.
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REVIEW



SUBMIT TO VERIFIER



GO TO VERIFIER



SEARCH NOTIFICATION



VERIFIED

--- Give Mark for

      Recalculation

HRA  _ ØÄFBÂí¦V>çk _ ØÄFBÂí¦V>çk _ ØÄFBÂí¦V>çk _ ØÄFBÂí¦V>çk _ ØÄFBÂí¦V>çk
1.åVD dues and deduction _ HRA ØïV|ÂzD ¼ÃVm x>_ ¼>]lçª >«V\_ Öç¦©Ãâ¦
¼>]lçªÝ>«Âí¦Vm. ¨.ïV: 05‡08‡2020¨[®
2. Öm ¼ÃV[® HRA ØïV|©Ã>V_ x¿ç\BVª HRA k«V\_ zçÅkVï kòD
3. Dues and deduction _ HRA ØïV|ÂzD ¼ÃVm old HRA amount ØïV|Âï í¦Vm. ¶©Ã½ åVD ØïV|Ý>V_
old HRA amount \u®D HRA Grade Ö«õ|D ¼ÄìÍm HRA Ö«â½©ÃVï kòD
4. Quarters _ >ºþ c^á>uz RETRO _ ØÄ[® Ã]¼kuÅD ØÄF¼kVD. Ö©Ã½ ØÄF>VKD Process _
kòD gªV_ Result _ k«Vm.
HRA  _ ØÄFB ¼kõ½Bçk : _ ØÄFB ¼kõ½Bçk : _ ØÄFB ¼kõ½Bçk : _ ØÄFB ¼kõ½Bçk : _ ØÄFB ¼kõ½Bçk :
åVD dues and deduction _ HRA ØïV|ÂzD ¼ÃVm
1. Old HRA amount  .... ØïV|Âï í¦Vm
2.City Grade For Rented ...å\m Grade Level ØïV|Ý>V_ ¼ÃVm\Vªm
3.City Grade For Rented Free  ... ØïV|Âï ¼>çkl_çé
4.Central Govt City Grade  ... ØïV|Âï ¼>çkl_çé
5.HRA >kÅVï c^ám ¨ª delete ØÄF¥D ¼ÃVm Assignment date & effective date x>_ ¼>] >V[
>«¼kõ|D. Purge ¨ª ØïV|Âï¡D.
6. HRA amount ¶]ï\Vï kÍ>V¼éV ¶_ém zçÅkVï kÍ>V¼éV delete element entry _ ØÄ[® HRA

çk delete ØÄFm sâ| *õ|D upload ØÄFï.
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INITIATOR LOG IN



FINANCE



PAYROLL  SERVICE



DUES AND DEDUCTION



CLICK



CREATE BATCH



CREATE NEW ENTRY


--- A]B>Vï  dues and deduction upload ØÄFB

Step: 1

GO TO RESULT

APPROVED

SEARCH NOTIFICATION

GO TO APPROVER
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QUARTERS _ >ºþ c^ákìïÓÂz ¨ËkV® ¸½Ý>D ØÄFkm_ >ºþ c^ákìïÓÂz ¨ËkV® ¸½Ý>D ØÄFkm_ >ºþ c^ákìïÓÂz ¨ËkV® ¸½Ý>D ØÄFkm_ >ºþ c^ákìïÓÂz ¨ËkV® ¸½Ý>D ØÄFkm_ >ºþ c^ákìïÓÂz ¨ËkV® ¸½Ý>D ØÄFkm?

1. Quarters _ c^ákìïÓÂz dues and deduction _ upload ØÄFB ¼kõ½B]_çé.
2. Quarters type ØïV|ÂzD ¼ÃVm Rented Quarters ¨ª Select ØÄF>V_ ¼ÃVm\Vªm. ¶m¼k automatic

gï ¸½Ý>D ØÄFB©Ã|D.
3.Rented Quarters _ Level 1,2,3,4,5,D 5 Âz ÿ¿D ÖòÍ>V_ ¸½Ý>D ØÄFB ÖBéVm. gªV_ ÖÍ> Level

_ c^ákìï^ 18,000 Âz ¼\_ kòD ¼ÃVm rent ¸½Ý>D ØÄFB©Ã¦ ¼kõ|D. ¶>uz Quarters Charge

_ amount enter ØÄF>V_ ¶Í> amount deduction _ ¸½Ý>D ØÄFB©Ã|D.

INITIATOR LOG IN



HUMAN RESOURCE



GTN  PAY SERVICE



RENT RECOVERY DETAIL



CREATE --- ACTION



EFFECTIVE  DATE



RESIDENT TYPE


RESIDENT ADDRESS


QUARTERS NAME --- SEARCH


QUARTERS CITY GRADE


QUARTERS CHARGE --- 0


SUBMIT TO VERIFIER


GO TO VERIFIER


SEARCH NOTIFICATION


VERIFIED

GO TO RESULT

APPROVED

SEARCH NOTIFICATION

GO TO APPROVER

--- Office Grade Level

--- Give Mark for

      Recalculation







--- Month Start Date

--- Occupying Rented Govt Quarters

--- Type Your Address
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CITY COMPENSATORY ALLOWANCE

1. CCA c^ákìïÓÂz åVD x>o_ DATA Validation JéD Upload ØÄF]ò©¼ÃVD.
2.¸[A Dues and deduction _ ØÄ[® CCA Amount enter ØÄFm Upload ØÄFB ¼kõ|D.
3. ÃèBVáì \V®>_ ØÃu® kòD ¼ÃVm ¶kòÂz CCA Ö_çé ¨M_ delete element entry _ ØÄ[®
CCA çk delete ØÄFm sâ| *õ|D Upload ØÄFï.
4. gªV_ åVD DATA Validation _ Äö ØÄFBV>>V_ delete ØÄF>VKD Retirement _ benefit kòD. gï¼k
CCA ¼>çk Ö_çé ¨M_ DATA Validation JéD Äö ØÄFk¼> ÄVéßEÅÍ>m.
MEDICAL  ALLOWANCE

1.A]B ÃèBVáòÂz Dues and deduction _ ØÄ[® MA add ØÄF>V_ \â|D ¼ÃVm\Vªm. Amount enter

ØÄFB ¼>çkl_çé. Valid \â|D ØïV|Ý>V_ ¼ÃVm\Vªm.
2. 6 th pay ¨M_ Ô. 100 ¶m¼k kòD.

DRPGTA - ïÔì
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3. MA k«s_çé ¨M_ Post Type,Grade ØïV|Ým^¼áV\V? ÄöBVï c^á>V? ¨ª CheckÃõð¡D.
4. JUDICIAL JUDGES  Âz grade level ÄöBVï ØïV|Ý>V_ 1000/- kòD.
5. Process _ MA ÖòÍm result _ k«s_çé ¨M_ exsting entry ØïV|Ým mark for recalculation

ØïV|Âï¡D.
CONVEYANCE ALLOWANCE :

1. Conveyance Allowance 6th pay _ 1000/- ØÃuÅkìïÓÂz 2500/- >«éVD.
2.Conveyance Allowance Âz dues and deduction _ ØÄ[® amount enter ØÄFm upload ØÄFï.
PERSONAL PAY :

3. Personal Pay Âz dues and deduction _ ØÄ[® amount enter  ØÄFm upload ØÄFï. ¶©¼ÃVm DA Calculate

ØÄFB Yes or No ¨ª ¼ïâï©Ã|D. DA ¼>çk ¨M_ Yes ØïV|Âï¡D ¼>çk Ö_çé ¨M_ No ØïV|Âï¡D.
SPECIAL PAY, OTHER ALLOWANCE, RATION ALLOWANCE, FIXED TRAVEL ALLOWANCE

¼\uØÄV[ª allowance ¶çªÝ]uzD dues and deduction  _ ØÄ[® amount enter ØÄFm upload ØÄFï.
DEDUCTIONS

CPS / GPF DEDUCTION

1. CPS 10 %  dues and deduction _ update ØÄF>V_ ¼ÃVm\Vªm. update ØÄF¥D ¼ÃVm VALID \â|D
ØïV|Ý>V_ ¼ÃVm\Vªm.
2.GPF 12% ¸½Ý>D ØÄFk>uz dues and deduction _ update  ØÄF>V_ ¼ÃVm\Vªm. update  ØÄF¥D
¼ÃVm valid \â|D ØïV|Ý>V_ ¼ÃVm\Vªm. ¶>uzD x[ªì

g® \V>Ý]uz Îò xçÅ >V[ subscription amount _ \VuÅD ØÄFB x½¥D. \Vu¤¼B gï

¼kõ|D ¨M_ subscription amount n delete ØÄFm sâ| *õ|D update ØÄFB¡D.

INITIATOR LOG IN



FINANCE



PAYROLL SERVICE



GPF SUBSCRIPTION UPDATE



EMPLOYEE ID ---ACTION --CREATE



REQUEST DATE -- 01-08-2020



SUBSCRIPTION  AMOUNT or

REVISED  SUBSCRIPTION  AMOUNT

Entered


SUBMIT TO VERIFIER


GO TO VERIFIER


SEARCH NOTIFICATION


VERIFIED

GO TO RESULT

APPROVED

SEARCH NOTIFICATION

GO TO APPROVER

--- Give Mark for

      Recalculation
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SPF, FBF, NHIS

1. SPF upload ØÄF¥D ¼ÃVm SPF 1984 or SPF 2000 ¨[® ÖòÂzD. Ö]_ åVD ¨Í> Scheme _
c^¼áV¼\V ¶]_ Ã]¼kuÅD ØÄFB¼kõ|D.
2.SPF 2000 _ 70 ¶_ém 50 ¨[® ÖòÂzD Ö]_ åVD ¨Í> Scheme _ c^¼áV¼\V ¶]_ Ã]¼kuÅD
     ØÄFB ¼kõ|D
3. FBF - EMP FAMILY SECURITY FUND ¨[® ÖòÂzD. Ö]_ Value k«Vm. Valid \â|¼\.
4. AIDED INSTITUTION ¨M_ GROUP INSURANCE ¨[® ÖòÂzD.
5. NHIS Value k«Vm. Valid \â|¼\.
    ¼\uØÄV[ªkuçÅ dues and deduction _ update ØÄF>V_ ¼ÃVm\Vªm.
SPF ARREAR

SPF Arrear ¸½Ý>D ØÄFB ¼kõ|D ¨M_ dues and deduction _ update ØÄF>V_ ¼ÃVm\Vªm.
dues and deduction _  SPF 2000 other arrear ¨[® ØïV|Ým Search ØÄFB¡D.
1. Total Recovery Amount --- åVD Ø\VÝ>\Vï ¸½Ý>D ØÄFB ¼kõ½B Ø>Vçï
2.Total Number of Installment ---  ¶Í> Ø>Vçïl[ Installment, c>V«ð\Vï ¸½Ý>D ØÄFB ¼kõ½B
     Ø>Vçï 2100 ¨M_ Installment number 30 ¨ª ØïV|Âï¡D
3.Amount Already Recoverd --- 210 ¸½Ý>D ØÄFB©Ãâ¦m ¨M_ 210 ¨ª ØïV|Âï¡D.
4.Installment Already Recoverd --- Ô.210 ‡ Âz  3 Installment ¸½Ý>D ØÄF]ò©¼ÃVD. gï¼k 3 ¨ª
     ØïV|Âï¡D.
¼\uØÄV[ªkuçÅ dues and deduction _ update ØÄF>V_ ¼ÃVm\Vªm.
CPS  ARREAR

CPS Arrear ¸½Ý>D ØÄFB ¼kõ|D ¨M_ dues and deduction _ ØÄF>V_ ¼ÃVm\Vªm. dues and

deduction _ CPS other arrear ¨[® ØïV|Ým Search ØÄFB¡D.
1. Total Recovery Amount ‡‡‡ åVD Ø\VÝ>\Vï ¸½Ý>D ØÄFB ¼kõ½B Ø>Vçï
2.Account Head & Detail Head ‡‡‡ÎËØkVò mçÅÂzD \V®Ã¦éVD. gï¼k ÄöBVª HOA >« ¼kõ|D.
3.Total Number of Installment  ‡‡‡ ¶Í> Ø>Vçïl[ Installment c>V«ð\Vï ¸½Ý>D ØÄFB ¼kõ½B
     Ø>Vçï 21,000 ¨M_ Total Number of Installment 10 ØïV|Âï¡D.
4.Amount Already Recoverd  ‡‡‡ 2100 ¸½Ý>D ØÄFB©Ãâ¦m ¨M_ 2100 ¨ª ØïV|Âï¡D.
5.Installment  Already Recoverd ‡‡‡ Ô. 21,00 ‡ Âz 1 Instalment  ¸½Ý>D ØÄF]ò©¼ÃVD. gï¼k 1 ¨ª
    ØïV|Âï¡D.
¼\uØÄV[ªkuçÅ dues and deduction _ update ØÄF>V_ ¼ÃVm\Vªm.
INCOME TAX & CESS

Income Tax & Cess ¸½Ý>D ØÄFB ¼kõ|D ¨M_ dues and deduction _ update ØÄF>V_
¼ÃVm\Vªm.Tax & Cess >MÝ>MBVï Update ØÄFB ¼kõ|D.
1. Îò \V>D ¸½Ý>D ØÄFB©Ãâ¦ Tax & Cess ¶mkVï¼k ¶|Ý>|Ý> \V>ºï¹_ kòD.
2. Eé ¼å«ºï¹_ Cess amount >kÅVï ÖòÍ>V_ mark for recalculation \â|D ØïV|ºï^ ¼ÃVm\Vªm.
3. ¶©ØÃV¿mD >kÅVï kÍ>V_ Change existing entry _ Update ØÄFB¡D.
4. Income Tax & Cess ¼>çkl_çé ¨M_ delete entry _ delete ØÄFm ØïV^á¡D.
PLI DEDUCTION:

PLI ÎòkòÂz ¸½Ý>D ØÄFB ¶kòç¦B PLI åDÃì PLI bond _ c^ám ¼ÃV[® ÄöBVï ÖòÂï
¼kõ|D. g«D¸Ý> ¼>], x½¡®D ¼>] ÄöBVï ØïV|Âï©Ã¦ ¼kõ|D.   ¨.ïV: TN-781578-CS    ¼ïV|
ÖòÍ>V_ ¼ïV|, Space ÖòÍ>V_ Space >« ¼kõ|D. PLI GST, SGST ¶mkVï¼k ¸½Ý>D ØÄFB©Ã|D.
ÎòkòÂz ¨Ý>çª PLI  ¼kõ|D ¨[ÅVKD ¸½ÂïéVD. gªV_ result _  ¶m   ¶çªÝmD    ¼ÄìÍm
Î¼« amount gïÝ >V[ kòD. EPAYROLL ÂzD IFHRMS ÂzD PLI amount   sÝ]BVÄD  kòþÅm   ¨M_
IFHRMS _ c^á PLI GST, SGST >V[ ÄöBVªm.
GPF ARREAR

GPF Arrear ¸½Ý>D ØÄFk>uz >MBVï Provision °mD Ö_çé.
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NSD DEDUCTION

NSD Deduction ¸½Ý>D ØÄF¥D x[A >ºïám NSD ØÃBì kºþl[ IFSC code, Bank Account Number

ÄöBVï c^á>V ¨ª ÄöÃVìÝmÂØïV^á¡D.

GIVE Bank account number or any ØïV|Ým Äö ÃVìÝmÂØïV^á¡D
1. NSD Deduction Ã]¼kuÅD ØÄFB dues & deduction _ ØÄ[® society deduction NR  _ Ã]¼kuÅD ØÄFï.
2.society deduction Instalment _ ¸½Ý>D ØÄF>V_ Instalment Âz Interest ¼ÃVâ| amount ¸½Ý>D
ØÄFB©Ã|D. gï¼k Ö]_ ¸½Ý>D ØÄFB ¼kõ¦VD.
FA RECOVERY, GPF RECOVERY, HBA RECOVERY, OTHERS

åõÃìï¼á >u¼ÃVm ¶çªkòÂzD tï©ØÃöB ÄkVéVï c^ám ¼\uØÄV[ª ¸½Ý>º
-ï^ >V[. ÖkuçÅ ÿμïõ¦ kaxçÅl_ Äö ØÄFï. åVD ØÃuÅ advance ¶çªÝmD ¶«·Âz ]ò©¸
ØÄKÝm¼kVD.

IFHRMS _ Webadi  ÃB[Ã|Ýmkm ¨©Ã½
åDt_ Ãéì  Webadi ÃB[Ã|Ýmk]_ ÃBxD, zw©Ã\Vï¡D c^áªì. Ö]_ Î[®D Ö_çé.
Webadi ¨[Ãm oracle ¨[Å Software [ Master data _ ¼åöç¦BVï å\m >ïk_ \u®D
\VuÅºïçá ØÄFBÂí½B {ì ØÄB_ÃV|>V[ ÖÍ> Webadi.

Webadi  Jé\Vï åVD ØÃu®ÂØïVõ|^á advacne [ Instalment åDÃç« \VuÅéVD.c>V«ð
\Vï 5 km >kçðÂz Ã]éVï 6 km >kçð ¨[®D \VuÅéVD. 7 ¨[®D \VuÅéVD.
Webadi  Jé\Vï åVD >kÅVï© ØÃuÅ GPF or TPF advance amount n Close ØÄFBéVD.

Webadi

Webadi  çB human resource _ ØÄ[® advance migration _ download ØÄFB¡D. download ØÄF>
Webadi çB open ØÄFB¡D.
TO CODE, DDO CODE, MONTH ØïV|Âï¡D. ÖÍ> Ö¦Ý]_ month ØïV|©Ãm tï xÂþBD °ØªM_
¨.ïV: Îòkì GPF or TPF advance amount 1,00,000/- ÔÃVF åkDÃì 2019 _ ØÃu¤òÂþÅVì ¨[®
çkÝmÂØïV^¼kVD. Ökòç¦B advance amount deduction _ k«s_çé ̈ [ÅV_ x>[ x>éVï
Webadi _ Ã]¼kuÅD ØÄFB ¼kõ|D. ¨ËkV® ¨M_
Ö©¼ÃVm ¼\ 2020 ¨[ÅV_... Webadi _ \V>D ¼\ 2020 ¨ª ØïV|Ýmsâ|.
Employee number... GPF or TPF number ex:12045/ EDN ¨[® ØïV|Âï¡D.
¸[A advance type, advance amount total recover amount Ö«õ|D Î[ÅVï ÖòÂï ¼kõ|D.
Recovery starts month åkDÃì 2019 total installment 10 or 36 or 24 ¨[®D current  installment åkDÃö
oòÍm ¨õèªV_ 7 km installment  ¨[® kòD 7 ¨ªÂ ØïV|Âï¡D.
Balance amount _ ¶kòÂz \V>D 5000 ¸½Ý>D ¨M_ 7 installment Âz 35000 ÔÃVF ¼ÃVï *>
x^á Ø>Vçïlçª ¶º¼ï Ö¦¡D.
First or Last ¨[Å ïéÝ]_ Ö«õ½_ °>Vkm Î[¤çª >«éVD.
First or Last recovery amount and recovery amount c^á ïéÝ]_ Ö«õ½KD Î¼« amount k«
¼kõ|D.
¶|Ým ACCOUNT HEAD ÄöBVï Search ØÄFm ØïV^á¡D.
¶|Ým Advance number ÖòÍ>V_ Ã]B¡D. Ö_çé ¨[ÅV_ ¼>çk Ö_çé.
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INITIATOR LOG IN HUMAN RESOURCE  ADVANCE  MIGRATION           ADVANCES

          UPLOAD   ADVANCE  CREATION


      CALLWEBADI

 
Festival Advance

HBA Advance and others


























INITIATOR LOG IN          FINANCE            PAY ROLL                 NSD  
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Advance Number åVD °uïª¼k ¼ÃVâ½òÍ> ¸_ ¨M_ HUMAN RESOURCE _ ØÄ[® Advance _
report _ organization based ØÄ[® \V>D ØïV|Ým download ØÄFm ¶]oòÍm advance åDÃì
¨|ÝmÂØïV^áéVD ¶_ém Advance - emp num - search ØÄF>V_ kòD.

Îò ¼kçá advance åDÃì Ö_éV\_ upload ØÄF¥D ØÃV¿m already exsit ¨[® kÍ>V_ \V>D
¼k® Îò \V>\Vï çkÝm report download ØÄFB¡D. ¶]_ advance åDÃì ÖòÂzD.

Advance Number ØïV|Ým sâ| oracle _ ØÄ[® upload ØÄFB¡D. ̧ [A GREEN COLOUR _ upload

¨[® kòD... Ö>[ ¸Åz ÿμ c^áçk >V[ xÂþB\Vªm.
ADVANCE AMOUNT EMPLOYEE Âz ØïVõ| kò>_

Webadi _ Ã]¼kuÅD ØÄFm sâ¦V_ \â|D ¼ÃV>Vm...
Advance _ ØÄ[® ÿμïõ¦ Ã½ïçá ØÄF>V_ >V[ employee [ deduction _ amount kòD
Human resource .... Advances ....Reports

1.ADVANCE MIGRATION - CREATE ADVANCE ¨[® report _ ÖòÂzD. ¶ç> clik ØÄFm employee

åDÃì ØïV|Ým submit ØÄF> c¦[ monitaring status request complete gªmD view output ÃVìÂï¡D.
¶©¼ÃVm Îò error kòD ... ¶ç>©Ãu¤ ïkçé ¼kõ¦VD.
2. ADVANCE DETAIL - EMPLOYEE BASED ̈ [® report _ ÖòÂzD ¶ç> clickØÄFm employee åDÃì
ØïV|Ým submit ØÄF> c¦[ monitoring status request complete  gªmD  view output     ÃVìÂï¡D.
¶©¼ÃVm   ¶Í>   employee    kVºþ¥^á    ¶çªÝm advance detail kòD... ¶]_ åVD >u¼ÃVm
Ã]¼kuÅD ØÄF> advance detail kòD.
3.Advance detail - Organisation Based ¨[® report _ ÖòÂzD. ¶ç> click ØÄFm \V>D ØïV|Ým
submit ØÄFm view ouput ÃVìÂï¡D. ¶©¼ÃVm ¶Í> ¶KkéïÝ]_ c^á ¶çªkö[ Advance

detail kòD ¶]_ åVD >u¼ÃVm Ã]¼kuÅD ØÄF> Advance detail Âz ¼å«Vï No ¨[® ÖòÂzD.
4. ADVANCE MIGRATION - EMPLOYEE BASED TRANSFER TO PAYROLL (LOAN AND ADVANCES)

¨[® ÖòÂzD Ö]_ ØÄ[® employee åDÃì ØïV|Ým submit ØÄF> c¦[ monitoring status request

complete gªmD view output  ÃVìÂï¡D. ¶©¼ÃVm ¶Í> employee kVºþ¥^á advance amount [
\V>D åVD ØÄKÝmD due amount success ¨[® kòD...

ÖÍ> 4 Ã½Wçéïçá¥D x½Ý>V_ >V[ ADVANCE AMOUNT DEDUCTION Âz kòD)
5. ÖÍ> 4 Wçéïçá¥D x½Ým sâ| .. intiator login ØÄFm PROCESS  _ ØÄ[® ÃVìÝ>V_ ¶Í>
employee [ deduction amount kòD.
6. ̧ [ªì result _ ØÄ[® ¶Í> employee lçª mark for recalculation >òDØÃV¿m advance deduc

tion ¶Í> \V>Ý]_ enble gþ s|D...
ADVANCE AMOUNT [ [ [ [ [ INSTALLMENT åDÃì \VuÅD ØÄFBåDÃì \VuÅD ØÄFBåDÃì \VuÅD ØÄFBåDÃì \VuÅD ØÄFBåDÃì \VuÅD ØÄFB

Îòkì åkDÃì \V>D 2019 swV x[ÃðD ØÃu®^áVì ¨[® çkÝmÂØïV^¼kVD. ¶kòÂz
¼\  2020 _ 5 km installment ¨[® k« ¼kõ|D ¶>uz© Ã]éVï 6 ¶_ém 4 ¨ª kòþÅm
¨M_
Human resource _ ØÄ[® advance migration _ downlaod ØÄFB¡D. Download ØÄF> Webadi çB
open ØÄFB¡D. \V>D ¼\ 2020 ¨ª ØïV|Ým sâ| Recovery starts Month  åkDÃì 2019 ‡ Âz
Ã]éVï ½ÄDÃì 2019 ¨[® \Vu¤ªV_ 6 km installment kòD. Ö¼> ¼ÃV[® ¼BVEÝm \V>D
\Vu¤ÂØïV^á¡D.
¸[A ¶Í> 4 Ã½WçéçB ØÄF>V_ >V[  installment number \V®D

ADVANCE AMOUNT PRE CLOSE ØÄFBØÄFBØÄFBØÄFBØÄFB
åVD >kÅVï© ØÃuÅ ¶_ém Ã]B© ØÃuÅ GPFof TPF advance amount çª x¿ç\BVï close ØÄFB x½¥D.
Human resource _ ØÄ[® advance migration _ download ØÄFB¡D. Download ØÄF> Webadi çB
open ØÄFB¡D. \V>D ¼\ 2020 ̈ ª ØïV|Ým sâ|... Îòkì 10,000 ÔÃVF kVºþ¥^áVì ̈ M_
starting month åkDÃì 2019 ¨[® çkÝmÂØïV^¼kVD. ¼\ 2020 kç« 7 installment  kòþÅm.
¶©¼ÃV ̈ [ª ØÄFBØkM_ current month \Vìß 2020 _ 5 installment kòD \V>D Ô.2000 ̈ M_
5 \V>Ý]_ ¶Í> advance close gzD. Öm ¼ÃV[® \V>D \Vu¤sâ| balance amount _ 0 ¨ªÂ
ØïV|Ým sâ| advance number ØïV|Ým update ØÄFB¡D.
¸[A ¶Í> 4 Ã½WçéçB ØÄF>V_ >V[ advance close gzD.
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GPF RECOVERY CORRECTION

>u¼ÃVm GPF or TPF advance amount >kÅVï ÖòÍ>V¼éV, A]B>Vï advance ØÃuÅ©Ãâ¦
Ø>VçïBVªm recovery gïs_çé ¨[ÅVKDinstallment number \VuÅD ØÄFB ¼kõ|D ¨[ÅVKD
ÿμïõ¦ kaxçÅlçª ¸[Ãu®ï.

INITIATOR LOG IN HUMAN RESOURCE  ADVAN CE  MIGRATION           ADVANCES

      GTN ADVANCE

CORRECTION WEBADI

 CREATE CALL WEBADI
 

1.å\m ¶KkéïÝ]_ GPF Advance kVºþBkìï^ ØÃBì Automatic gï kòD.
2.Request Amount ÖòÂzD
3. ¶òþ_ ÄöBVª correct request amount >òï
4. Outstanding Recovery amount ÖòÂzD
5. ¶òþ_ ÄöBVª Corrected Outstanding Recovery >òï
6. Consolidate amount

7. ¶òþ_ ÄöBVª Consolidate amount >òï.
8.Principal Recovery Starting Month

9. ¶òþ_ ÄöBVª Principal Recovery >òï.
10. upload ØÄFï
11. ¸[A Payroll --- Process --- check Ãõð¡D.
12. Amount Change gþ ÖòÂzD
Give Mark Calculation Öm ~LBVª ka xçÅ
ADVANCE Upload ØÄFk]_ ÄÍ]ÂzD ¸«ßEçªï^ØÄFk]_ ÄÍ]ÂzD ¸«ßEçªï^ØÄFk]_ ÄÍ]ÂzD ¸«ßEçªï^ØÄFk]_ ÄÍ]ÂzD ¸«ßEçªï^ØÄFk]_ ÄÍ]ÂzD ¸«ßEçªï^

1. Advance upload ØÄF¥D ¼ÃVm already exist ¨ª kòD
2. Advance upload  gzD gªV_ Process _ k«Vm
3. Îò >¦çkÂzD ¼\_ upload ØÄF¥D ¼ÃVm already uploaded more than one times ¨ª kòD.
4. 10 ¼ÃòÂzD ¼\_ upload  ØÄF¥D ¼ÃVm Eé ¼ÃòÂz upload  gzD Eé ¼ÃòÂz gïVm
5. Eé ¼ÃòÂz Process  _ ïVâ|D result _ k«Vm.

Ö>uz yì¡ >V[ ¨[ªÖ>uz yì¡ >V[ ¨[ªÖ>uz yì¡ >V[ ¨[ªÖ>uz yì¡ >V[ ¨[ªÖ>uz yì¡ >V[ ¨[ª?

1. Webadi _ upload gþ Success ¨ª kÍ>V_ ¶çªÝmD ÄöBVï ÖòÍmD k«s_çé ¨M_ Îò
åV^ Wait ØÄFmsâ| ÃVìÂï¡D. Eé ¼å«ºï¹_ Late gï enable gzD.

2. Ö>uz EÅÍ> >uïVoï yì¡ Bulk dues and deduction _ upload  ØÄF¥ºï^
3. ¨m¡D Äö k«s_çé ¨M_ TICKET ID >V[

HBAFBF

T| ïâ|D x[ ÃðÝ]uïVª ÃVmïV©¸uïVª W] ̧ ½Ý>D 1% gªm dues and deduction _ ØÄF>V_
¼ÃVm\Vªm.
ELEMENT ENTRY DELETE ØÄFkm ¨ËkV®ØÄFkm ¨ËkV®ØÄFkm ¨ËkV®ØÄFkm ¨ËkV®ØÄFkm ¨ËkV®?

>kÅVï Ã]¼kuÅD ØÄFB©Ãâ¦ Îò element n delete ØÄFB ÿμïõ¦ kaxçÅlçª ØÄFï
INITIATOR LOG IN



FINANCE



PAYROLL PROCESS



ELEMENT ENTRY DELETE



EMPLOYEE ID



ACTION



--- Go

--- Create
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EFFECTIVE DATE



SELECT ENTRY SEARCH



DELETION TYPE



REMARK



REVIEW



SUBMIT TO VERIFIER


GO TO VERIFIER


SEARCH NOTIFICATION

APPROVED

SEARCH NOTIFICATION

GO TO APPROVER

VERIFIED

--- Month Start Date Must 01.08.2020









--- Purge

--- Type any

Eé ¼å«ºï¹_ x[® WçéïÓÂz ØÄ_éV\_ ¶>Vkm approver group k«V\_ Î¼« level _
approve gþ s|D.

¼\uØÄV[ª DUES & DEDUCTION ¶çªÝ]çª¥D ÄöÃVìÝm sâ| salary bill >BVì
ØÄFB¼kõ|D.
SALARY BILL

INITIATOR LOG IN



FINANCE



PAYROLL



PROCESS



RESULT



GENERATE BILL



GO TO BILLS


SELECT BILL NUMBER


CLICK DETAIL


FORWARD OR CANCEL


FORWARD TO VERIFIER


LOG IN VERIFIER


CLICK NOTIFICATION


CONTINUE ACTION CLICK

FORWARD TO TREASURY

SELECT BILL NUMBER

GO TO APPROVE LEVEL BILLS

APPROVE THE BILL

CONTINUE ACTION CLICK

CLICK NOTIFICATION

LOG IN APPROVER

VERIFY THE BILL















--- Dues and Deduction Äö ÃVìÂï¡D

--- Dues and Deduction Äö ÃVìÂï¡D
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SALARY BILL FORWARD ØÄF¥D ØÃV¿m kòD  ERRORS :

1. ¸_ generate ØÄF> c¦[ ¸_ åDÃì k«V\_ ÖòÍm monitor status request _ check ÃõbD ¼ÃVm
°>Vkm Îò employee Âz Position id error ¨ª kÍ>V_ ¶Í> employee Âz Post continuation order date

x½Í]òÂzD ¶©¼ÃVm ¨[ª ØÄFBØkM_

INITIATOR LOG IN          FINANCE            PAY ROLL                 GTN POST TYPE
AND HOA UPDATE WEBADI  

1. Öç> Open ØÄFm Employee Permanent of Temperory ¨ª Post Type update ØÄFBéVD.
2. Corrected HOA update ØÄFBéVD
3. ÄöBVª G.O åDÃì Type ØÄFm ØïV^áéVD
4. HOD \Vu¤ÂØïV^áéVD
5. Post end Date ¨[Ãm Post continuation order end date Öç> extend ØÄF>V_ ¼ÃVm\Vªm
6. Update ØÄFm sâ| Mark for Recalculation ØïV|Âï ¼>çkl_çé. Bill Generate ØÄF>V_ ¼ÃVm\Vªm.
DB Code error ¨ª kÍ>V_¨ª kÍ>V_¨ª kÍ>V_¨ª kÍ>V_¨ª kÍ>V_
1. ¼\uØÄV[ª kal_ ØÄ[® HOA update ØÄF>V_ ¼ÃVm\Vªm.
INVALID ACCOUNTING COMBINATION

PLEASE VERIFY THE ACCOUNT HEAD MAPPED

PLEASE VERIFY THE RECOVERY COMPONENT SCHEME

¼ÃV[Å Error kÍ>V_ Employee Âz Recovery _ arrear °>Vkm ¸½Ý]ò©¼ÃVD. ¶kö[ arrear Âz
cõ¦Vª HOA >kÅVïÂ ØïV|Ý]ò©¼ÃVD. ¶ç> Äö ØÄF>V_ ¼ÃVm\Vªm.
Bank Account >k® ¨M_ ¨ËkV® \Vu®km >k® ¨M_ ¨ËkV® \Vu®km >k® ¨M_ ¨ËkV® \Vu®km >k® ¨M_ ¨ËkV® \Vu®km >k® ¨M_ ¨ËkV® \Vu®km ?

kºþÂïðÂz ¨õ \u®D IFSC Code >k® ¨M_ ÿμïõ¦kV® ØÄ[® kºþÂ ïðÂz
¨õçð Äö ØÄFBéVD.

INITIATOR ID



HUMAN RESOURCE



EMPLOYEE PROFILE



BULK BANK DETAIL CREATION &

UPLOAD WEBADI



CLICK --- DOWNLOAD

1. BANK A/c NUM

2. IFSC CODE

3. NAME AS PER PASS BOOK

4. EFFETIVE DATE--- \V>Ý][ x>_ åV^ 01.08.2020
ÖkuçÅ update ØÄFm ØïV^áéVD.

Download Webadi _ ÿμïõ¦çk enable gzD
SALARY BILL - ATTACHMENT  k«s_çé  ¨M_ ¨[ª ØÄFB k«s_çé  ¨M_ ¨[ª ØÄFB k«s_çé  ¨M_ ¨[ª ØÄFB k«s_çé  ¨M_ ¨[ª ØÄFB k«s_çé  ¨M_ ¨[ª ØÄFB ?

ÄDÃá©Ãâ½B_ >BVì ØÄFm ïòÆéÝ]uz ¶Ð©AD ¼ÃVm attachment _ STATEMENT, ENFACEMENT

SCHEDULE, ECS k« ¼kõ|D. k«s_çé ̈ M_ ÿμïõ¦ kaxçÅlçª ØÄF>V_ ïõ½©ÃVï ̧ _o_
attachment kòD.

INITIATOR ID



FINANCE



PAYROLL



REPORTS



CLICK --- ENFACEMENT



GIVE BILL NUMBER - SUBMIT --- MONITOR STATUS REQUEST COMPLETE
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GO TO RETURN ECS



SELECT ONE BILL OR ALL


GENERATE BILL


GO TO BILLS



SELECT E-PAYMENT RETURN


NEW BILL NUMBER GENERATE


CHECK BENEFICIARY


FORWARD TO VERIFIER


LOG IN VERIFIER

Ö¼> ¼ÃV[® ¨[ª attachment k«s_çé¼BV ¶kuçÅ Öºz run ØÄF>V_ ¸_o_ attachment gï
gþs|D. Ö¼> ¼ÃV[® Payroll Statement, ECS after bill generation, Statuary deduction ¼ÃV[ÅkuçÅ run

ØÄFB ¼kõ|D.
Attachment k«s_çé ¨ª ¸_çé k«s_çé ¨ª ¸_çé k«s_çé ¨ª ¸_çé k«s_çé ¨ª ¸_çé k«s_çé ¨ª ¸_çé Cancel ØÄFB ¼kõ¦VD.ØÄFB ¼kõ¦VD.ØÄFB ¼kõ¦VD.ØÄFB ¼kõ¦VD.ØÄFB ¼kõ¦VD.

Outer attachment ØÄFB ¸_ detail ¶òþ_ Print ¨[® ÖòÂzD ¶ç> Cilck ØÄF>V_ outer download

gzD ¶ç> attachment _ attach ØÄFm s¦¡D.
>k®>éVï attachment Ö_éV\_ ¸_çé Approver kç« Forward ØÄFmsâ¼¦VD ¨M_ ¸_çé

Cancel ØÄFB ¼kõ¦VD. ̧ _çé Treasury Âz Forward ØÄF¥D x[A í¦ Initiator _ ÖòÍm Run ØÄF>V_
attachment gþs|D.
Retrurn Ecs gªV_ ¨[ª ØÄFkmgªV_ ¨[ª ØÄFkmgªV_ ¨[ª ØÄFkmgªV_ ¨[ª ØÄFkmgªV_ ¨[ª ØÄFkm

1.kºþÂ ïðÂz ¨õ \u®D IFSC Code  >kÅVï ÖòÍm Amount  return gªV_ ¨[ª ØÄFkm
¨M_,  Öºz Îò ¸_o_ 15 employee ¨M_ BVòç¦B kºþ ïðÂz ¨õ \u®D IFSC Code

>kÅVï ÖòÍ>¼>V ¶kö[ amount \â|¼\ return gzD.
2.Return Ecs gª ¸_éVªm ¶|Ý> \V>D 5 ‡ D ¼>]Âz ¼\_ E-Payment Returns _ Return

gþlòÂzD.
3.Return Ecs gª ¸_éVªm *õ|D >kÅVï ÖòÍ>V_ ¨Ý>çª xçÅ ¼kõ|D ¨[ÅVKD
Cancel ØÄFBéVD.Cancel ØÄF> ¸_ *õ|DE-Payment Returns _ Return gþlòÂzD.

INITIATOR LOG IN


FINANCE



E PAYMENT RETURNS


GIVE START DATE& END DATE


BENEFICIARY - EMPLOYEE



SEARCH BILL NUMBER


AMOUNT SHOWS



1. Return ECS BVòÂz ¨[® ÃVìÝm sâ| ¶Í> employee

bank detail upload ØÄFï.
2. ¼>]‡‡‡ xÍç>B \V>Ý][ ¼>]çBÝ>òï.
3. Bank detail upload  ØÄF> ¸Åz

          FORWARD TO TREASUARY

    SELECT BILL NUMBER

     GO TO APPROVE LEVEL BILL

APPROVE THE BILL

CONTINUE ACTION CLICK

CLICK NOTIFICATION

LOG IN APPROVER

VERIFY THE BILL

CONTINUE ACTION CLICK

CLICK NOTIFICATION
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NSD RETURN ECS :

1.>k®>éVï NSD Account Number ÖòÍm Return ECS gªV_ åD\V_ Bank Account Number

¶_ém IFSC Code ¼BV Äö ØÄFB ÖBéVm.
2. Ticket ID ØïV|Ým >V[ Äö ØÄFB ¼kõ|D
3. Bank Account Number ¶_ém IFSC Code  Äö ØÄF> ¸Åz Resolved ¨ª kÍ>mD ¸_o_
ØÄ[® Bill Line _ Check ØÄFm ØïV^á¡D.
4. >u¼ÃVm RBI oòÍm ¼åöç¦BVï kºþ ïðÂz ¨õèuz ØÄ_k>V_ NSD Account  _ ¨Í>
¶KkéïÝ]_ ÖòÍm ÃðD °¤Bm ¨ªÝØ>öBVm. gï¼k Salary Claim gªmD NSD Schedule

Society _ >òkm å_ém.
RETURN ECS BILL c¦[ ¨[ª c¦[ ¨[ª c¦[ ¨[ª c¦[ ¨[ª c¦[ ¨[ª ATTACHMENT ØÄFB ¼kõ|D.ØÄFB ¼kõ|D.ØÄFB ¼kõ|D.ØÄFB ¼kõ|D.ØÄFB ¼kõ|D.

1. ÄDÃá©Ãâ½B_ ¶_ém ¼k® ¸_ return gªV_ ¸_K¦[ outer, statement, ecs çkÂï¼kõ|D.
2. NSD Return gªV_ ¸_K¦[ outer ECS çkÂï¼kõ|D.

ARREAR BILL PREPARATION :

Îò ÃèBVáòÂz WKçkÝØ>Vçï Incentive arrear, Increment arrear, Selection grade arrear

Special grade arrear, Transfer employee arrear ¼ÃV[Å WKçkÝØ>Vçïlçª Offline Software _
¨ËkV® ¸_ >BVì ØÄFm ïòÆéÝ]_ ÄDì©¸Âþ[¼ÅV¼\V ¶¼> ¼ÃV[Åm >V[ IFHRMS _.
1. Îò \V>D °>Vkm Îò ïV«ðÝ]uïVï Îò ÃèBVáòÂz ÄDÃáD ØÃu® >«s_çé ¨M_
¶>çª Salary arrear _ ¼ÃV|ï.
2. Transfer _ Îò station _ ÖòÍm \u¼ÅVì station Âz kòD ¼ÃVm ¶¼> \V>Ý]_ ¸_
Ä\ì©¸Âï©Ãâ¦V_ A]B station _ ¨Ý>çª åV^ Ãè AöÍ>V¼«V ¶Í> åVâïÓÂz »]BD kòD.
¶|Ým \V>Ý]_ Ãâ½B_ Ä\ì©¸Âï©Ã|D ¼ÃVm Salary arrear _ ¸_ >òï.
3. Epayroll _ c^ám ¼ÃV[® Partial pay IFHRMS _ Ö_çé.
4. BV«Vkm ÎòkòÂz Îò åV^ »]BD ¸½Ý>D, Strike Period ¼ÃV[Åku¤uz ¸½Ý>D ØÄFB

5. Salary Arrear \uÅ arrear ïÓÂïVª dues and deduction ¶çªÝmD RETRO ¨ªÝØ>V¦ºzD.
6. DUES and  DEDUCTION  _ Search ØÄF¥D ¼ÃVm   RETRO DUTY PAY,     RETRO DEARNESS

ALLOWANCE, RETRO MEDICAL ALLOWANCE,  RETRO  HOUSE RENT ALLOWANCE ¨ª Select ØÄFB¡D.
ARREAR ¸_o_ ¨[ª ØÄFBÂí¦Vm ¨kuçÅ ØÄFBéVD :¸_o_ ¨[ª ØÄFBÂí¦Vm ¨kuçÅ ØÄFBéVD :¸_o_ ¨[ª ØÄFBÂí¦Vm ¨kuçÅ ØÄFBéVD :¸_o_ ¨[ª ØÄFBÂí¦Vm ¨kuçÅ ØÄFBéVD :¸_o_ ¨[ª ØÄFBÂí¦Vm ¨kuçÅ ØÄFBéVD :

1. Arrear bill ¼ÃV|D ¼ÃVm °>Vkm Îò dues and deduction \ÅÍm sâ| Process ØÄFm sâ¼¦VD.
¨M_ *õ|D >MBVï åVD \ÅÍ> dues and deduction Âz batch create ØÄFm process ØÄF>V_
Ö«õ| ØÃBì kòD, ¸_ >MÝ>MBVï kòD. gï¼k Ö>uz ØÄFB ¼kõ½Bm.
¨[ªØkM_ ¶Í> dues and deduction ¶çªÝ]çª¥D delete ØÄFm sâ|  A]B>Vï
batch create ØÄFm Process ØÄFB ¼kõ|D.
2. ¨Ý>çª kò¦Ý]uz arrear ¼ÃVâ¦VKD Äö ¶_ém ¨Ý>çª \V>Ý]uz ¶öBì ¼ÃVâ¦VKD
Äö åVD ¨Í> \V>Ý]_ ¸_ >BVì ØÄFþ¼ÅV¼\V ¶Í> \V>Ýç> >«¼kõ|D. c>V«ðÝ]uz
2017 Ûªköl_ ÖòÍm ÎòkòÂz arrear ¼ÃV¦ ¼kõ|D 31.08.2020 kç« ¨M_,ØÄ©¦DÃö_
¸_ >BVì ØÄFþ[¼ÅVD ¨[ÅV_ batch create ØÄF¥D ¼ÃVm create date 01.09.2020 >V[ >«
¼kõ|D.
3. Pay RolI and result _ ØÄ©¦DÃì \V>D ¸_ >BVì ØÄFk>V_ ØÄ©¦DÃì 2020 ¨ª ÖòÂï
¼kõ|D.Arrear bill ¼ÃV|k>uz Pay roll run ØÄFB ¼kõ½B ¶kEBt_çé.
4. Î¼« \V>Ý]_ ÎòkòÂz 2,3 °[ 5 arrear bill í¦ ¼ÃV¦éVD. ¨ËkV® ¨M_ x>o_ Îò
arrear ¸_ ¼ÃVâ| sâ| ¶>çª draft _ çkÝmsâ| ¶|Ý> ¸_çé ¼ÃV¦ ¼kõ|D.

INTIATOR LOG IN



HUMAN RESOURCE



LEAVE PROCESS



WEBADI DOWNLOAD

GIVE MARK FOR RECALCULATION

UPLOAD

    UN AUTHORIZED LEAVE OR

UN REGULARISED LEAVE ENTRY
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5. ¶|Ý> ¸_ ¼ÃV|D x[A Element entry delete _ ØÄ[® retro s_ ¼ÃV¦©Ãâ¦ ¶çªÝm element

delete ØÄFmsâ| new batch _ Create new entry ØïV|Ým  upload ØÄFB ¼kõ|D.
6. Dues and deduction _ Existing  entry  _ upload ØÄFBÂí¦Vm.
7. Amount double, triple gï kòþ[Åm ¨M_ Process _ Retro arrear ¨[® kòkç> Check

ØÄF¥ºï^. Amount ÄöBVï ÖòÍ>V_ mark for recalculation ØïV|ºï^. >kÅVï  ÖòÍ>V_ A]B
>Vï Ã]¼kuÅD ØÄF¥ºï^.
8. Îò Arrear ¸_o_ Î[®Âz ¼\uÃâ¦ employee í¦ select ØÄFB ÖBKD. 4 ¼ÃòÂz ¼ÄìÝm
Î¼« Arrear  ¸_éVï ¼ÃV¦éVD.
9. Wçªs_ ØïV^á¡D >k® ¨M_ Arrear _ Delete \â|¼\ ØÄFB¼kõ|D.

INITIATOR LOG IN



FINANCE



PAYROLL



PROCESS



SELECT --- EMPLOYEE



  PROCESS--SUPPLEMENT RUN CLICK



SELECT SALARY ARREAR


SUBMIT


MONITOR STATUS REQUEST

COMPLETE

SELECT EMPLOYEE

SELECT BILL GROUP

SUBBLEMENT BILL

GENERATE BILL

CHECK RESULT







Step - 2



INITIATOR LOG IN



FINANCE



PAYROLL SERVICE



MONTH --- CURRENT MONTH



NEW ENTRY



  RETRO PAY, RETRO DE, RETRO HRA

RETRO MA...dtc



SUBMIT TO VERIFIER


GO TO VERIFIER


SEARCH NOTIFICATION

APPROVED

SEARCH NOTIFICATION

GO TO APPROVER

VERIFIED







ARREAR FLOW
Step - 1
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SUBMIT


MONITOR STATUS REQUEST
COMPLETE


GO TO BILLS


CLICK DETAIL


SELECT APPROVAL GROUP


VIEW  ATTACHMENTS


FORWARD


GO TO VERIFIER


SEARCH NOTIFICATION

FORWARD TO TREASURY

CLICK DETAIL

GO TO APPROVER LEVEL BILLS

APPROVED

CLICK CONTINUE ACTION URL

SEARCH NOTIFICATION

GO TO APPROVER

VERIFIED

CLICK CONTINUE ACTION URL

















ARREAR BILL _ ¨[ª  _ ¨[ª  _ ¨[ª  _ ¨[ª  _ ¨[ª  ATTACH ØÄFB ¼kõ|DØÄFB ¼kõ|DØÄFB ¼kõ|DØÄFB ¼kõ|DØÄFB ¼kõ|D
ïâ¦VB\Vï Proceeding, Calculation Sheet ¸_ Forward ØÄF¥D ¼ÃVm ÖçðÂï©Ã¦ ¼kõ|D.

Ö>Ð¦[ Salary ¸_K¦[ kòþ[Å Attachment kòD.
Ex EMPLOYEE Âz Âz Âz Âz Âz Arrear Bill ¼ÃV¦ x½¥\V ¼ÃV¦ x½¥\V ¼ÃV¦ x½¥\V ¼ÃV¦ x½¥\V ¼ÃV¦ x½¥\V ?

ExEmployee Âz åVD arrear ¸_ ¼ÃV¦ ÖBKD. ¼\uØÄV[ªm ¼ÃVé¼k åVD dues and deduction _
ØÄ[® ¶çªÝmD Retro _ ØÄ[® Ã]¼kuÅD ØÄFB¼kõ|D. ¸[A

FORWARD TO TREASURY

CLICK DETAIL

GO TO APPROVER LEVEL BILLS

APPROVED

CLICK CONTINUE ACTION URL

SEARCH NOTIFICATION

GO TO APPROVER

VERIFIED

CLICK CONTINUE ACTION URL

SEARCH NOTIFICATION

GO TO VERIFIER

FORWARD

VIEW ATTACHEMENTS

SELECT APPROVAL GROUP

CLICK DETAIL

GO TOBILLS

LOG IN INITIATOR


FINANCE


PAYROLL


PROCESS


SELECT  EMPLOYEE TYPE --- EX EMPLOYEE


PROCESS--SUBLIMENTARY RUN CLICK


SELECT SALARY ARREAR


SUBMIT


MONITOR STATUS REQUEST COMPLETE


CHECK RESULT


SELECT --- EMPLOYEE TYPE-- EX EMPLOYEE


GENERATE BILL


SUBBLEMENTARYBILL


SELECT BILL GROUP


SELECT EMPLOYEE


SUBMIT


MONITOR STATUS REQUEST COMPLETE

Step - 1

































35 DRPGTA - ïÔì

www.kalviamuthu.com



¼\uØÄV[ª kaxçÅïçá© ¸[Ãu¤ ¨Í> arrear ¸_éVï ÖòÍ>VKD ¼ÃV¦éVD.
SURRENDER BILL PREPARATION :

åõÃìï¼á å\m ïðÂþ_ c^á mFÂï©Ã¦V> s|xçÅ 15 ¶_ém 30 åVâïçá ¶«·Âz
Î©Ãç¦Ým Ãð©Ãé[ïçá ØÃ®k>uz ÿμïõ¦kV® ¸_ >BVì ØÄFï.

INITIATOR LOG IN


HUMAN RESOURCE


LEVEL PROCESS


SURRENDER LEVEL


EMPLOYEE ID -- GO -- CREATE ACTION

STEP : 1

Create ØïV|Ý> c¦[ Employee leave balance ¼>V[®D... ¶]_
å\m Leave balance zçÅkVï ÖòÍ>V_ Leave Pracess_ ØÄ[®
Webadi JéD Leave balance update   ØÄFB ¼kõ|D..    ¸Åz
employee type ...regular employee ¨ª ØïV|Âï ¼kõ|D..
¸[A ¨Ý>çª åV^ Surrender ØÄFþ¼ÅV¼\V 15 ¶_ém 30
åV^ select ØÄFB ¼kõ|D. å\m Surrender date default   gï
¶m¼k kòD. ¨©Ã½ ¨M_ DDO Templete _ åVD ØïV|Ým
c^ám. z¤©A: Due date of Surrender ¸uïVéÝ]_ Edit ØÄFm

REVIEW


SUBMIT TO VERIFIER


GO TO VERIFIER


SEARCH NOTIFICATION


VERIFIED

APPROVED

SEARCH NOTIFICATION

GO TO APPROVER





INITIATOR LOG IN



HUMAN RESOURCE



LEAVE PROCESS



SURRENDER LEAVE SANCTION



EMPLOYEE ID--GO --CREATE -- ACTION



EMPLOYEE REQUEST ID SEARCH



SANCTION AUTHORITY, ORDER

NUMBER, DATE


REVIEW


SUBMIT TO VERIFIER


GO TO VERIFIER


SEARCH  NOTIFICATION


VERIFIED

APPROVED

SEARCH  NOTIFICATION

GO TO APPROVER



Step - 2
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ÖDxçÅl¼é Surrender Bill ¼ÃV¦ ¼kõ|D. Surrender ¨Í> \V>Ý]_ c^á¼>V ¶Í> \V>Ý]_ >V[
¸_ ¼ÃV¦ ¼kõ|D.¶|Ý> \V>Ý]_ ¼ÃV|D ØÃV¿m Surrender Date \V¤s|D
DA ARREAR :

åõÃìï¼á DA  6 \V>Ý]uz Îò xçÅ kwºï©Ã|km. >u¼ÃVm IFHRMS _ Automatic calcula-

tion Ö_éV>>V_ Manual gïÝ>V[ ¸_ >BVì ØÄFB¼kõ|D.
STEP :1

 INITIATOR  LOG IN


FINANCE


PAYROLL PROCESS


DUES AND DEDUCTIONS


CREATE BATCH


RETRO DA


SUBMIT VERIFIER


GO TO VERIFIER

APPROVED

SEARCH NOTIFICATION

GO TO APPROVER

VERIFIED

SEARCH NOTIFICATION
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 LOG IN INITIATOR


FINANCE


PAYROLL


PROCESS


SELECT --- EMPLOYEE


PROCESS -- SUPPLEMENTARY RUN CLICK


SELECT SURRENDER SALARY


SUBMIT


MONITOR STATUS REQUEST COMPLETE


CHECK RESULT


GENERATE BILL


SUBBLEMENTARY BILL


SELECT BILL GROUP


SELECT EMPLOYEE


SUBMIT


MONITOR STATUS REQUEST COMPLETE 

Step - 3

FORWARD TO TREASURY

CLICK DETAIL

GO TO APPROVER LEVEL BILLS

APPROVED

CLICK CONTINUE ACTION URL

SEARCH NOTIFICATION

6.GO TO APPROVER

VERIFIED

CLICK CONTINUE ACTION URL

SEARCH NOTIFICATION

GO TO VERIFIER

FORWARD

VIEW ATTACHEMENTS

SELECT APPROVAL GROUP

CLICK DETAIL

GO TO BILLS
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LOG IN INITIATOR


FINANCE


PAYROLL


SELECT EMPLOYEE


  SUPPLEMENTARY RUN - DA ARREAR


SUBMIT


MONITOR STATUS REQUEST COMPLETE


CHECK RESULT


GENERATE BILL


SUBBLEMENTARY  BILL


SELECT BILL GROUP


SELECT EMPLOYEE


SUBMIT


MONITOR STATUS REQUEST COMPLETE


GO TOBILLS


CLICK DETAIL

STEP:2 - BILL PROCESS

FORWARD TO TREASURY

CLICK DETAIL

GO TO APPROVER LEVEL BILLS

APPROVED

CLICK CONTINUE ACTION URL

SEARCH NOTIFICATION

8.GO TO APPROVER

VERIFIED

CLICK CONTINUE ACTION URL

SEARCH NOTIFICATION

GO TO VERIFIER

FORWARD

VIEW ATTACHEMENTS

SELECT APPROVAL GROUP
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kòD ïVéÝ]_ x¿ç\BVï IFHRMS _ ¶çªÝm Ãâ½B_ïÓD Ä\ì©¸Âï©Ã|D ØÃV¿m DA arrear
automatic gï kòkm ¼ÃV[® \V®D.
PONGAL BONUS :

åõÃìï¼á ØÃVºï_ swV tçï »]BD kwºzkm Group C \u®D Group D ÃèBVáì
ïÓÂz \â|¼\. ¶>uz IFHRMS _ ¨ËkV® ¸_ >BVì ØÄFkm ¨M_

INITIATOR LOG IN


HUMAN RESOURCE


GTN PAY SERVICE


PONGAL BONUS


PONGAL BONUS PROGRAME -- CLICK

STEP : 1

CONTINUE


SUBMIT


REVIEW


SUBMIT TO VERIFIER


GO TO VERIFIER

1. Period (Financial year --- 2020)
2. DDO --- Search
3.Office Enabled
4. Report flag --- Process with Report

APPROVED

SEARCH NOTIFICATION

GO TO APPROVER

 VERIFIED

SEARCH NOTIFICATION
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ADVANCE  DISBUERSEMENT  APPROVED

CLICK PENCIL

ADVANCE NUMBER CREATE

INDIVIDUAL EMPLOYEE ID

CHECK IN ADVANCE

UPLOAD WEBADI - FLAGGED ROWS

EMPLOYEE BVòÂz x[ÃðD

ENTER SANCTION ORDER



Îò ¼kçá BV«Vkm ÎòkòÂz k«s_çé  ¶_ém Ex employee Âz Pongal bonus¼ÃV¦ ¼kõ|D
¨M_ dues and deduction _ ØÄ[® Emp bonus ¨[Å element upload ØÄFm ¼\uØÄV[ª Process ØÄFB
¼kõ|D.
FESTIVAL ADVANCE :

ÎËØkVò ÃèBVáòD ¶«E[ swV x[ÃðD ØÃ®kVìï^. ØÃVmkVï yÃVk¹ \u®D
ØÃVºïKÂz ¶]ï¶ás_ x[ÃðD ¼ïVòkVìï^. swV x[ÃðD ØÃ®k>uz ÿμïVbD ka
xçÅlçª ¸[ÃuÅ¡D.

INITIATOR LOG IN


HUMAN RESOURCE


ADVANCE


OTHER ADVANCE APPLICATION


FESTIVAL ADVANCE INITION &
SANCTION BULK ENTRY


SELECT FESTIVAL - NAME


WEBADI DOWN LOAD

Step - 1













--- NUMBER & DATE



--- ¼>çk¼BV ¶kìïÓÂz
       \â|D  Order ¼ÃV¦¡D
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 LOG IN INITIATOR


FINANCE


PAYROLL


PROCESS


SELECT --- PONGAL BONUS


PROCESS -- SUPPLEMENTARY RUN CLICK


SELECT PONGAL BONUS


SUBMIT


MONITOR STATUS REQUEST COMPLETE


CHECK RESULT


GENERATE BILL


SUBBLEMENTARY BILL


SELECT BILL GROUP


SELECT EMPLOYEE


SUBMIT


MONITOR STATUS REQUEST COMPLETE

Step - 2

FORWARD TO TREASURY

CLICK DETAIL

GO TO APPROVER LEVEL BILLS

APPROVED

CLICK CONTINUE ACTION URL

SEARCH NOTIFICATION

GO TO APPROVER

VERIFIED

CLICK CONTINUE ACTION URL

SEARCH NOTIFICATION

GO TO VERIFIER

FORWARD

VIEW ATTACHEMENTS

SELECT APPROVAL GROUP

CLICK DETAIL

GO TO BILLS
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 LOG IN INITIATOR


FINANCE


PAYROLL


GENERATE BILL


NON SALARY BILL


FESTIVAL  ADVANCE


BILL GROUP SEARCH


SEARCH


SHOWS EMPLOYEE


SELECT   EMPLOYEE


GENERATE BILL


MONITOR STATUS REQUEST COMPLETE


GO TO BILLS


CLICK DETAIL

Step - 2

FORWARD TO TREASURY

CLICK DETAIL

GO TO APPROVER LEVEL BILLS

APPROVED

CLICK CONTINUE ACTION URL

SEARCH NOTIFICATION

GO TO APPROVER

VERIFIED

CLICK CONTINUE ACTION URL

SEARCH NOTIFICATION

GO TO VERIFIER

FORWARD

VIEW ATTACHEMENTS

SELECT APPROVAL GROUP


























swV x[ÃðD kVºþB \V>Ý]oòÍm IFHRMS _ Automatic gï ¸½Ý>D ¼\uØïV^á©Ã|D
Îò ¼kçá ¸½Ý>D ¼\uØïV^á©Ã¦s_çé ¨M_ Webadi ÃB[Ã|Ý>¡D
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                                                                                mbÂz: 12mbÂz: 12mbÂz: 12mbÂz: 12mbÂz: 12

Error - stale data ¨[® error kÍ>V_

*õ|D Log in ØÄFB¡D .

Log in gïs_çé ¨M_ Browsing

History Clean ØÄFm sâ| Log in

ØÄFB¡D.

                      mbÂz: 13mbÂz: 13mbÂz: 13mbÂz: 13mbÂz: 13

¨Í> ¸_ >BVì ØÄF>VKD Process _ Check ØÄFm sâ| Result Âz ØÄ_é¡D.
¨Í> ¸_ >BVì ØÄF>VKD Monitor status complete ¨ª kÍ>¡¦[ >V[ ¶|Ý> WçéÂz

ØÄ_é ¼kõ|D.
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GPF ADVANCE

BALANCE AS PER ACCOUNT SLIP



DEPOSIT & REFUND



SUBSEQUENT WITHDRAWAL



PF BALANCE AMOUNT



REQUEST AMOUNT



OUTSTANDING RECOVERY AMOUNT



CONSOLIDATE AMOUNT



PURPOSE OF ADVANCE



NUMBER OF INSTALMENT --36 Or 24



SUBMIT



REVIEW



SUBMIT TO VERIFIER



GO TO VERIFIER 

APPROVED

SEARCH NOTIFICATION

GO TO APPROVER

VERIFIED

SEARCH NOTIFICATION

GPF Temperory advance ¸_ ¼ÃV|k>uz åV[z Wçéï^ c^ám. ÖÍ> åV[çï¥D
ØÄF>V_ >V[ ¸_ ÄöBVï kòD.

1.PF INITIATION ENTRY

2.PF SANCTION ENTRY

3.ADVANCE DISBURSEMENT

4.BILL PROCESS

1.PF INITIATION ENTRY :

INITIATOR LOG IN



HUMAN RESOURCE



ADVANCES



PROVIDENT FUND APPLICATION



PF INITIATION ENTRY



ADVANCE  WITHDRAWAL TYPE










-- (Balance View gzD or update)

-- Default gï kòD

-- View Automatic

-- Enter

-- Default gï kòD

-- Default gï kòD

-- (Consolidate amount edit ØÄFm ØïV^áéVD)

-- Select
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Head of account rÇahf cŸsjh vd
Enfacement ïš jh‹ rÇgh®¡f Koí«.
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INITIATOR LOG IN



HUMAN RESOURCE



ADVANCES



PROVIDENT FUND APPLICATION



PF SANCTION ORDER



ADVANCE  WITHDRAWAL SEARCH


EMPLOYEE REQUEST NUMBER SEARCH



SUBMIT



REVIEW



SUBMIT TO VERIFIER



GO TO VERIFIER



SEARCH NOTIFICATION



VERIFIED



GO TO APPROVER



SEARCH NOTIFICATION



APPROVED

2.PF SANCTION  ENTRY :

AUTHORITY NAME - Type

ORDER NUMBER - Type

ORDER DATE - Type

SANCTION AMOUNT - EDIT ØÄFB x½¥D

OUTSTANDING RECOVERY AMOUNT - Default

CONSOLIDATE  AMOUNT - EDIT ØÄFB x½¥D

No.OF INSTALMENT --- 36

MONTHLY REFUND --- VIEW



INTIATOR LOG IN



HUMAN RESOURCE



ADVANCES



ADVANCE DETAIL



  CLICK ADVANCE NUMBER (Pensil Mark)

3.DISBURSEMENT ENTRY :

DISBURSEMENT ENTRY CLICK

SEARCH ADVANCE NUMBER

INSTALMENT NUMBER FINAL -- Default

BENEFICIARY TYPE - EMPLOYEE

BENEFICIARY NUMBER - SEARCH

INSTALMENT ---36
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SUBMIT



REVIEW



SUBMIT TO VERIFIER



GO TO VERIFIER



SEARCH NOTIFICATION

INITIATOR LOG IN



FINANCE



PAYROLL



NON SALARY BILL



 GPF TEMPERORY ADVANCE



EMPLOYEE NUMBER



SEARCH



GENERATE BILL



MONITOR STATUS COMPLETE



GO TO BILLS



CLICK DETAIL



SELECT APPROVALGROUP



VIEW ATTACHMENTS



FORWARD



GO TO VERIFIER



SEARCH NOTIFICATION



CLICK CONTINUE ACTION URL



VERIFIED

4.BILL PROCESS :



APPROVED

SEARCH NOTIFICATION

GO TO APPROVER

VERIFIED







FORWARD TO TREASURY

CLICK DETAIL

GO TO APPROVER LEVEL BILLS

APPROVED

CLICK CONTINUE ACTION URL

SEARCH NOTIFICATION

GO TO APPROVER
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Non - Salary ãšY¡F f©o¥ghf
Attachment brŒa nt©L«.

Ex. Proceeding, Vouchers......
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GPF BILL PROCESS : zw©ÃxD yì¡D zw©ÃxD yì¡D zw©ÃxD yì¡D zw©ÃxD yì¡D zw©ÃxD yì¡D :

1. Pay roll run ØÄF> ̧ Åz GPF advance ¼ÃV|D ØÃV¿m Transfer Pay roll already run for this month ̈ [Å error

kÍ>V_ ¸_ ¼ÃV¦ x½¥\V? ¨[ÅV_ ¼ÃV¦éVD. ¨ËkVØÅM_ Pay roll revert ØÄF>V_  ¼ÃVm\Vªm.

INITIATOR LOG IN



HUMAN RESOURCE



ADVANCE



REPORTS



TRANSFER TO PAYROLL REVERT

FOR GPF ADVANCE



CLICK



EMPLOYEE



SUBMIT

2. GPF Balance Upload ØÄF¥D¼ÃVm withdrawal Balance - _ amount ØïV|ÂïkV? ¶_ém non with

     drawal Balance _ amount ØïV|ÂïkV ¨[ÅV_ withdrawal Balance _ amount ØïV|Âï ¼kõ|D.
3. Account slip _ c^á amount ØïV|ÂïkV? ¶_ém Calculation sheet - _ c^á amount

ØïV|ÂïkV?  ¨[ÅV_ Calculation sheet - _ c^á amount ØïV|Âï ¼kõ|D.
4. Webadi _ GPF Number ØïV|ÂïkV ¶_ém IFHRMS Employee number ØïV|ÂïkV ̈ M_ IFHRMS

    Employee number ØïV|Âï ¼kõ|D.
5. ¼>] --calculation sheet [ ïç¦E \V>D 01‡08‡2020 ¨ª ØïV|Âï¡D.
6. Balance _ c^á amount åVD upload ØÄF> amount k«s_çé , ¶ç>s¦ í¦¼kV ¶_ém
    zçÅ¼kV kÍ>V_ ¨[ª ØÄFB? Balance Ãu¤B ïkçé ¼kõ¦VD, åVD Claim ØÄF¥D
    amount Âz ¼ÃVm\Vª Balance ÖòÍ>_ ¼ÃVm\Vªm.
7. Outstanding Recovery amount >kÅVï c^ám ¨M_ consolidate amount _ edit ØÄFBéV\V?

¨M_ consolidate amount _ edit  ØÄFm ÄöBVª amount upload ØÄFï.
8. Initiation Entry _ Request amount >kÅVï ØïV|Ý]òÍ>VKD sanction entry _ \Vu¤ÂØïV^áéVD.
9.36 Instalment Âz Ã]éVï 24 instalment ¨[® kÍ>V_ ... 1.check retirement date 2.Îòkö[ 2
\V> »]BÝm¦[ compare ØÄF¥D ¼ÃVm request amount zçÅkVïÂ ¼ïâ½òÍ>V_ 24 instalment

¨[® >V[ kòD.
10. Advance disbursement ØÄF¥D ¼ÃVm continue action url ØïV|Âï í¦Vm. Note _ °>Vkm Type
ØÄFm Forward ØÄF>V_ ¼ÃVm\Vªm.continue action ØïV|Ý]òÍ>VKD NO PROBLEM.

Ö>uz 3 Level Process ¼>çkl_çé

GPF BILL c¦[ ¨[ª c¦[ ¨[ª c¦[ ¨[ª c¦[ ¨[ª c¦[ ¨[ª attach ØÄFB ¼kõ|D:ØÄFB ¼kõ|D:ØÄFB ¼kõ|D:ØÄFB ¼kõ|D:ØÄFB ¼kõ|D:
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 ¸_ ¼ÃV|k>uz J[® Wçéï^ c^ám. ÖÍ> J[çÅ¥D
ØÄF>V_ >V[ ¸_ ÄöBVï kòD. Ö>uz advance disbursement ¼>çkl_çé.

1.PF INITIATION ENTRY

2.PF SANCTION ENTRY

3.BILL PROCESS

APPROVED

SEARCH NOTIFICATION

GO TO APPROVER

1.PF INITIATION ENTRY :

INITIATOR LOG IN



HUMAN RESOURCE



ADVANCES



PROVIDENT FUND APPLICATION



PF INITIATION ENTRY



ADVANCE  WITHDRAWAL TYPE


BALANCE AS PER ACCOUNT SLIP



DEPOSIT & REFUND



SUB  SEQUENT WITHDRAWAL



PF BALANCE AMOUNT



REQUEST AMOUNT



OUTSTANDING RECOVERY AMOUNT



CONSOLIDATE AMOUNT



PURPOSE OF ADVANCE



SUBMIT



SUBMIT TO VERIFIER



GO TO VERIFIER



SEARCH NOTIFICATION



VERIFIED





-- (Balance View gzD or update)

-- Default gï kòD

-- View Automatic

-- Enter

-- Default gï kòD

-- 0

-- (Type partfinal Amount)

-- Select

-- Part Final
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GPF - Reject, Audit, Return for Corretion vd
bfhL¤j ãšiy Û©L« nghl ïayhJ.
MW khj« fÊ¤J jh‹ nghl ïaY«.

mtru« vÅš Ticket ID jh‹.
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INITIATOR LOG IN



HUMAN RESOURCE



ADVANCES



PROVIDENT FUND APPLICATION



PF SANCTION ORDER



ADVANCE  WITHDRAWAL SEARCH


EMPLOYEE REQUEST NUMBER SEARCH



SUBMIT



REVIEW



SUBMIT TO VERIFIER



GO TO VERIFIER



SEARCH NOTIFICATION



VERIFIED



GO TO APPROVER



SEARCH NOTIFICATION



APPROVED

2.PF SANCTION  ENTRY :

AUTHORITY NAME - Type

ORDER NUMBER - Type

ORDER DATE - EDIT

SANCTION AMOUNT - EDIT ØÄFB x½¥D

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



--- PART FINAL
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Voucher Number ¨|©Ãm Bills ØÄ[® Bills Report ‡ _

MTC 70 ̈ ª ïç¦EBVï ÖòÂzD. Öç> Download ØÄF>V_

Îò \V>Ý]_ åVD ïòÆéÝ]_ Ä\ì©¸Âï©Ãâ¦ ¶çªÝm

Ãâ½B_ï¹[ sk«ºï^ Voucher Number c¦[ ÖòÂzD.

                      mbÂz: 18mbÂz: 18mbÂz: 18mbÂz: 18mbÂz: 18

Îò ¸_ Process x½kç¦¥D x[A ¶|Ý> ¸_  Process ØÄFBÂí¦Vm. IncomeTax Schedule_
IT Âz >MBVï¡D Cess Âz >MBVï¡D >V[ Schedule kòD.
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FORWARD TO TREASURY

CLICK DETAIL

GO TO APPROVER LEVEL BILLS

APPROVED

CLICK CONTINUE ACTION URL

SEARCH NOTIFICATION

GO TO APPROVER

VERIFIED

CLICK CONTINUE ACTION URL

SEARCH NOTIFICATION

GO TO VERIFIER

FORWARD

INITIATOR LOG IN



FINANCE



PAYROLL



NON SALARY BILL



 GPF PART FINAL



EMPLOYEE NUMBER



SEARCH



GENERATE BILL



MONITOR STATUS COMPLETE



GO TO BILLS



CLICK DETAIL



SELECT APPROVALGROUP



VIEW ATTACHMENTS

3.BILL PROCESS :

























GPF Part Final Withdrawal ¸_o_ advance Disbursement ØÄFB ¼kõ½B]_çé. ¨Í> Îò advance

¼ÃVâ¦VKD disbursement ØÄFB ¼kõ|D. \uÅ ¸_ïÓÂz disbursement ¼>çk Ö_çé.
GPF 90% WITHDRAWAL :

GPF 90% Withdrawal ¸_ ¼ÃV|k>uz J[® Wçéï^ c^ám. ÖÍ> J[çÅ¥D ØÄF>V_ >V[
¸_ ÄöBVï kòD. Ö>uzD advance disbursement  ¼>çkl_çé.

1.PF INITIATION ENTRY

2.PF SANCTION ENTRY

3.BILL PROCESS

1.PF INITIATION ENTRY :

INITIATOR LOG IN



HUMAN RESOURCE



ADVANCES



PROVIDENT FUND APPLICATION
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Provisional Pension _ °¼>ÐD \VuÅD ̈ M_Ticket ID >V[

¼k®ka Ö_çé.

www.kalviamuthu.com



PF INITIATION ENTRY



ADVANCE  WITHDRAWAL TYPE



BALANCE AS PER ACCOUNT SLIP



DEPOSIT & REFUND



SUB  SEQUENT WITHDRAWAL



PF BALANCE AMOUNT



REQUEST AMOUNT



OUT STANDING RECOVERY AMOUNT



CONSOLIDATE AMOUNT



PURPOSE OF ADVANCE



SUBMIT



REVIEW



SUBMIT TO VERIFIER



GO TO VERIFIER



SEARCH NOTIFICATION



VERIFIED



GO TO APPROVER



SEARCH NOTIFICATION



APPROVED

-- (Balance View gzD or update)

-- Default gï kòD

-- View Automatic

-- Enter

-- Default gï kòD

-- 0

--90% withdrawal

--Type 90% withdrawal

-- Select

INTIATOR LOG IN



HUMAN RESOURCE



ADVANCES



2.PF SANCTION  ENTRY :
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NSD Deduction - epayroll c^ám ¼ÃV[® ECS ‡ _

ÃèBVáö[ ØÃBòÂz ¨]¼« NSD Amount k«Vm. NSD

ECS >MBVïÝ>V[ kòD. Society Âz RBI Jé\Vï

¼å«½BVï k«¡ çkÂï©Ã|D. ¨Í> ¶KkéïÝ]_ ÖòÍm

ÃðD k«¡ çkÂï©Ãâ¦m ¨ª Ø>öBVm. gï¼k NSD

Schedule \V>D \V>D Society Âz ¶Ð©Akm å_ém.
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PROVIDENT FUND APPLICATION



PF SANCTION ORDER



EMPLOYEE NUMBER SEARCH



ADVANCE WITHDRAWAL SEARCH



EMPLOYEE REQUEST NUMBER SEARCH



SUBMIT



REVIEW



SUBMIT TO VERIFIER



GO TO VERIFIER



SEARCH NOTIFICATION

AUTHORITY NAME - Type

ORDER NUMBER - Type

ORDER DATE - EDIT

SANCTION AMOUNT - EDIT ØÄFB x½¥D

OUTSTANDING RECOVERY --- 0

CONSOLIDATE  AMOUNT - 90% Withdrawal Amount




APPROVED

SEARCH NOTIFICATION

GO TO APPROVER

VERIFIED
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FORWARD TO TREASURY

CLICK DETAIL

GO TO APPROVER LEVEL BILLS

APPROVED

CLICK CONTINUE ACTION URL

SEARCH NOTIFICATION

GO TO APPROVER

VERIFIED

CLICK CONTINUE ACTION URL

SEARCH NOTIFICATION

GO TO VERIFIER

FORWARD

INITIATOR LOG IN



FINANCE



PAYROLL



NON SALARY BILL



 GPF 90% WITHDRAWAL



EMPLOYEE NUMBER



SEARCH



GENERATE BILL



MONITOR STATUS COMPLETE



GO TO BILLS



CLICK DETAIL



SELECT APPROVALGROUP



VIEW ATTACHMENTS

3.BILL PROCESS :
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GPF 90% Withdrawal ¸_o_  advance disbursement ØÄFB ¼kõ½B]_çé. ¨Í> Îò advance ¼ÃVâ¦VKD
disbursement ØÄFB ¼kõ|D. \uÅ ¸_ïÓÂz disbursement ¼>çkl_çé.
ADVANCE NUMBER DELETE ØÄFkm ¨ËkV® ØÄFkm ¨ËkV® ØÄFkm ¨ËkV® ØÄFkm ¨ËkV® ØÄFkm ¨ËkV® ?

åVD >k®>éVï Ã]¼kuÅD ØÄFB©Ãâ¦ GPF advance ¶_ém treasury _ audit ØÄFB©Ãâ¦ ¸_çé
*õ|D A]B>VïÝ >V[ ¼ÃV¦ x½¥D. ¶]_ c^á GPF advance number delete ØÄFB ÿμïõ¦ s]xçÅ
‡ lçª ¸[ÃuÅ¡D

INITIATOR LOG IN


HUMAN RESOURCE


ADVANCE


GTN ADVANCE DELETE PROGRAM


EMPLOYEE NUMBER


ADVANCE  NUMBER


CONTINUE


SUBMIT


CHECK ADVANCE DETAIL OR PROCESS

ÖDxçÅl[ JéD  GPF ¶_ém ¸Å  advance bill [ advance number n delete ØÄFmsâ| A]B ¸_
¼ÃV¦éVD. gªV_ åVD initiation entry & sanction entry  ¼ÃVâ¦>V_ GPF advance *õ|D ¼ÃV¦ ÖBéVm. Ö>uz
initiation entry & sanction entry delete ØÄFB ØÄV_o ticket id  ¼ÃV¦ ¼kõ|D. \uÅ advance Âz advance number

delete  ØÄFm sâ| *õ|D bill ¼ÃV¦éVD.

50DRPGTA - ïÔì

                    mbÂz: 21mbÂz: 21mbÂz: 21mbÂz: 21mbÂz: 21

T| ïâ|D x[ÃðD HBA ‡ ØÃ®D ØÃV¿m Budget Ö_éV\_ Bill  ECS >BVì

ØÄFBÂí¦Vm. å\Âz Î©Ã¹Âï©Ãâ¦ Ø>Vçï 25,00,000/‡ ̈ M_ Ãz]BVïÝ>V[ Sanc-

tion ØÄFkVìï^. x¿ Ø>Vçï¥D å\m kºþÂ ïðÂþuz k«¡ çkÂï \Vâ¦Vìï^.

¶©ØÃV¿m x>o_ 12,50,000/‡ ÃðD Disbursement ØÄF¼>VD ¨M_ ¶|Ý>

12,50,000/‡ Âz Initiation,  Sanction entry ¼ÃV¦V\_ Disbursement entry ¼ÃVâ¦V_ \â|¼\

¼ÃVm\Vªm.
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HOUSING LOAN ADVANCE :

LEVEL 1

1. Initiator Level n  Log in ØÄFm human resource Âz^ ØÄ_é ¼kõ|D.
2. Human Resource _ ADVANCE option n Click ØÄFï... c^¼á

1.HBA INITIATION ENTRY

2. HBA SENIORITY NUMBER

3. HBA SANCTION ORDER ENTRY

4.HBA RELEASE ORDER ENTRY ÖòÂzD.
 Initiation entry _ Employee number ØïV|Ým Create ØÄF> c¦[ Application number create gzD. ¶|Ým

Application create date Ö[çÅB ¼>]çB ¶©Ã½¼B ØïV|Âï¡D. Purpose of HBA - åVD ¨>[ ¶½©Ãç¦l_
Loan ØÃ®þ¼ÅV¼\V ¶ç> Click ØÄFï. Request amount _ ¨Ëká¡ Sanction gþ c^á¼>V ¶Í> Amount  n
Enter ØÄFï. List of document _ Engineer Survey ØÄF]ò©Ãì ¶>ªV_ Engineer Certificate ¨ª ØïV|Âï¡D.
¼>]l_  Engineer Survey ØÄF> ¼>]çB >òï. ̧ Åz Sanction Authority _ ̈ _éVòÂzD Collector >V[ Authority.

gï¼k ¶Í> \Vkâ¦ Collector office select ØÄFï. Reference num å\Âz kÍ> -Order _ c^á åDÃì. >ÃV_
åDÃì åVD >òD °>Vkm Îò åDÃì. Öç> x½Ým sâ| Review ØÄF> c¦[ opproval Groups ̈ [® ¼>V[®D.
¶]_ Verifier & approver ØÃBì kòD. ¸[A Submit ØÄFB¡D.

Initiator lelel _ Submit ØÄF> HBA Initiation Entry - verifier level _  Open Notification _ ÖòÂzD. ¶ç> Click

ØÄF>V_ Approve ¨[® ¼>V[®D ¶ç> Click ØÄF> c¦[ Approvar Level Âz Forward gzD.
Verifier Level _ ¨[ª ØÄF¼>V¼\V ¶m¼k >V[ APPROVER LEVEL ÂzD...

z¤©A: ÎËØkVò Level forward ØÄF¥D ØÃV¿m ÿ¼w c^á note _ °>Vkm type ØÄFï.
2.HBA SENIORITY NUMBER

HBA SENIORITY NUMBER Entry ØÄF>V_ \â|¼\ ¶|Ý> WçéÂz ØÄ_é ÖBKD. Ö]_ åVD ¨Í>
Seniority ¶½©Ãç¦l_ c^¼áVD ¨ªÝ Ø>öBVm. gï¼k  °>Vkm Îò åDÃç« Enter ØÄFB¡D.
1.Transation Number automatic gï kòD. Application number search ØÄF>V_ Initiation ØÄF> åDÃì kòD.
æMBVöâ½ åDÃì Enter ØÄFm Review ØÄFï.
2. Intiator level _ Submit ØÄF> HBA Seniority Entry - Verifier Level  _ Open Notification _ ÖòÂzD. ¶ç>
Click ØÄF>V_ Approve ̈ [® ¼>V[®D. ¶ç> Click ØÄF> c¦[ Approvar Level Âz Forward gzD, _
Verifier Level _ ¨[ª ØÄF¼>V¼\V ¶m¼k >V[ APPROVER Level ÂzD.

3.HBA SANCTION ORDER ENTRY :

1.HBA Formal Sanction order entry çB Click ØÄFm Employee Number ØïV|Ým Create ØÄF>V_ Transac

tion number automatic gï kòD. Application Number search ØÄF>V_ Initiation ØÄF> åDÃì kòD. ̧ [A
Sanction Order åDÃì Enter ØÄFï. Sanction Order date Ö[çÅB ¼>]çBÝ >òï. ¶|Ým Amount sanc

tioned ¨[Ã]_ å\Âz ¨[ª Sanctioned Amount ¶Í> Amount n enter ØÄFm review ØÄFï. ¸[A
2.Initiator level _ Submit ØÄF> HBA sanction order entry - veryfier level _ ÖòÂzD. ¶ç> Click  ØÄF>V_
approve ¨[® ¼>V[®D. ¶ç> Click ØÄF> c¦[ approvar level Âz Forward gzD. Verifier Level _
¨[ª ØÄF¼>V¼\V. ¶m¼k >V[ APPROVER LEVEL ÂzD.

4.HBA RELEASE ORDER ENTRY :

1. HBA release order entry çB click ØÄFm employee number ØïV|Ým create ØÄF>V_ Transaction number

automatic gï kòD. Application number search ØÄF>V_ intiation ØÄF> åDÃì kòD. ¸[A reference

order åDÃì enter ØÄFï. (°>Vkm Îò åDÃì) release order date  Ö[çÅB ¼>]çBÝ >òï.   ¶|Ým
Plot cum construction type ¨[Ã]_ others ¨ª >òï. Instalment number ¨[Ã]_ Final >V[ ØïV|Âï
¼kõ|D. ¶|Ým amount åVD ¨[ª amount request ØïV|Ý¼>V¼\V ¶Í> amount enter ØÄFï. ̧ [A
Payment head of account search ØÄFï. Recovery number of instalment 100 ¨ª ØïV|Âï¡D.  (Order  _
150 or 135  or  ïç¦E 3   Instalment amount  zçÅkVï  kòD  ¶ç>  ÄöBVï  åD\V_   ¸öÝm   ¼ÃV¦

x½BVm gï¼k 100 ¨ª ØïV|Âï¡D) ¶|Ým remarks °¼>V Î[® Type ØÄFï..
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2. Intiator level _ Submit ØÄF> HBA release entry - verifier level _ open notification _ ÖòÂzD. ¶ç> click ØÄF>V_
approve ¨[® ¼>V[®D ¶ç> Click ØÄF> c¦[ Approvar level Âz Forward gzD. Verifier Level _ ¨[ª
ØÄF¼>V¼\V ¶m¼k >V[ Approver Level ÂzD.
5.HBA DISBURSEMENT ORDER ENTRY :

¼\uØÄV[ª åV[z Steps x½Ýmsâ| *õ|D INITIATOR Level_ Human resource Âz ØÄ_é
¼kõ|D. ¶]_ ADVANCE detail Âz ØÄ_ï. Advance detail _ employee number ØïV|Ým go çk click ØÄFï.
Detail, Update ¨[® kòD. Update n click ØÄFï.

Update n click  ØÄFm Beneficiary type search ØïV|Ý>mD ÿ¼w Create disabursement ¨[® ÖòÂzD.
¶ç> clickØÄF>mD Beneficiary name search ØÄFm Fill ØÄFB¡D ¸[A Review icon kòD Review ØÄFï. Re-

view ØÄFm Submit ØÄFB¡D.
Review  ØÄF> advance disbursement -- verifier level & approvar level [ open notification _ ÖòÂzD ¶ç>

Click ØÄF>V_ Continue action ¨ªkòD. ¶ç> Click ØÄFBV\_ Forward ØÄFB¡D.
Step1, Step2, Step3 x½Í> c¦[ Intiator level _ Finance click ØÄFm Pay Roll Âz ØÄ_ï
Pay roll _ non salary bill n click ØÄFï. ¶]_ process name _ HBA ADVANCE ¨[Ãç> Search ØÄFï. ¸[ office

name search ØÄFï. ̧ Åz employee number ØïV|Ý>mD. ÿ¼w advance ¼>V[®D Click ØÄFï. ̧ [ Generate bill

ØïV|Âï¡D. bill number generate gzD Bill _ ØÄ[® bill number search ØÄFm bill n forward ØÄFB¡D  bill I

forward ØÄFB¡D  ....Intiator ....to verifier ........to ..........approver

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

SUSPENSION / SUBSISTANCE ALLOWANCE :
Eé ¶Kkéïºï¹_ suspend gªkìïÓÂzD, retirement gk>uz x[ªV_ suspend ØÄFB©Ãâ|

retirement _ c^ákìïÓÂzD  IFHRMS _ ÿμïõ¦ kaxçÅl_ ¸_ >BVì ØÄFBéVD. åV[z Wçéï^
c^ám.

1.Suspension - Proceeding Order 2. Suspension Allowance Entry

3. Suspension Pay Cerficate 4. Bill Process

1.SUSPENSION PROCEEDING ORDER:

APPROVED

SEARCH NOTIFICATION

GO TO APPROVER

VERIFIED

SEARCH NOTIFICATION

GO TO VERIFIER

SUBMIT TO VERIFIER

REVIEW

PENALTY  -- NO

INITIATOR LOG IN


HUMAN RESOURCE


DISCIPLINARY ACTION


SUSPENSION


PROCEEDING ORDER


GO - ACTION - CREATE


ORDER NUMBER


SUSPENSION DATE


DATE OF ORDER SERVED


PLACED UNDER SUSPENSION


FN/AN...AN


HEAD QUARTERS DURING
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INITIATOR LOG IN


HUMAN RESOURCE


DISCIPLINARY ACTION


SUBSISTANCE ALLOWANCE ENTRY


REF NUM SEARCH


ELGIBLE AMOUNT 50 or 75%


ORDER NUMBER AND DATE


REVIEW 

2.SUBSISTANCE ALLOWANCE ENTRY :

APPROVED

SEARCH NOTIFICATION

GO TO APPROVER

VERIFIED

SEARCH NOTIFICATION

GO TO VERIFIER

SUBMIT TO VERIFIER













INITIATOR LOG IN


HUMAN RESOURCE


DISCIPLINARY ACTION


SUSPENSION


PAY CERTIFICATE ENTRY


ORDER & REF NUMBER SEARCH


NON EMPLOYEE CERTIFICATE -- YES


CONTINUE TO RESIDE -- YES


MONTH & YEAR ØïV|Âï¼kõ|D 

3.SUBSISTANCE  PAY CERTIFICATE ENTRY :

APPROVED

SEARCH NOTIFICATION

GO TO APPROVER

VERIFIED

SEARCH NOTIFICATION

GO TO VERIFIER

SUBMIT TO VERIFIER

REVIEW
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Attachment k«s_çé ̈ ª Îò ̧ _çé Cancel ØÄFB ¼kõ¦VD. Payroll Reports

_ ØÄ[® Enfacement, Statement,ECS after Bill Generation, Statuory Deduction ÖkuçÅ ̧ _

åDÃì ØïV|Ým Run ØÄF¥D   ØÃV¿m   Attachment    gþs|D. åVD Treasury Âz     ¸_

Forward ØÄFm sâ| í¦ Initiator level _ Run ØÄF¥D ØÃV¿m Attachment  gþs|D.Öm

Automatic  Attachment Âz \â|¼\.
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FORWARD TO TREASURY

CLICK DETAIL

GO TO APPROVER LEVEL BILLS

APPROVED

CLICK CONTINUE ACTION URL

SEARCH NOTIFICATION

GO TO APPROVER

VERIFIED

CLICK CONTINUE ACTION URL

SEARCH NOTIFICATION

GO TO VERIFIER

FORWARD

INITIATOR LOG IN


FINANCE


PAYROLL


PROCESS


SELECT EMPLOYEE


SELECT PROCESS -
SUSPENSION ALLOWANCE


SUBMIT


COMPLETE


RESULT


SUSPENSION ALLOWANCE


SEARCH


EMPLOYEE VIEW


CHECK DUES & DEDUCTIONS


GENERATE BILL


MONITOR STATUS COMPLETE

4.BILL PROCESS :























SUSPENSION ALLOWANCE Ø>¹¡ç«:Ø>¹¡ç«:Ø>¹¡ç«:Ø>¹¡ç«:Ø>¹¡ç«:
1. åVD ÎòkòÂz Suspend entry ØÄF>mD process _ ØÄ[® employee type _ ØÄ[® active assign

ment _ c^áV«V / Ö_çé Suspension employee ¨[® \V¤sâ¦V«V ¨[® ÃVìÂï¡D.
2. Suspension employee ¨[® \V¤sâ¦Vì ¨M_ ¸_ Group _ ÖòÍm Øk¹¼B¤s|kVì. ¶kç«
*õ|D ¶¼> ¸_ Group _ ¼ÄìÂï ¼kõ|D ¶_ém A]B ¸_ Group _¼ÄìÂï ¼kõ|D.
3. Suspension allowance entry _ åVD ØïV|ÂzD order number n \VuÅ x½BVm. Îò >¦çk ØïV|Ým
Update ØÄFm sâ¦V_ ¶Ëká¡ >V[.
4. Pay certificate entry \V>D \V>D ØïV|Âï ¼kõ|D. Öm \â|¼\ åVD \V>D \V>D ØÄFþ[Å
¼kçé.
5. Pay certificate entry ØïV|ÂzD ¼ÃVm order number åVD ÎòxçÅ ØïV|Ý>m >V[ *õ|D \V>V
\V>D \VuÅx½BVm.
6.Suspension arrear ¨ª >M Provision þç¦BVm.
7.Îòkì 20 D ¼>] Suspend gþÅVì ¨M_ *>D c^á 10 åVâïÓÂz Suspension arrear bill ¨ª
¼ÃV¦ ÖBéVm. Certificate entry ÄöBVï ØïV|ÂzD ÃâÄÝ]_ ¶Í> zçÅ åVâïÓÂz cõ¦Vª
ÄDÃáD ÄöBVï ¶¼> \V>Ý]_ kòD.
8. ÎËØkVò \V>D x½Ím ¶|Ý> \V>Ý]_ >V[ Certificate entry ¼ÃV¦ ¼kõ|D.
9. Bill run ØÄF¥D ¼ÃVm ¨Í> \V>Ý]uz Suspension bill  ¼ÃV¦ ¼kõ|¼\V ¶Í> \V>Ýç> çkÝm
Bill run  ØÄFB ¼kõ|D.
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10. Certificate entry ÎòxçÅ >V[ ¼ÃV¦ ¼kõ|D. Éçé \V>Ý]uz ¼ÃVâ| sâ| Bill k«s_çé
¨[® É[ \V>Ý]uz Certificate entry reverse _ \V¤ \V¤ ¼ÃV¦Âí¦Vm.
11. Îò \V>Ý]uz Îò Certificate entry Îò Suspension bill >V[ ¼ÃV¦ ÖBKD.
12.Ö«õ| \V>D Suspension bill ¼ÃV¦s_çé ¨[® Ö«õ| \V>D ¼ÄìÝm arrear gï
¼ÃV¦Âí¦Vm.
13. Pay, DA, HRA \uÅ Deduction >k® ¶_ém k«s_çé ¨M_ Dues & deduction _ ØÄ[® Current

month ØïV|Ým upload ØÄFm mark for recalculation ØïV|Ý>V_ \V¤s|D.
14. gïüâ \V>D 31 åVâïáVï ÖòÍ>VKD Suspension bill _ 30 åVâïÓÂz cõ¦Vª »]BD
\â|¼\ ¨|ÝmÂØïV^á©Ã|D.
15.HRA x¿ç\BVï >«©Ã|D.
16.¼>çkBuÅ Dues & deduction delete ØÄFm ØïV^áéVD.

SUSPENSION EMPLOYEE CREATION :

APPROVER LOG IN


APPROVAL GROUP OR


GTN FUNTIONAL ADMINISTRATOR


CREATED SUSPENDED EMPLOYEE


DOWNLOAD WEBADI

CREATED EMPLOYEE

UPLOAD

         ¶kö[ ïç¦E \V> ÄDÃáD

PAY ENTRY

FILL ALL COLUMN









ÖkòÂz Pay certificate entry \â|D ¼ÃVâ¦V_ ¼ÃVm\Vªm.

Îò ¼kçá Ökì 6th pay commission ¨M_ Pay \u®D grade pay \ÅkV\_ ØïV|Âï¡D.
Suspend gª employee [ pay dedail \VuÅD ØÄFB ¼kõ|Ø\M_ ¶kì Suspend gª \V>D ØïV|Ým
pay \VuÅD ØÄFB¡D.
ADDITIONAL CHARGE ALLOWANCE :

Îòkì ¼k® Îò ¶KkéïÝ]u¼ïV ¶_ém ¶¼> ¶KkéïÝ]u¼ïV í|>_ ØÃV®©A kþÝ>>uz
kwºï©Ã|D Allowance. Ö©¸_çé ÿμïõ¦ kaxçÅlçª ¸[Ãu¤ >BVì ØÄFB¡D. åV[z Wçéï^
c^ám.

1. ORDER ENTRY 2. COMPLETE ENTRY

3. ALLOWANCE ENTRY 4. BILL PROCESS

INITIATOR LOG IN


HUMAN RESOURCE


EMPLOYEE BILLS AND OTHER PROCESS


ADDITIONAL CHARGE ALLOWANCE


ORDER ENTRY


EMPLOYEE ID -- GO -- CREATE

1.ORDER NUMBER ‡‡‡ ØïV|Âï¡D
2.ORDER DATE ‡‡‡ ØïV|Âï¡D
3.DATE OF ASSUMPTION OF CHARGE ‡‡¨©¼ÃV]òÍm
CHARGE ¨|Ý>V¼«V ¶Í> ¼>]
4.ADDITIONAL DEPT CHARGE - Search

5.ADDITIONAL  CHARGE OFFICE - Search

6.ADDITIONAL CHARGE POST - Search

7.PAY BAND - Search ØïV|Âï ¼kõ½B ¶kEBt_çé

REVIEW


GO TO VERIFIER


SEARCH NOTIFICATION


VERIFIED

APPROVED

SEARCH NOTIFICATION

GO TO APPROVER
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INITIATOR LOG IN


HUMAN RESOURCE


EMPLOYEE BILLS AND OTHER PROCESS


ADDITIONAL CHARGE ALLOWANCE


COMPLETION ENTRY


EMPLOYEE ID -- GO -- CREATE

2.COMPLETION ENTRY :

1.ORDER NUMBER ‡‡‡ ØïV|Âï¡D
2.ORDER DATE ‡‡‡ ØïV|Âï¡D
3.DATE OF ASSUMPTION OF CHARGE ‡‡¨©¼ÃV]òÍm
CHARGE ¨|Ý>V¼«V ¶Í> ¼>]
4.ADDITIONAL DEPT CHARGE - Search

5.ADDITIONAL  CHARGE OFFICE - Search

6.ADDITIONAL CHARGE POST - Search

7.PAY BAND - Search ØïV|Âï ¼kõ½B ¶kEBt_çé
REVIEW


SUBMIT  TO VERIFIER


GO  TO VERIFIER


SEARCH NOTIFICATION


VERIFIED

APPROVED

SEARCH NOTIFICATION

2.GO TO APPROVER





3.ALLOWANCE ENTRY :

INITIATOR LOG IN


HUMAN RESOURCE


EMPLOYEE BILLS AND OTHER PROCESS


ADDITIONAL CHARGE ALLOWANCE


ALLOWANCE  ENTRY


EMPLOYEE ID -- GO -- CREATE

1.ADDITIONAL CHARGE ORDER NUMBER  - Search

2.SANCTION ORDER NUMBER ‡‡‡¶KkéïÝ]_ ØïV|©Ãm
3.SANCTION ORDER DATE  ‡‡¶KkéïÝ]_ ØïV|©Ãm.
4.ADDITIONAL CHARGE PAY  - åVD Manual gï Calculate ØÄF> pay

5.ADDITIONAL CHARGE DA  - åVD Manual gï Calculate ØÄF> DA

6.ADDITIONAL CHARGE HRA  - åVD Manual gï Calculate ØÄF> HRA

7.ADDITIONAL CHARGE CCA  - åVD Manual gï Calculate ØÄF> CCA

8.ADDITIONAL CHARGE OTHER ALLOWANCE  - åVD Manual gï
Calculate ØÄF> OA



REVIEW


SUBMIT  TO VERIFIER


GO  TO VERIFIER


SEARCH NOTIFICATION


VERIFIED


GO TO APPROVER


SEARCH NOTIFICATION


APPROVED
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PAN Number Ö_éV\_ IT ¸½Ý>D

ØÄFBÂí¦Vm PAN Number Ã]¼kuÅD ØÄFB

Employee Profile _ Basic Detail ØÄ[® Ã]¼kuÅD

ØÄFm ØïV^á¡D. CPS / GPF \VuÅD ØÄFB

Ticket ID >V[.
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FORWARD TO TREASURY

CLICK DETAIL

GO TO APPROVER LEVEL BILLS

APPROVED

CLICK CONTINUE ACTION URL

SEARCH NOTIFICATION

GO TO APPROVER

VERIFIED

CLICK CONTINUE ACTION URL

SEARCH NOTIFICATION

GO TO VERIFIER

FORWARD

INITIATOR


FINANCE


PAYROLL


PROCESS


SELECT EMPLOYEE


SELECT PROCESS -
ADDITIONAL CHARGE  ALLOWANCE


SUBMIT


COMPLETE


RESULT


ADDITIONAL CHARGE  ALLOWANCE


SEARCH


EMPLOYEE


CHECK DUES & DEDUCTIONS


GENERATE BILL


MONITOR STATUS COMPLETE


GO TO BILLS


CLICK DETAIL


SELECT APPROVAL GROUP


VIEW ATTACHMENTS

4.BILL PROCESS :























Additional charge allowance ¸_ ¼ÃV|k>uz x>o_ ¶Í> ÃèBVáòÂz Additional charge allowance

ØïV|Âï©Ãâ¦ order \u®D ¶kòç¦B Additional charge allowance period x½Í> ¸Åz >V[ Ãâ½B_ >BVì
ØÄFB ¼kõ|D.

RETIREMENT ENTRIES:

Îòkì Ãèl_ ÖòÍm {F¡ ØÃ®þ[ÅVì ¨M_ ¶kòÂz IFHRMS _  ¨[Øª[ª entries ØïV|Âï

¼kõ|D ¶ç> ¨ËkV® ØïV|Âï ¼kõ|D ¨[® ÃVìÂïéVD.

1. RETIREMENT ENTRY

2. RETIREMENT ORDER
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INITIATOR LOG IN


HUMAN RESOURCE


PRE - RETIREMENT


RETIREMENT TYPE


EMPLOYEE NUM -- GO -- CREATE


TYPE OF RETIREMENT


SUPER ANNUATION

STEP 1 :

1. ORDER NUM & ORDER DATE ØïV|Âï¡D.
2. EFFECTIVE DATE OF RETIREMENT - 31 - 07 - 2020
3. REMARK - Superannauation

REVIEW


SUBMIT  TO VERIFIER


GO  TO VERIFIER


SEARCH NOTIFICATION


VERIFIED

APPROVED

SEARCH NOTIFICATION

GO TO APPROVER





INITIATOR LOG IN


HUMAN RESOURCE


PRE - RETIREMENT


RETIREMENT ORDER


EMPLOYEE NUM -- GO -- CREATE


STEP 2 :

1. ORDER ISSUING ATHOURITY --- HOD
2. ORDER NUM & DATE
3. PREMITTED TO RETIRE - Yes ¨ª ØïV|Âï¼kõ|D
4. RELIEVING ORDER NUMBER
5. RELIEVING ORDER DATE -- 31-07-2020
6. NO CHARGE CERTIFICATE REF NUM
7. NO CHARGE CERTIFICATE
8. NO CHARGE - Yes ¨ª ØïV|Âï¼kõ|D
9. NO DUE CERTIFICATE - Yes ¨ª ØïV|Âï¼kõ|D
10. NO OBJECTION CERTIFICATE - Yes ¨ª ØïV|Âï¼kõ|D






ATTACHEMENT _ Order attach ØÄFB ¼kõ|D

ÖÍ> Ö«õ| process x½Ý>V_ >V[ Employee gï c^ákì ex employee gï \V®kVì
RETIREMENT ENTRY Ãu¤B Ø>¹¡ç«:Ãu¤B Ø>¹¡ç«:Ãu¤B Ø>¹¡ç«:Ãu¤B Ø>¹¡ç«:Ãu¤B Ø>¹¡ç«:

1.Retirement Type \â|D ØïV|©¼ÃVD. Eé ¼å«ºï¹_ Retirement order ¼ÃV¦ \ÅÍm s|¼kVD.
Ö«õ| Entries compulsory gï ¼ÃV¦ ¼kõ|D.
2.Retirement Type _ Retirement date ÃèBVáö[ ïç¦E Working date ØïV|Âï©Ã¦ ¼kõ|D.
3. Retirement Type _ ¨[ª ¨[Ãç> ÄöBVï ØïV|Âï¡D.
     3.1 Superannuation ¨M_ kBm x]ìs[ ïV«ð\Vï Ãè {F¡ ØÃ®>_
     3.2.VRS ¨M_ sò©Ã Ãè {F¡
     3.3.Resignation from service ¨M_ Ãèlçª mÅÝ>_
     3.4.Compulsory Retirement ¨M_ ïâ¦VB {F¡ (¶«E[ x½¡)

SUBMIT  TO VERIFIER


GO  TO VERIFIER


SEARCH NOTIFICATION


VERIFIED

APPROVED

SEARCH NOTIFICATION

GO TO APPROVER
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3.5. Invalid retirement ¨M_ >kÅVª {F¡
3.6. Dismissal / Removal from service ¨M_ ¶«ÄV_ Ãèl_ ÖòÍm ÀÂïD

4.Retirement order entry ¼ÃV|D ¼ÃVm Permitted to retire , No charge certificate, No due dertificate, No objection

certificate Öku¤_ ïâ¦VBD yes ¨ª \â|¼\ ØïV|Âï ¼kõ|D. °>Vkm Î[¤_ No ¨ª ØïV|Ý>VKD
Employee gï c^ákì EX Employee gï \VÅ \Vâ¦Vì.
5. Eé ¶Kkéïºï¹_ No charge certificate, No due dertificate, No objection certificate ¼ÃV[Åçk >òk]_çé.
gï¼k No ¨[® ØïV|Ýyìï^ ¨M_ Ex employee gï \VÅ \Vâ¦Vì.
6. Retirement Type \u®D Retirement order ¼ÃV¦V\_ sâ| sâ¼¦VD ¨M_ ¶kì employee gï¼k ¸_o_
\V>V\V>D Ø>V¦òkVì. ¶©¼ÃVm ¶kòÂz Payroll run gþ s|D. Îò \V>D ïaÝm Payroll run gª ¸Åz
Retirement type \u®D Retirement order ¼ÃV|D ØÃV¿m Future Pay foll Exit ¨ª error kòD. ÖËkV® kÍ>V_
Issue registration ØÄFm Ticket id ¼ÃVâ| >V[ Äö ØÄFB x½¥D.
DEATH ENTRY:::::

Îòkì Ãèl_ ÖòÂzD ¼ÃVm ÖÅÍm sâ¦V_ ¶kòÂz Death entry \â|D ¼ÃVâ¦V_ ¼ÃVm\Vªm.
Retirement Type \u®D Retirement order ¼ÃV¦Ý¼>çkl_çé. Death Entry Âz Death certificate attach ØÄFB
¼kõ|D.

INITIATOR LOG IN


HUMAN RESOURCE


PRE - RETIREMENT


DEATH/ WHILE MISSING


EMPLOYEE ID -- GO -- CREATE


DATE OF DEATH - 15 - 08 - 2020


DEATH CERTIFICATE ATTACHED --- YES


NAME OF THE INTIMATOR

    --- ÃèBVáì ÖÅÍ> >ïkçé ¶¹Ý>kì


RELATION SHIP OF --- Search


LEGAL HEIR ATTACHED -- Yes

APPROVED

SEARCH NOTIFICATION

GO TO APPROVER

VERIFIED

SEARCH NOTIFICATION

GO  TO VERIFIER

SUBMIT  TO VERIFIER













VRS ENTRY:::::
Îòkì VRS ØïV|Ý>V_ Retirement Type \u®D Retirement order ¼ÃV¦¼kõ|D. VRS Order Attach

ØÄFB ¼kõ|D. Öm¡D Retirement entry ¼ÃV[Å¼>.
1. RETIREMENT ENTRY 2. RETIREMENT ORDER

INITIATOR LOG IN


HUMAN RESOURCE


PRE - RETIREMENT


RETIREMENT TYPE


EMPLOYEE NUM -- GO -- CREATE


TYPE OF RETIREMENT


VOLUNTARY RETIREMENT SERVICE

1. ORDER NUM & ORDER DATE --- ØïV|Â¡D
2. DATE OF RECEIPT OF VRS - 31 - 07 - 2020
3. DATE OF ACCEPTANCE OF VRS -- 31 - 07 - 2020
4. VRS ORDER ACCEPTANCE ORDER NUMBER
5. VRS ACCEPTING AUTHORITY
6. NOTIES PERIOD IS ATTACHED -- Yes
7. EFFECTIVE DATE OF RETIREMENT - 31 - 07 - 2020
8.REMARK - VRS
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APPROVED

SEARCH NOTIFICATION

GO TO APPROVER

INTIATOR LOG IN


HUMAN RESOURCE


PRE - RETIREMENT


RETIREMENT ORDER


EMPLOYEE NUM -- GO -- CREATE

STEP2:

1. ORDER ISSUING ATHOURITY --- HOD
2. ORDER NUM & DATE
3. PERMITTED TO RETIRE - Yes ¨ª ØïV|Âï¼kõ|D
4. RELIEVING ORDER NUMBER
5. RELIEVING ORDER DATE -- 31-07-2020
6. NO CHARGE CERTIFICATE REF NUM
7. NO CHARGE CERTIFICATE
8. NO CHARGE - Yes ¨ª ØïV|Âï¼kõ|D
9. NO DUE CERTIFICATE - Yes ¨ª ØïV|Âï¼kõ|D
10.NO OBJECTION CERTIFICATE - Yes ¨ª ØïV|Âï¼kõ|D





   ATTACHEMENT _ Order attach ØÄFB ¼kõ|D
SUBMIT  TO VERIFIER


GO  TO VERIFIER


SEARCH NOTIFICATION


VERIFIED



ÖÍ> Ö«õ| Process x½Ý>V_ >V[ Employee gï c^ákì ex Employee gï \V®kVì.
RE EMPLOYMENT PAY :

Re employement Pay ̈ [Ãm Retirement gª ÎòkòÂz ¶Í> ï_sBVõ| x½¥D kç« ¶_ém ¶Í> kò¦D
x½¥D kç« kwºï©Ã¦ ¼kõ½Bm gzD. gEöBìïÓÂz ¶Í>Í> ï_sBVõ|  x½¥D kç« »]BD
kwºï©Ã¦ ¼kõ|D. Ö>uz Extension of Service ¨ª ØïV|Âï¡D

INITIATOR LOG IN


HUMAN RESOURCE


PRE - RETIREMENT


EXTENSION OF SERVICE


EMPLOYEE  -- GO -- CREATE


1. G.O NUMBER - Extension ØÄFk>uz ¶«ÄV_ kwºï©Ãâ¦ G.O
2. G.O DATE
3. SUPERANNUATION  --Default  gï kòD 31 - 07 - 2020
4. EXTENSION FROM DATE----01.08.2020
5. EXTENSION END DATE----31.05.2021





REVIEW


SUBMIT  TO VERIFIER


GO  TO VERIFIER


SEARCH NOTIFICATION


VERIFIED

APPROVED

SEARCH NOTIFICATION

GO TO APPROVER





REVIEW


SUBMIT  TO VERIFIER


GO  TO VERIFIER


SEARCH NOTIFICATION


VERIFIED

APPROVED

SEARCH NOTIFICATION

GO TO APPROVER

ÖÍ> Process ØÄF>V_>V[ ¶kìï^ Extension of service _ Regular pay _ »]BD ØÃ®kVìï^.
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Extenstion service ØÃ®Ãkì CPS _  ÖòÍ>V_ ¶kòÂz \V> »]BD kwºzk]_ zw©ÃD k«Vm.
Extensions service ØÃ®Ãkì GPF _ ÖòÍ>V_, GPF final closure, DCRG, EL & UEL ¼ÃV[Å ¸_ï^

¼ÃV|k>uz Employee retire gªV_ \â|¼\ ¼ÃV¦ ÖBKD. Extension service _ Retirement Benefits ¼ÃV¦
ÖBéVm.Reemployement pay kwºzD ¼ÃVm ¨Í> Îò Deduction ¸½Ý>D ØÄFB \Vâ¼¦VD.

GPF _ c^á ÎòkòÂz Reemployement pay kwºzkm ¨[Ãm Salary arrear _ \â|¼\
ÄVÝ]B\VþÅm.
NOMINATION UPDATE :::::

DEATH gª ÃèBVáì ÎòkòÂz ¶kö[ nominee Âz¸_ ¼ÃV|k>uz x[ªV_ nominee update

ØÄFB ÿμïõ¦ kaxçÅlçª ¸[ªÃuÅ¡D.
INITIATOR LOG IN


HUMAN RESOURCE


EMPLOYEE PROFILE


EMPLOYEE  NUM -- GO -- CREATE


EFFECTIVE DATE

FAMILY MUMBER DETAIL ØïV|ÝmStart date _ Death ÂzD
x[ªV_ c^á \V>D ØïV|Âï¡D.
1. Name as per pass book
2. Bank IFSC Code
3. Account Number
Ö]_ Î[® Enter ØÄFBs_çé ¨[ÅVKD Nominee k«Vm.
House Address ØïV|Âï¡D.



--- Death gª>uzD x[ªì c^á \V>D Ö_çé





REVIEW


SUBMIT  TO VERIFIER


GO  TO VERIFIER


SEARCH NOTIFICATION


VERIFIED

APPROVED

SEARCH NOTIFICATION

GO TO APPROVER

Ö]_ Eé ¼ÃòÂzD 3 Level Âz ØÄ_éVm Î¼« Level _ Approver gþ s|D. ¸[ªì ¸_o_ ØÄ[®
Nominee [Âz ¸_ ¼ÃV¦¡D

GPF FINAL SETTLEMENT

Retirement gª ÃèBVáì ÎòkòÂz GPF Final Settelement order ØÃÅ©Ãâ¦ ̧ Åz åVD Ö©¸_oçª
>BVì ØÄFB ¼kõ|D.

GPF Final Settelement ¸_ ¼ÃV|k>uz J[® Wçéï^ c^ám. ÖÍ> J[çÅ¥D ØÄF>V_ >V[
¸_ ÄöBVï kòD. Ö>uz advance disbursement ¼>çkl_çé.

Ûªkö \V>D 2020 ‡ _ ÖòÍm GPF Final Settelement & DCRG ¸_ï^ ¶çªÝmD ¶Í>Í>
ïòÆéÝ]¼é¼B >BVì ØÄFB©Ã|D. A.G._ ÖòÍm >ÃV_ å\m ¶KkéïÝ]uz kÍ>V_ åVD >V[ Ãâ½B_
>BVì ØÄFB ¼kõ|D. >ÃV_ ïòÆéÝ]uz ØÄ[ÅV_ ¶kìï^ Ãâ½B_ >BVì ØÄFm ØïV^kVìï^

1.PF INITIATION ENTRY

2.PF SANCTION ENTRY

3.BILL PROCESS

1.PF INITIATION ENTRY :

INITIATOR LOG IN


HUMAN RESOURCE


ADVANCES


PROVIDENT FUND APPLICATION
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PF INITIATION ENTRY


ADVANCE  WITHDRAWAL TYPE


BALANCE AS PER ACCOUNT SLIP


DEPOSIT & REFUND


SUB  SEQUENT WITHDRAWAL


PF BALANCE AMOUNT


REQUEST AMOUNT


OUT STANDING RECOVERY AMOUNT


CONSOLIDATE AMOUNT


PURPOSE OF ADVANCE


SUBMIT


REVIEW


-- (Balance View gzD or update)

-- Default gï kòD

-- View Automatic

-- Enter

-- Default gï kòD

-- 0

--GPF FINAL SETTELEMENT

--(Type Final Settelement Amount)

-- Select

SUBMIT TO VERIFIER


GO TO VERIFIER


SEARCH NOTIFICATION


2.PF SANCTION ENTRY :

INITIATOR LOG IN


HUMAN RESOURCE


ADVANCES


PROVIDENT FUND APPLICATION


PF SANCTION ORDER


EMPLOYEE NUMBER SEARCH


ADVANCE WITHDRAWAL SEARCH


EMPLOYEE REQUEST NUMBER SEARCH


SUBMIT


REVIEW


SUBMIT TO VERIFIER


GO TO VERIFIER


SEARCH NOTIFICATION



AUTHORITY NAME - Type
ORDER NUMBER - Type
ORDER DATE - EDIT
OUTSTANDING RECOVERY --- 0
CONSOLIDATE  AMOUNT - Final Amount

-- GPF FINAL SETTELEMENT

APPROVED

SEARCH NOTIFICATION

GO TO APPROVER

VERIFIED







APPROVED

SEARCH NOTIFICATION

GO TO APPROVER

VERIFIED
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FORWARD TO TREASURY

CLICK DETAIL

GO TO APPROVER LEVEL BILLS

APPROVED

CLICK CONTINUE ACTION URL

SEARCH NOTIFICATION

GO TO APPROVER

VERIFIED

CLICK CONTINUE ACTION URL

SEARCH NOTIFICATION

GO TO VERIFIER

FORWARD

INITIATOR LOG IN



FINANCE



PAYROLL



NON SALARY BILL



 GPF FINAL SETTELEMENT



EMPLOYEE NUMBER



SEARCH



GENERATE BILL



MONITOR STATUS COMPLETE



GO TO BILLS



CLICK DETAIL



SELECT APPROVALGROUP



VIEW ATTACHMENTS

3.BILL PROCESS :

























1.GPF Final Settelement ¸_ ¼ÃV|D ¼ÃVm initiation entry, sanction entry ¼ÃV¦V\_ ¼åöç¦BVï Bills -_
ØÄ[® retirement benefits _ employee manual _ ¸_ ¼ÃV¦Âí¦Vm. Öm >kÅVª xçÅ.
2.Eé ¼å«ºï¹_ employee number search gïVm ¶©ØÃV¿m ¼\¼é c^á requiry ØïV|Ým ex employee

¨ªÂ ØïV|Ým search ØÄF>V_ employee name kòD.
3.Eé ¼ÃòÂz GPF element search ØÄF>V_ k«Vm. Partfinal,  Final settlement, Advance   Ö]_   ¨>uz
k«s_çé¼BV ¶>uz Issue Registration _ GPF element not enabled ¨ª Ticket id ØïV|Âï ¼kõ|D.
4.Balance _  Final  Settelement amount   zçÅkVï    ÖòÍ>V_ balance upload _   ØÄ[® upload   ØÄFm
ØïV^á¡D.
5.Nominee Âz ̧ _ ¼ÃV¦ ¼kõ|D ̈ M_ employee type _ nominee ̈ [® select ØÄF>V_ ¼ÃVm\Vªm.
¨Ý>çª Nominee ¨[ÅVKD amount ÄöÄ\\Vï© ¸ö¥D.
6.Nominee Âz ̧ _ ¼ÃV|D ¼ÃVm Final settelement amount 1,00,000/- ̈ M_  Nominee   Öòkì   ÖòÍ>Vì
¨M_ Sanctioned amount  _ 50,000/- ¨ªÂ ØïV|Ý>V_ >V[ bill amount ÄöBVï 1,00,000/- ¨[® kòD.
åVD Sanctioned amount 1,00,000/- ¨[® ØïV|Ý¼>VD ¨M_ 2 Nominee Âz ¼ÄìÝm 2,00,000/- ¨[® kòD.
7.Retirement order ¼ÃVâ| employee gªkì ex employee gïV\_ Final  Settlement ¸_ >BVì ØÄFB
ÖBéVm.

GPF - REVISION :

2017, 2018 ¶_ém ¶>uz x[ªì retirement gþ pension kVºþÂ ØïVõ| c^ákìïÓÂz GPF

Revision amount kÍ>V_ Ö©¸_KD GPF Final Settelement _ >V[ >BVì ØÄFB ÖBKD. Ö>uØïª >MBVï
Provision °mD Ö_çé.
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DCRG:
Ö>uz x>o_ 1.ex.employee create ØÄFB ¼kõ|D ¸[ªì 2.balance upload  ØÄFB ¼kõ|D.

3. ¼\uØÄV[ª ka xçÅl_ ¸_ >BVì ØÄFï.
1.DCRG AUTHORIZATION 2. DCRG PAYMENT SANCTION 3. BILL PROCESS

INITIATOR


HUMAN RESOURCE


PRE RETIREMENT


AUTHORIZATION ---DCRG


EMPLOYEE GO - CREATE


AUTHORIZATION ---GOV.ORDER


AG LEETER DATE


GRADUITY TYPE


AMOUNT


WITHDRAWAL AMOUNT - 0

1.DCRG AUTHORIZATION :

--- Death Cum Retirement

--- A.G._ kÍm^á Amount

INTIATOR


HUMAN RESOURCE


PRE RETIREMENT


DCRG/PROV.DCRG


DCRG....PAYMENT SANCTION ENTRY


EMPLOYEE --GO--CREATE


TN --- ORDER


AG AUTHORIZATION


LESS PROVISION DCRG ---0


WITHDRAWAL AMOUNT - 0


BALANCE DCRG --- AG AMOUNT

--- PPO NUMBER enable gzD Ö_çé ¨[ÅVKD Ã«kVl_çé

--- A.G._ kÍm^á Amount

---Default

SUBMIT


REVIEW


SUBMIT TO VERIFIER


GO TO VERIFIER


SEARCH NOTIFICATION

APPROVED

SEARCH NOTIFICATION

GO TO APPROVER

VERIFIED









2.DCRG PAYMENT SANCTION :
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SANCTION ORDER NUMBER & DATE


ACCOUNT HEAD


DETAIL HEAD

--- ØïV|Âï¡D

--- ÄöBVï ØïV|Âï¡D

--- ÄöBVï ØïV|Âï¡D

SUBMIT


REVIEW


SUBMIT TO VERIFIER


GO TO VERIFIER


SEARCH NOTIFICATION

APPROVED

SEARCH NOTIFICATION

GO TO APPROVER

VERIFIED









DCRG \u®D GPF ̧ _ ¼ÃV|D ØÃV¿m ÎË¼kVò Department D ¶kìï¹[ head of Account  ÄöBVï c^á>V
¨ª ÄöÃVìÝmÂØïV^á¡D
Ö]_ HOA automatic gï kòD. Îò ¼kçá >kÅVï kÍ>V_ Issue register ØÄFm hoa \Vu¤ÂØïV^á¡D.
DCRG REVISION:::::

2017, 2018 ¶_ém ¶>uz x[ªì Retirement gþ Pension kVºþÂØïVõ| c^ákìïÓÂz DCRG

Revision amount kÍ>V_ Ö©¸_KD DCRG _ >V[>BVì ØÄFB ÖBKD. Ö>uØïª >MBVï Provision °mD
Ö_çé.

Ö>uz x>o_ 1.Ex employee create ØÄFB ¼kõ|D. ¼\uØÄV[ª ka xçÅl_ ¸_ >BVì
ØÄFï.DCRG DA Arrear ¶_ém DA Revision Âz ATO Level _ Provision c^ám. ¶kìï^ Ö>uz ¸_ >BVì
ØÄFB ÖBKD.
CPS FINAL SETTELEMENT :

CPS _ c^ákìï^ Retirement gzD ØÃVz¿ ¶kìïÓÂz CPS Final settelement ¶>Vkm Employee

contribution. Employee Interest, Employer Contribution, Employer Interest ¼ÃV[Åku¤[ ÿμ ̧ ½Ý>D ØÄFB©Ãâ¦
ÃðD ]ò©¸ >«©Ã|D. Ö©¸_ >BVì ØÄFkm tï ¨¹ç\BVª xçÅ¼B.

FORWARD TO TREASURY

CLICK DETAIL

GO TO APPROVER LEVEL BILLS

APPROVED

CLICK CONTINUE ACTION URL

SEARCH NOTIFICATION

GO TO APPROVER

VERIFIED

CLICK CONTINUE ACTION URL

SEARCH NOTIFICATION

GO TO VERIFIER

INITIATOR ID


FINANCE


PAYROLL


SELECT EMPLOYEE


SUPPLEMENTARY RUN --- DCRG


SUBMIT


MONITOR STATUS COMPLETE


GO TO BILLS


CLICK DETAIL


SELECT APPROVALGROUP


VIEW ATTACHMENTS


FORWARD

3.BILL PROCESS :
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1. CPS FINAL SETTELEMENT SANCTION  2. BILL PROCESS

1. CPS FINAL SETTELEMENT SANCTION

INITIATOR LOG IN


HUMAN RESOURCE


SCHEME


CONTRIBUTOR  /  NEW  PENSION  SCHEME


CPS  FINAL  SETTELEMENT SANCTION


EMPLOYEE ID-- GO--CREATE

1.TRANSANCTION NUMBER, DATE OF RETIREMENT, SERVICE TYPE--- Default

2.EMPLOYEE TYPE - Employee or Nominee

3. NOMINEE ¨M_ nomination filed Yes or No
4.LEGAL HEIR --No ¨ª ØïV|Âï¡D
5.MISSING CREDIT -- 0
6.EMPLOYEE CONTRIBUTION  --Amount enter ØÄFB¡D
7.EMPLOYEE INTEREST  --Amount enter ØÄFB¡D
8.EMPLOYEE CONTRIBUTION  --Amount enter ØÄFB¡D
9.EMPLOYEE INTEREST  --Amount enter ØÄFB¡D
10.TOTAL AMOUNT  --Amount enter ØÄFB¡D

FORWARD TO TREASURY

CLICK DETAIL

GO TO APPROVER LEVEL BILLS

APPROVED

CLICK CONTINUE ACTION URL

SEARCH NOTIFICATION

GO TO APPROVER

VERIFIED

CLICK CONTINUE ACTION URL

SEARCH NOTIFICATION

GO TO VERIFIER

INITIATOR LOG IN


FINANCE


PAYROLL


GENERATE BILL


NON SALARY BILL


CPS FINAL PAYMENT


MONITOR STATUS COMPLETE


GO TO BILLS


CLICK DETAIL


SELECT APPROVALGROUP


VIEW ATTACHMENTS


FORWARD

BILL PROCESS :























CPS Nominee Âz ̧ _ ¼ÃV|D ØÃV¿m Îò Nominee ¶_ém Öòkì ̈ M_ Amount equal gï ÖòÍ>V_ ÄöBVï
¶m¼k ¸ö¥D. Ö_çéØBM_ TICKET ID >V[.
SPF 1984 BILL CLAIM:::::

SPF 1984 EÅ©A ¼Ä\åé W]BVªm ïðÂÿ| ØÄFm x[ªì 3 Ãâ½B_ïáVï Ä\ì©¸©¼ÃVD. >u¼ÃVm
IFHRMS _ J[® Ãâ½B_ïÓD ¼ÄìÍm Î¼« Ãâ½B_ïáVï Ä\ì©¸Âþ[¼ÅVD.
Ö]KD J[® Wçéï^ c^áª.

SUBMIT


REVIEW


SUBMIT TO VERIFIER


GO TO VERIFIER


SEARCH NOTIFICATION

APPROVED

SEARCH NOTIFICATION

GO TO APPROVER

VERIFIED
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1.SPF OPENING ENTRY
2.SPF INITIATION
3.SPF SANCTION ORDER ENTRY
4.BILL PROCESS

SUBMIT


REVIEW


SUBMIT TO VERIFIER


GO TO VERIFIER


SEARCH NOTIFICATION

APPROVED

SEARCH NOTIFICATION

GO TO APPROVER

VERIFIED









1.SPF OPENEING ENTRY :

INITIATOR LOG IN


HUMAN RESOURCE


EMPLOYEE  BILLS   AND OTHER PROCESS


SPF OPENEING ENTRY


PENSON TYPE -   EX EMPLOYEE


EMPLOYEE ID-- GO--CREATE

1.JOINING  DATE OF THE SCHEME

2.CLOSING DATE AND SCHEME

3. SCHEME TYPE --- 1984 Only enable gzD.
4.SUBSCRIPTION AMOUNT

5.NUMBER OF INSTALMENT

6.REFERENCE NUMBER

7.REFERENCE DATE

2.SPF INITIATION ENTRY :

INITIATOR LOG IN


HUMAN RESOURCE


EMPLOYEE  BILLS   AND OTHER PROCESS


SPF INITIATION ENTRY


EMPLOYEE ID-- GO--CREATE


1.DATE OF RETIREMENT -- Default gï kòD.
2.CALCULATION TYPE ---Superannuation

3.MONTH & YEAR OF JOINING

4.MONTHLY SUBSCRIPTION AMOUNT

5.COMPLETION OF 148TH INSTALMENT

6.REFERENCE ORDER NUM & DATE  -- ØïV|Âï¡D
7.SUBSCRIPTION AMOUNT-- 148 Instalment Âz Ô.2960
8.INTEREST AMOUNT-- åVD Calculate ØÄF> Amount

9.GOVT CONTRIBUTION ---- 10,000/-

10.TOTAL AMOUNT -- Calculate gþ kòD



SUBMIT


REVIEW


SUBMIT TO VERIFIER


GO TO VERIFIER


SEARCH NOTIFICATION

APPROVED

SEARCH NOTIFICATION

GO TO APPROVER

VERIFIED








3.SPF SANCTIONORDER ENTRY :

INITIATOR LOG IN


HUMAN RESOURCE


EMPLOYEE  BILLS   AND OTHER PROCESS


SPF SANCTION ENTRY


EMPLOYEE ID-- GO--CREATE

1.TRANSACTION REQUEST NUMBER

2.SANCTIONING AUTHORITY & ORDER & DATE  -- ØïV|Âï¡D
3.SUBSCRIPTION AMOUNT -- 148 Instalment Âz Ô.2960
4.INTEREST AMOUNT-- åVD Calculate ØÄF> Amount

5.GOVT CONTRIBUTION ---- 10,000/-

6.TOTAL AMOUNT -- Calculate gþ kòD
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SUBMIT


REVIEW


SUBMIT TO VERIFIER


GO TO VERIFIER


SEARCH NOTIFICATION

APPROVED

SEARCH NOTIFICATION

GO TO APPROVER

VERIFIED









FORWARD TO TREASURY

CLICK DETAIL

GO TO APPROVER LEVEL BILLS

APPROVED

CLICK CONTINUE ACTION URL

SEARCH NOTIFICATION

GO TO APPROVER

VERIFIED

CLICK CONTINUE ACTION URL

SEARCH NOTIFICATION

GO TO VERIFIER

INITIATOR LOG IN


FINANCE


PAYROLL


GENERATE BILL


NON SALARY BILL


SPF 1984 SCHEME


MONITOR STATUS COMPLETE


GO TO BILLS


CLICK DETAIL


SELECT APPROVALGROUP


VIEW ATTACHMENTS


FORWARD

BILL PROCESS :























SPF 1984 Ø>¹¡ç« :Ø>¹¡ç« :Ø>¹¡ç« :Ø>¹¡ç« :Ø>¹¡ç« :
1.SPF 1984 ]â¦Ý]_ c^ákìï^ sò©ÃÝ][ ¼Ãö_ SPF 2000 ]â¦Ý]KD ̧ ½Ý>D ¼\uØïV^áéVD.
2.SPF Opening entry 1984 ]â¦Ý]uz \â|¼\ kòD.
3.SPF 1984 ]â¦Ý]_ c^ákìï^ sò©ÃÝ][ ¼Ãö_ SPF 2000 ]â¦Ý]KD ¸½Ý>D ØÄFB©Ã|D
ØÃV¿m ¶kìïÓÂz SPF 2000 _ ¸½Ý>D ØÄFB©Ã|D 50/‡ Âz Govt Contribution 10,000/- kwºï©
Ã¦\Vâ¦Vm.
4.ÃèloòÂzD ¼ÃVm ÖÅÍ>kìïÓÂzD Compulsory Retirement gªkìïÓÂz Govt Contribution

10,000/- kwºï©Ã¦ \Vâ¦Vm.
5.Eé ¼å«ºï¹_ IFHRMS _ Initiation Entry _ ¶çªÝmD Subscription, Interest, Govt Contribution  ÄöBVï
kÍmD Sanction order _ Govt contribution k«s_çé ¨M_ Issue register ØÄFm Ticket id ¼ÃVâ| >V[
Äö ØÄFB ¼kõ|D.
6.Nominee Âz ̧ _ ¼ÃV|D ØÃV¿m Single Nominee ̈ M_ ̧ _ kòD. Ö«õ| Nominee ̈ M_ ̧ _ k«Vm.

SPF 2000 BILL CLAIM :

SPF 2000 Bill _ 50/‡ \u®D 70/‡ ¨ª Ö«õ| kçïBVª ¸½Ý>D c^ám. Öm¡D SPF 1984 ¸_
¼ÃV[Åm>V[. Öku¤uz SPF Opening entry k«Vm.
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11.DATE OF RETIREMENT -- Default gï kòD.
12.CALCULATION TYPE ---Superannuation

13.MONTH & YEAR OF JOINING

14.MONTHLY SUBSCRIPTION AMOUNT

15.COMPLETION OF TOTAL INSTALMENT

16.REFERENCE ORDER NUM & DATE  -- ØïV|Âï¡D
17.SUBSCRIPTION AMOUNT-- åVD Calculate ØÄF> Amount

18.INTEREST AMOUNT-- åVD Calculate ØÄF> Amount

19.GOVT CONTRIBUTION ---- 10,000/-

20.TOTAL AMOUNT -- Calculate gþ kòD


SUBMIT


REVIEW


SUBMIT TO VERIFIER


GO TO VERIFIER


SEARCH NOTIFICATION

APPROVED

SEARCH NOTIFICATION

GO TO APPROVER

VERIFIED









SPF SANCTIONORDER ENTRY :

INITIATOR LOG IN


HUMAN RESOURCE


EMPLOYEE  BILLS   AND OTHER PROCESS


SPF 2000 SANCTION ENTRY


EMPLOYEE ID-- GO--CREATE


7.TRANSACTION REQUEST NUMBER

8.SANCTIONANING AUTHORITY & ORDER & DATE  -- ØïV|Âï¡D
9.SUBSCRIPTION AMOUNT --  åVD Calculate ØÄF> Amount

10.INTEREST AMOUNT-- åVD Calculate ØÄF> Amount

11.GOVT CONTRIBUTION ---- 10,000/-

12.TOTAL AMOUNT -- Calculate gþ kòD

SUBMIT


REVIEW


SUBMIT TO VERIFIER


GO TO VERIFIER


SEARCH NOTIFICATION


VERIFIED


GO TO APPROVER


SEARCH NOTIFICATION


APPROVED

SPF INITIATION ENTRY :

INITIATOR LOG IN


HUMAN RESOURCE


EMPLOYEE  BILLS   AND OTHER PROCESS


SPF 2000 INITIATION ENTRY


EMPLOYEE ID-- GO--CREATE
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SUBMIT


REVIEW


SUBMIT TO VERIFIER


GO TO VERIFIER


SEARCH NOTIFICATION


VERIFIED


GO TO APPROVER


SEARCH NOTIFICATION


APPROVED

                                                                                                                                            mbÂz: 26mbÂz: 26mbÂz: 26mbÂz: 26mbÂz: 26

SPF Nominee Âz Bill ¼ÃV|D ØÃV¿m Îò

Nominee ¨M_ Bill ¼ÃVâ| s¦éVD. Ö«õ|

Nominee ¨M_  Ticket ID >V[.
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FORWARD TO TREASURY

CLICK DETAIL

GO TO APPROVER LEVEL BILLS

APPROVED

CLICK CONTINUE ACTION URL

SEARCH NOTIFICATION

GO TO APPROVER

VERIFIED

CLICK CONTINUE ACTION URL

SEARCH NOTIFICATION

GO TO VERIFIER

INITIATOR LOG IN


FINANCE


PAYROLL


GENERATE BILL


NON SALARY BILL


SPF 2000 SCHEME


MONITOR STATUS COMPLETE


GO TO BILLS


CLICK DETAIL


SELECT APPROVALGROUP


VIEW ATTACHMENTS


FORWARD

BILL PROCESS :























SPF 2000 Ø>¹¡ç« :Ø>¹¡ç« :Ø>¹¡ç« :Ø>¹¡ç« :Ø>¹¡ç« :
ÎòkòÂz SPF 1984 ¸_KD SPF 2000 ¸_KD Î¼« ¼å«Ý]_ Ä\ì©¸ÂïéVD. SPF 2000 \u®D SPF

1984 [ HEAD OF ACCOUNT ÄöBVï c^á>V ¨[® Enfacement _ Check ØÄFm ØïV^á¡D.
ÎòkòÂz Ãè k«[xçÅ ØÄF> c¦[ 70/‡ ̧ ½Ý>D ØÄFB©Ã|D. gªV_ >u¼ÃVm Ãè¼BuzD

åV¼á Ãè k«[xçÅ ØÄFB©Ã|þÅm. gï¼k x>_ \V>Ý]oòÍ¼> ¸½Ý>D ØÄFBéVD.
Nominee Âz ¸_ ¼ÃV|D ØÃV¿m Single Nominee ¨M_ ¸_ kòD. Ö«õ| Nominee ¨M_ ¸_ k«Vm

EL & UEL ENCASHMENT :
STEP :1
Wçé 1 : INITIATOR LEVEL

1.Initiator Level _ Human Resource Âz c^¼á ØÄ[® Leave Process n Click ØÄFï...
2. Leave Process _ Enhasement of Leave ¨[Å Option ÖòÂzD ¶ç> Click ØÄFm c^¼á ØÄ_ï...
3.Surrender ¨ËkV® ¼ÃV|þ¼ÅV¼\V ¶¼> ¼ÃV[Åm>V[ ÖÍ> ¸_KD.
4.Enhasement of Leave Âz^ ØÄ[Å ¸Åz x>o_ ¶kìÓÂz Leave Balance c^á>V ¨ª Check
ØÄFB¡D.
5. Leave Balance åVD ¨©Ã½ Surrender Âz Update ØÄF¼>V¼\V ¶¼> ¼ÃVé Webadi Download ØÄFm
¶kìï¹[ Retirement Date month ¶_ém ¶>uzD x[ªV_ Date ØïV|Ý>V_ Update gzD.

             c>V«ð\Vï Retirement date 30.04.2019 ¨M_ 01.04.2019 ¶_ém 01.01.2019 ¨[® ØïV|Âï¡D.
6.Leave balance update ØÄF> ¸Åz EL & UEL Nomination update ØÄFB ¼kõ|D. Nomination name
k«s_çé ¨M_ HR Level _ ØÄª® Employee number ØïV|Ým Effective date _ Retirement date Âz
x[ªV_ Date ØïV|Âï ¼kõ|D. c>V«ð\Vï Retirement date 30.04.2019 ̈ M_ 01.04.2019 ¶_ém
01.01.2019 ¨ª® ØïV|Âï¡D.
7.c^¼á ØÄ[® Family member update _ Click ØÄF>V_ add contact _ ØÄ[ÅV_ Ö]_ Start date \u®D
End date ̈ [® kòD. ¶]_ Start date c>V«ð\Vï Rtirement date 30.04.2019 ̈ M_ 01.04.2019 ¶_ém
01.01.2019 ¨[® ØïV|Âï¡D. ¸[A End Date _ >u¼ÃVç>B \V>D ¶_ém kò¦ ïç¦E ¼>]
>«¡D. c>V«ð\Vï 30.04.2020 ¶_ém 31.12.2020. ̧ [Ã gov employee & non govt employee ̈ [®
ÖòÂzD. ¶]_ non govt employee click ØÄFï. ØïVÞÄ ¼å«D ¸Åz Search Option \çÅÍm name edit
ØÄFkm ¼ÃV_ kòD ¶©¼ÃVm nominee name type ØÄFï. ̧ [A bank detail \u®D phone number update
ØÄF¡D. ¶©ØÃV¿m nominee _ enable gzD.
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8. Îò ¼kçá family member detail already ÖòÍ>V_ ¶kìï¹[ bank detail \â|D update ØÄFB¡D.
¶©ØÃV¿m nomination _ enable gzD.
9. Update ØÄFBD ØÃV¿m review option ØïV|Ým ¶|Ým Submit ØïV|Âï¡D. ¶©¼ÃVm Common aproval
group _ Verifier & approver name kÍ>V_ \â|¼\ ¶|Ý> level Âz Notification kòD Ö_çéØBM_
Îò Level ¼é¼B approve gþ s|D.
10.EI & Uel nominee update ØÄF> ¸Åz Verfier level _ open nitification _ ÖòÂzD. ¶ç> Click ØÄF>V_
Verify ¨[®D ¼>V[®D. ¶>çª Verify ØÄFB¡D.Verify ØÄF> c¦[ approvar level Âz ØÄ[®
approve ØÄFB¡D.
11. z¤©A: IFHRMS kòk>uz x[ªV_ retire gªkìïÓÂz bill ¼ÃV¦ ex employee create ØÄFm
Bill ¼ÃV¦¡D.

STEP :2
 1. Nominee update ØÄF> c¦[ Enhasement of el click ØÄFï.
 2. Click ØÄFm c^¼á ØÄ[ÅV_ date of retirement ¶mkVï¼k kòD Death ¨M_ date of death kòD
¶|Ým beneficiary type _ åVD BVòÂz ecs >òþ¼ÅV¼\V ¶ç> click ØÄFB ¼kõ|D. employee ̈ M_
employee Âz death ¨M_ nominee Âz.
3.¶|Ým ¶kìïÓÂz ¨Ëká¡ åV^ El c^á¼>V ¶ç> enter ØÄFB¡D
4.Retirement reference number and date ¼ïâzD Ö¦Ý]_ åD ¶KkéïÝ]_ el and uel Âz ¼ÃV¦©Ãâ¦
Proceeding number and date ØïV|Âï¡D. ¶[çÅB ¼>] í¦ ØïV|ÂïéVD. prbm Ö_çé.
5.¶|Ým Review ØÄF> c¦[ Approvel groups ¼>V[®D ¶]_  Common approval group ̈ ª click ØÄFm
¸[A Submit ØÄFB¡D.
12. Submit ØÄF> Leave salary gªm Verifier level _ open notification  _ ÖòïzD ¶ç> Click ØÄF>V_
verify ¨[® ¼>V[®D. ¶>çª verify ØÄFB¡D. verify ØÄF> c¦[ approvar level Âz ØÄ[® approve
ØÄFB¡D.

STEP :3
1.El entry approve ØÄF> ¸Åz Finance ØÄ[® Payroll _ Process ØÄ[® ex. employee _ search ØÄFï.
2.Ex employee name kÍ> ¸Åz Process _ Process sublementary run _ encasement of el n click ØÄFm
submit ØïV|Âï¡D. ¸[A monitoring status _ complete gzD kç« wait ØÄFm ¸[A result Âz
ØÄ_é¡D.
3. Resul _ ex employee _ bill group name ØïV|Ým search ØÄFï..
4.Result _ element check ØÄFB¡D. DA, HRA, PAY ¶çªÝmD ÄöBVï c^á>V ¨ª ÃVìÂï¡D.
5. Îò ¼kçá DA, HRA, PAY ¶çªÝmD >kÅVï ÖòÍ>V_ ïkçé ¼kõ¦VD. ÿ¼w c^á kaçB
¸[ÃuÅéVD.

DA, HRA >kÅVï ÖòÍ>V_ \VuÅD ØÄFB>kÅVï ÖòÍ>V_ \VuÅD ØÄFB>kÅVï ÖòÍ>V_ \VuÅD ØÄFB>kÅVï ÖòÍ>V_ \VuÅD ØÄFB>kÅVï ÖòÍ>V_ \VuÅD ØÄFB
1.Payroll process _ ØÄ[® dues & deduction updation _ ØÄ[® create batch ØÄFï.
2.Batch date retirement month date >«¡D. c>V«ð\Vï retirement date 30.04.2019 ¨M_ 01.04.2019
3.DA ¶©¼ÃVç>B DA çk >òï. HRA ¨[ª Level  ¶ç> \â|D >òï.
4.Batch initiator to verifier to approver. ¶|Ým Pay change

PAY \VuÅD ØÄFB\VuÅD ØÄFB\VuÅD ØÄFB\VuÅD ØÄFB\VuÅD ØÄFB
6.HR _ ØÄ[® update salary _ ex employee ¨ª ØïV|Ým employee number ØïV|Ým search ØÄFï
7. ¶|Ým Pay commission \u®D pay çk select ØÄFm review ØÄFB¡D. Öºz retirement date 30.04.2019
¨M_ 01.04.2019 _ Pay update ØÄF¥D ¼ÃVm next increment date ¼ïâzD ¶]_ ¶kòÂz 01.04.2019
increment ¨M_ next increment date 01.04.2020 ¨ªÂ ØïV|Âï¡D. next increment date ÂzD Retirement
ÂzD ¨Í> ÄDÃÍ>xD Ö_çé.
8.Review ...Submit...Inititator to Verifier to approver.

RESULT PAGE
9.¼\¼é ØÄV[ª \VuÅºïçá ̈ _éVD ØÄF> ̧ Åz Finance _ Result _ ex employee _ bill group name
ØïV|Ým search ØÄFï.
1.¸Åz mark for recalculation >òï. Öm Complete gªmD Check ØÄF>V_ ÄöBVï amount kòD.
2. ¸[A 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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Wçé 2: Wçé 2: Wçé 2: Wçé 2: Wçé 2: UEL BILL PREPARATION
1.EL BILL Âz ¨[ª ØÄF¼>V¼\V ¶m¼k >V[ Uel ÂzD
2.Click ØÄFm c^¼á ØÄ[ÅV_ date of retirement ¶mkVï¼k kòD.death ¨M_ date of death kòD.
¶|Ým beneficiary type _ åVD BVòïz ECS >òþ¼ÅV¼\V. ¶ç> Click ØÄFB ¼kõ|D. Employee
¨M_ employee Âz death ¨M_ nominee Âz...
3.¶|Ým ¶kìïÓÂz ¨Ëká¡ åV^ UEL (90 åVâï^ \â|¼\) c^á¼>V ¶ç> enter ØÄFB¡D.
4.Retirement reference number and date ¼ïâzD Ö¦Ý]_ åD ¶KkéïÝ]_ el and uel Âz ¼ÃV¦©Ãâ¦
Proceeding number and date ØïV|Âï¡D. ¶[çÅB ¼>] í¦ ØïV|ÂïéVD. prbm Ö_çé.
5. ¶|Ým Review ØÄF> c¦[ approval groups ¼>V[®D ¶]_ Common approval group ̈ ª click ØÄFm
ØÄFm ¸[A Submit ØÄFB¡D.
6.Submit ØÄF> Level salary gªm Verifier level _ Open notification  _ ÖòÂzD ¶ç> click ØÄF>V_
Verify  ̈ [® ¼>V[®D. ¶>çª Verify ØÄFB¡D. Verify ØÄF> c¦[ approvar level Âz ØÄ[® approve
ØÄFB¡D.
7.10 kò¦D Ãè x½Ý>kìïÓÂz \â|¼\ 90 åVâï^ kòD. ¶½©Ãç¦ ÃèBVáìïÓÂz þç¦BVm.
8.Webadi _ Leave balance upload ØÄF¥D ¼ÃVm Uel Âz 180 åVâï^ ¨ª upload ØÄFB¡D.
9.åVD UEL Âz \â|¼\ Tax ¸½Ý>D ØÄF¼kVD. Death employee Âz el and uel ¼ÃV|D ¼ÃVm tax ¸½Âï
í¦Vm. °ØªM_ Family pensioner Âz No tax.

IT ¸½Ý>D ØÄFkm:¸½Ý>D ØÄFkm:¸½Ý>D ØÄFkm:¸½Ý>D ØÄFkm:¸½Ý>D ØÄFkm:
1.UEL  åVD Finance _ ØÄ[® Process ØÄFk>uz x[ªV_
2.Payroll Process _ ØÄ[® dues & deduction updation _ ØÄ[® Create Batch ØÄFï.
3.IT Âz \â|D Batch date ¨Í> \V>D ÖÍ> ¸_çé ¼ÃV|þ¼ÅV¼\V ¶Í> \V>D >«¼kõ|D.
c>V«ð\Vï Retirement date 30.04.2019 ¨M_ 01.04.2019 ¨ªÝ>«Âí¦Vm. 15.04.2020 _
¸_¼ÃV|þ¼ÅVD. ¨M_ 01.04.2020 ¨ªÝ >« ¼kõ|D.
4. Review ...Submit ...Initiator to verifier to approver...

RESULT PAGE:
1.UEL entry approve ØÄFm. IT add ØÄF> ¸Åz Finance ØÄ[® Payroll _ Process ØÄ[® ex employee
_ search ØÄFï.
2.Ex Employee name kÍ> ̧ Åz Process sublementary run _ UEL on PA n Click ØÄFm Submit ØïV|Âï¡D.
¸[A Monitoring Status _ Complete gzD kç« wait  ØÄFm ¸[A Result Âz ØÄ_é¡D.
3.Result _ ex employee _ bill group name ØïV|Ým Search ØÄFï.
4.Result _ element check ØÄFB¡D. DA, HRA, PAY, IT ¶çªÝmD ÄöBVï c^á>V ¨ª ÃVìÂï¡D.
5. ¸[A 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 Âz El & Uel ̧ _ ¼ÃV|km ·éÃ\Vªm Î[® >V[. Nominee update ØÄFm sâ¦V_ ·éÃ\Vï

¸_ ¼ÃVâ| s¦éVD.
INITIATOR LOG IN


HUMAN RESOURCE


LEAVE  PROCESS


EMPLOYEE ID-- GO--CREATE


EL NOMINEE


CREATE


NOMINEE IS FAMILY MEMBER --Yes


SEARCH NOMINEE

2 NOMINEE ¨M_ 1st Select Îòkì ØÃBì
Relationship --- Wife, Son, etc...

Effective Start Date (Death Âz xÍç>B °>Vkm Îò \V>D)
Share 50%
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REVIEW


SUBMIT TO VERIFIER


GO TO VERIFIER


SEARCH NOTIFICATION

APPROVED

SEARCH NOTIFICATION

GO TO APPROVER

VERIFIED









2ND NOMINEE UPDATE 1ST NOMINEE UPDATE ¼ÃV[Åm >V[ Ö]_ effective start date ØïV|ÂzD ØÃV¿m
already exist ¨[® kÍ>V_ ¼>] & kò¦D \Vu¤ÂØïV|Âï¡D.
EL & UEL Âz >MÝ>MBVï  Nominee update ØÄFB ¼kõ|D.

INITIATOR LOG IN


HUMAN RESOURCE


LEAVE  PROCESS


EMPLOYEE ID-- GO--CREATE


BENEFICIARY TYPE -- Nominee

      Beneficiary type ØïV|Ý> c¦[ Side _ Nominee Öòkì
¨M_    50%   &   50 %    ¨[®  kòD. k«s_çé ¨M_
*õ|D update ØÄFB¡D.

EL & UEL BILL:

SELECT EL DAYS


SHARE 50% or 100 %


REVIEW


SUBMIT TO VERIFIER


GO TO VERIFIER

APPROVED

SEARCH NOTIFICATION

GO TO APPROVER

VERIFIED

SEARCH NOTIFICATION











FORWARD TO TREASURY

CLICK DETAIL

GO TO APPROVER LEVEL BILLS

APPROVED

CLICK CONTINUE ACTION URL

SEARCH NOTIFICATION

GO TO APPROVER

VERIFIED

CLICK CONTINUE ACTION URL

SEARCH NOTIFICATION

GO TO VERIFIER

FORWARD

VIEW ATTACHEMENTS

INITIATOR LOG IN


FINANCE


PAYROLL


SELECT EX EMPLOYEE


PROCESS SUPPLEMENTARY RUN


EL ENCASHMENT


RESULT


GENERATE BILL


SUPPLEMENTARY BILL


EL ENCASHMENT


MONITOR STATUS COMPLETE


GO TO BILLS


CLICK DETAIL


SELECT APPROVAL GROUP

BILL PROCESS :
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EL & UEL Ø>¹¡ç« :Ø>¹¡ç« :Ø>¹¡ç« :Ø>¹¡ç« :Ø>¹¡ç« :
1.Nominee Ö«õ| ØÃBì  ¨M_ amount equal gï ¶m¼k ¸ö¥D
2.Nominee  3 ¼Ãì ̈ M_ ticket id  >V[ ¼ÃV¦ ¼kõ|D. Amount ÄöBVï ̧ öBs_çé ̈ M_.Death employee

Âz IT ¸½Ý>D ØÄFB©Ã¦ ¼>çkl_çé.
3.Eé ¼ÃòÂz CCA kòD . gªV_ ¶kìïÓÂz CCA ÖòÂïVm. Ö>uz ïV«ðD DATA Validation ØÄF¥D
¼ÃVm CCA - Yes ̈ ªÂ ØïV|Ý]ò©¼ÃVD. Elment entry _ CCA çk delete ØÄF]ò©¼ÃVD. gªV_ Data validation

_ delete gþ ÖòÂïVm. Ö>uz data validation revoke ØÄFkç>Ý >s« ¼k® ka Ö_çé.
4.UEL ¸_ Îò \V>Ý]_ Sanction ØÄF>V_ ¶¼> \V>Ý]_ ¸_ generate ØÄFB¡D, Ö_çé ¨M_ sanction
entry ¼ÃVâ¦>V_ UEL days zçÅ¥D. ¸[ªì *õ|D Upload ØÄFB ¼kõ|D.
5.Îò >¦çkÂz ¼\_ Sanction order ¼ÃV¦ ÖBKD. Öm >uïVoï¼\.
6.Personal pay, special pay Ö«õ|D El & Uel _ k«Vm. Ö>uz Salary arrear _ ̧ _ ¼ÃVâ| sâ| HOA \VuÅß
ØÄV_é ¼kõ|D.

EL & UEL ARREAR :

     EL & UEL Âz DA ¶_ém revised pay difference arrear ¼ÃV¦ ¼kõ|Ø\M_ ÿμïõ¦
kaxçÅlçª©¸[ÃuÅ¡D.

INITIATOR LOG IN


FINANCE


PAYROLL SERVICE


DUES AND DEDCTIONS


CREATE BATCH

1. TLS OF UEL PAY ARREAR
2. TLS OF UEL HRA ARREAR
3. TLS OF UEL MA  ARREAR
4. TLS OF UEL CCA ARREAR

SUBMIT TO VERIFIER


GO TO VERIFIER


SEARCH NOTIFICATION

APPROVED

SEARCH NOTIFICATION

GO TO APPROVER

VERIFIED









INITIATOR LOG IN


FINANCE


PAYROLL


EX EMPLOYEE SELECT


SUPPLEMENTARY RUN


UEL DIFFERENCE ON PA


SUBMIT


MONITOR STATUS REQUEST COMPLETE


RESULT


GENERATE BILL


SUPPLEMENTARY BILL


BILL PROCESS :
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Nominee Ö_çé ¨M_ Nominee Update

ØÄF¥D ØÃV¿m Add Contact ØïV|Ým Update

ØÄFB¡D. Bill ¼ÃV|D ØÃV¿m Nominee Âz Yes

¨ª¡D Legal Heir Âz No ¨ª¡D ØïV|Ým ¸_

    >BVì ØÄFB¡D.
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UEL DIFFERENCE ON PA


MONITOR STATUS COMPLETE


GO TO BILLS


CLICK DETAIL


SELECT APPROVAL GROUP


VIEW ATTACHEMENTS


FORWARD


GO TO VERIFIER


SEARCH NOTIFICATION

FORWARD TO TREASURY

CLICK DETAIL

GO TO APPROVER LEVEL BILLS

APPROVED

CLICK CONTINUE ACTION URL

SEARCH NOTIFICATION

GO TO APPROVER

VERIFIED

CLICK CONTINUE ACTION URL



















EL & UEL ARREAR : Ø>¹¡ç« :Ø>¹¡ç« :Ø>¹¡ç« :Ø>¹¡ç« :Ø>¹¡ç« :

UEL & EL ̧ _KÂz cõ¦Vª arrear ¼ÃV|D ØÃV¿m UEL Âz >M ̧ _éVï¡D,EL Âz >M ̧ _éVï¡D ¼ÃV¦
¼kõ|D.
Regular El & UEL ¸_çé Öku¤_ ¼ÃV¦Âí¦Vm. ¶©Ã½ ¼ÃV|D ØÃV¿m UEL Âz IT add ØÄFB x½BVm.

FSF (DEATH CLAIM) :

Ãèl_          ÖòÂzD ¼ÃVm  ÖÅÍ>  ÎòkòÂz  \V>V \V>D ¸½Ý>D ØÄFB©Ã|D FBF oòÍm
3,00,000/‡ kwºï©Ã|þÅm. Ö>çª ÿμ ïõ¦kV® >BVì ØÄFBéVD.

STEP 1:

Wçé1 : INITIATOR LEVEL :

1. Initiator Level _ human resource Âz c^¼á ØÄ[® Schems n Click ØÄFï.
2.Schemes _ Employee Family Security Fund ¨[Å Option ÖòÂzD ¶ç> Click ØÄFm c^¼á ØÄ_ï.
3. c^¼á ØÄ[ÅmD 1.NOMINATION ENTROLMENT  2.NOMINATION BULK ENTROLMENT   3.SETTELEMENT

CLAIM  4.REPORTS ÖòÂzD. Ö]_ å\Âz Nomination entrollment and settlement claim _ >V[ ¼kçé.
4. Nomination entrollment click ØÄFm nominee detail update ØÄFB¡D. Nominee k«s_çé ¨M_ employee

profile ØÄ[® Nominee update ØÄFB¡D.
5.Nominee update ØÄF> ¸Åz Settelment claim click ØÄFï.
6. åVD ÖÅÍ>kìï¹[ z|DÃÝ]uz c¦ª½BVï Immediate relief ØïV|Ý]ò©¼ÃVD ¶_ém full settelement

ØïV|©¼ÃVD. Immediate Relief Âz 25000 ÔÃVF >ò¼kVD. Final settlement ÔÃVF 2,75,000 Âz >ò¼kVD
7. x>o_ Ô.25,000 ¶Í> ¶Kkéï DDO suz ØÃu® kwºï ¼kõ|D. Öm Îò ¸_éVï¡D ¶|Ý>
2,75,000ÔÃVFÂz >M ¸_éVï¡D ¼ÃV¦ ¼kõ|D.
20.Settlement claim click ØÄFï. Transaction number . date of death ¶mkVï¼k kòD. ¶|Ým mode of payment

immediate relief ¨[® select ØÄFï.
8.Beneficiary type DDO ̈ [® Search ØÄFï. ¶]_ ddo k«s_çé ̈ [ÅV_ employee master ØÄ[® beneficiary

create ØÄFB¡D.
9.¶|Ým name of the beneficiary search ØÄFB¡D.
10. Sanctioning Authority BV¼«V ¶kö[ ØÃBì >«¡D.
11.Sanction order number and sanction order date >«¡D.
12. Sanction amount 25000/- ¨ª ØïV|Âï¡D.
13.Source of information BVì ¶Í> employee ÖÅÍ> >ïkçé ¶¹Ý>ª¼«V ¶Í> cÅ¡ xçÅlçª
z¤©¸¦¡D...EX Wife

14. ¶|Ým   Review  ØÄF>  c¦[ Approval groups ¼>V[®D ¶]_ common approval group ¨ªclick ØÄFm
 ¸[A submit ØÄFB¡D.
15.Submit ØÄF> FSF gªm verifier level _ open notification _ ÖòÂzD ¶ç>  Click ØÄF>V_ Verify  ¨[®
 ¼>V[®D ¶>çª Verfy ØÄFB¡D. Verify ØÄF> c¦[ approvar level Âz ØÄ[® approve ØÄFB¡D.
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16.¶|Ým   ¼å«Vï  Finance Âz ØÄ[® Generate Bill _ non salary ¸_o_ Family benefit fund ̈ [® ØïV|Ým
employee Search ØÄF>V_ employee kòkVì ¶ç> select ØÄFm submit ØïV|Âï¡D.
17. ¸[A Bill _ kÍ> expence type _ family benefit fund ¨[® search ØÄFm detail check ØÄFB¡D. ¶]_
¶Í>  DDO suz Ecs gzD.
18. ¸[A Salary bill ¼ÃV[®  J[®  WçélKD  Forward and approve  ØïV|Ým approval level _ forward to

treasury  ØïV|Âï¡D.
Ô.2,75,000 /‡ ØÃ®k>uzÔ.2,75,000 /‡ ØÃ®k>uzÔ.2,75,000 /‡ ØÃ®k>uzÔ.2,75,000 /‡ ØÃ®k>uzÔ.2,75,000 /‡ ØÃ®k>uz
1. 25,000 ÔÃVF ØÃ®k>uz ¨[ª ØÄF¼>V¼\V ¶ç>¼B >V[ Ö>uzD ØÄF¼kVD. nominee update

¼>çkl_çé.
2. Settelement claim click ØÄFï. transaction number .. date of death ¶mkVï¼k kòD. ¶|Ým mode of payment

final FSF payment ¨[® select  ØÄFï.¶]_ Employee k«s_çé ¨[ÅV_ employee Profile  ØÄ[® Update

ØÄFï.
3. Beneficiary type dependent ¨[® search ØÄFï.
4. ¶|Ým name of the beneficiary search ØÄFB¡D.
5.Sanctioning Authority  BV¼«V ¶kö[ ØÃBì >«¡D.
6.Sanction order number and sanction date >«¡D.
7.Death certificate reference attachment YES ¨ª ØïV|Âï¡D. reference number and date >òï.
8.Adv Funeral Amount 25000/- \u®D balance amount 2,75,000/- ¶mkVï¼k kòD.
9.¶|Ým chalan number and date °¼>V Îò åDÃì & ¼>] ¶_ém Ö[çÅB ¼>] >òï.
10.Beneficiary 1 amount ¨[Ã]_ 2,75,000/‡ ¨ª type ØÄFï.
11.Name of the beneficiary search ØÄF>V_ ¶mkVï¼k kÍms|D.
12.¶|Ým Review ØÄF> c¦[ approval groups ¼>V[®D ¶]_ common approval group ̈ ª click ØÄFm ̧ [A
submit ØÄFB¡D.
13. Submit ØÄF> FSF gªm Verifier level _ open notification _ ÖòÂzD ¶ç> click ØÄF>V_ verify  ØÄFB¡D
verify ØÄF> c¦[ approvar level Âz ØÄ[® approve ØÄFB¡D.
14.¶|Ým  ¼å«Vï  finance Âz  ØÄ[®  generate bill _ non salary ¸_o_ family benefit fund ¨[® ØïV|Ým
employee search ØÄF>V_ employee kòkVì ¶ç> select  ØÄFm submit ØïV|Âï¡D.
15.¸[A bill _ kÍm exbence  type _ family benefit fund ̈ [® search ØÄFm detail check ØÄFB¡D. ¶]_ ¶Í>
nominee Âz ecs gzD.
16. ¸[A salary bill ¼ÃV[® J[® WçélKD forward and approve  ØïV|Ým  approval level _   forward   to

treasury ØïV|Âï¡D.
ISSUE REGISTRATION & TICKET ID ØÃ®>_ ¨ËkV® ØÃ®>_ ¨ËkV® ØÃ®>_ ¨ËkV® ØÃ®>_ ¨ËkV® ØÃ®>_ ¨ËkV® ?

åVD °>Vkm >k® ØÄF>V_ ¶ç> Äö ØÄFB x½Bs_çé ̈ [ÅV_ wipro s¦D å\m zçÅlçª
WkìÝ] ØÄFm >«ß ØÄV_o register  ØÄFkm >V[ Issue Registration.

INITIATOR LOG IN


HUMAN RESOURCE OR FINANCE


DASH BOARD HOME PAGE


ISSUE REGISTRATION


CLICK


DISTRICT


EMPLOYEE MOBILE NUMBER

BUG OR TICKET ID RECEIVED

SUBMIT

ATTACHMENT

SUMMARY

DESCRIPTION

ISSUE --- DATE ISSUE

MAIL IDGive initiator mobile number

---Issue çk© ÃuzBm

---Issue çk© Ãu¤Bm
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PROVISIONAL PENSION PROCESS:

>uïVoï {FÆ]BD 50% kwºï©Ã|þÅm. >uïVoï {FÆ]B>V«ìïÓÂz >uïVoï {FÆ]BD
kwºzk>uz ¶kì 2018 ‡ Âz x[ª¼« {F¡ ØÃuÅkì ̈ M_ ex employee create ØÄFB ¼kõ|D. >u¼ÃVm
c^ákì ¨M_ Provisional pension  entry ¼ÃVâ¦V_ \â|D ¼ÃVm\Vªm. Ö]_ 3 Wçéï^ c^ám.

1.PROVISIONAL PENSION REQUEST

2.PROVISIONAL PENSION SANCTION ENTRY
3.BILL PROCESS



1.PROVISIONAL PENSION REQUEST

INITIATOR LOG IN


HUMAN RESOURCE


HR - PRE - RETIREMENT


PROVISIONAL PENSION


PROVISIONAL PENSION REQUEST


REQUEST NUMBER


ELIGIBLE PENSION AMOUNT

APPROVE - THREE LEVEL

ATTACHMENT - PROVISIONAL
PENSION ORDER

REVIEW

REQUEST DETAILS - PROVISIONAL
PENSION

WHETHER FSF TO BE
RECOVERED --Yes or No









2.PROVISIONAL PENSION SANCTION ENTRY

TRANSACTION NUMBER


PENSIONER REQUEST NEUMBER


SANCTIONING AUTHORITY


SANCTIONING ORDER NUMBER


SANCTIONING ORDER DATE


ELIGIBLE PENSION AMOUNT


PROVISIONAL PENSION AMOUNT
SANCTIONED

APPROVE

ATTACHMENT

REVIEW

PROVISIONAL PENSION SUB
CATEGORY - CIVIL PENSION

PROVISIONAL PENSION CATEGORY
- CIVIL PENSION





Eligible Pension Amount í|>éVï ÖòÍ>V_
ÄöBVª Ø>VçïçB Öº¼ï ØïV|Âï¡D





3.BLL PROCESS

INITIATOR


FINANCE


PAY ROLL PRECESS


SELECT EX EMPLOYEE NUM


PROCESS SUPPLEMENTARY RUN
PROVISIONAL PENSION


PAY ROLL RESULT


BILL GENERATION

SUPPLIMENTARY BILL

FINANCE BILLS - BILL NUMBER

GENERATE BILL
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INITIATOR AND APPROVER ID \VuÅD ØÄFB\VuÅD ØÄFB\VuÅD ØÄFB\VuÅD ØÄFB\VuÅD ØÄFB
åõÃìï¼á >u¼ÃVm Ãé ¶Kkéïºï¹_ DDO-Retirement gþ Öò©ÃVìï^ ¶_ém \V®>_ ØÃu®

Öò©ÃVìï^. ¶©ØÃV¿m  Approver ID lçª Incharge _ c^ákìïÓÂz \VuÅ ¼kõ|D. ¶>uz ̈ [ª ØÄFB
¼kõ|Ø\M_ °uïª¼k c^á Approver n log in ØÄFï.

c^¼á  Approval Group (or) GTN Functional Administrator ¨[® ÖòÂzD. Ö>çª Click ØÄFï.


c^¼á Home & Approval Group ¨[® ÖòÂzD. Again Click Approval Group


 Ö]_ Module Name select ØÄFkm ¼ÃV[®  ÖòÂzD. ¶]_


Bill Creation Process select ØÄFm Go ØïV|Âï¡D.


¸[ å\m ¶Kkéï ØÃBì ¼>V[®D ïç¦El_ View & Action ¨[® ÖòÂzD. Action ‡ n click ØÄFï.


Click ØÄF> c¦[ End date c¦[ Îò Page open gzD. Ö]_ ¨Ës> \VuÅD ØÄFBV\_ Next  ¨ª
ØïV|Âï¡D.


Next  ØïV|Ý>  c¦[  å\m ¶KkéïÝ][  Initiator Verifier, Approver, Name & ID, Start Date  ¼>V[®D
 Ö]_  Update & Reassign  ¨[® ÖòÂzD.


 Click Reassign  Ö]_ DDO Name search  ØÄFkm  ¼ÃV[®  ÖòÂzD. Ö]_  DDO Name ‡n  ¶Í>Í>

Treasury  Code  ØïV|Ým  Search  ØÄFB¡D.  Ö¼>  ¼ÃV[®  User  ID  A]>Vï  åVD   BVç«   Approver    gï
\VuÅD ØÄFB¼kõ|¼\V ¶kö[ employee ID ‡çB ØïV|Ým Save ØÄFB¼kõ|D.


Save  ØÄF> c¦[ Next ¨ª ¼ïâzD. Next ØïV|Ý> c¦[ Modify changes Yes or No ¨ª ¼ïâzD. Yes

¨ª ØïV|Ý> c¦[ Home Page Âz kÍm s|¼kVD. (Approver ID Change gþ s|D ).


Ö¼> ¼ÃV[® Service Register ‡ ÂzD Approver ID  n \Vu¤Â ØïV^á¡D


Approver ID  Change ØÄF>¡¦[  Pass word default gï ¶kìï¹[ DOB >V[ ÖòÂzD.


A]>Vï \VuÅD ØÄF> Approver ID  Log in gïs_çé ¨M_ Pass word Reset ØÄFB ¼kõ|D.

DSC REGISTRATION:

DSC - Registration  ¨[Ãm Digital sign certificate .å\m ¶KkéïÝ]_ >BVì ØÄF¥D ¸_çé DDO Sign

 ØÄF¥D xçÅ¼B DSC - Registration.å\m ¶Kkéï DDO suz Pendrive ¼ÃV[Å Dongle Î[® ¶Í>Í>  \Vkâ¦
ïòÆéÝ]_ ØïV|Âï©Ã|D. Ö]_ xÂþB\Vªm Ö>uz Îò Password >òkVìï^. Öç> \ÅÍ>V¼éV ¶_ém
Dongle n Ø>VçéÝm sâ¦V¼éV *õ|D ØÃ®km ï½ªD.

ÖÍ> Dongle - Approver Level ‡ Âz \â|¼\ ¶Í> DDO Retire gzD kç« >twïD x¿kmD ̈ ºz \V®>_
ØÃu® ØÄ[ÅVKD Î¼« Dongle >V[, Ö]_ ̈ Ës> \VuÅxD Ö_çé Bill forward ØÄF¥D x[A Approver Level

 _ Dongle insert ØÄFm Signature _ Click ØÄFm Bill n Treasury Âz forward ØÄFB ¼kõ|D. ÖÍ> Dongle ¼kçé
ØÄFB 2 Software xÂþB\Vªm.

1. em signer

2. Safenet Authentication software

1.http://203.145.185.9:9333/training -material/dsc- softwares -manual.zip _  ØÄ[® Download

ØÄFm ØïV^áéVD.
2.Ö«õ| Software download ØÄFm sâ| Dongle insert ØÄFm Approver ID open ØÄFm DSC - Registration

Click ØÄFB¡D.Ö>uz x[ https:// 127.0.0.1:8080/ ̈ [Å Address n Google  _ Run \â|D ØÄFB¡D. Ö]_
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PAY SLIP ¨|©Ãm ¨ËkV® ¨|©Ãm ¨ËkV® ¨|©Ãm ¨ËkV® ¨|©Ãm ¨ËkV® ¨|©Ãm ¨ËkV® ?

INDIVIDUAL LOG IN


PASSWORD DOB


REPORTS


PAY SLIP


SELECT MONTH --GO


SALARY ZIP FILE - EXTRACT


FILE PASS WORD -- DOB

¼\uØÄV[ª kaxçÅïçá© ÃB[Ã|Ý] ÎËØkVò
ÃèBVáòD >M©Ãâ¦ xçÅl_ Payslip ̈ |ÝmÂ ØïV^áéVD.
¶KkéïÝ]_ ̈ |©Ã>uz  Result _  Pay roll status ¶òþ_  Pay slip

¨[® ÖòÂzD. Ö]KD Download ØÄFm ØïV^áéVD.

PASSWORD CHANGE ØÄFkm ¨ËkV® ØÄFkm ¨ËkV® ØÄFkm ¨ËkV® ØÄFkm ¨ËkV® ØÄFkm ¨ËkV® ?

INITIATOR LOG IN


UPDATE PASSWORD


IMAGE TYPE


NEW PASSWORD - UPDATE

ÎòkòÂz Password ØïV|ÂzD ØÃV¿m open gï s_çé ̈ M_
Wipro s¦D ØÄV_o Password n Reset ØÄFB ¼kõ|D. Security

Question Ø>öÍ>V_ åV¼\ Password update ØÄFm ØïV^áéVD.
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¨Í> Îò A]B Page open gïVm.
3.Run ØÄF> ̧ Åz ‡ DSC Registration  ‡ _ å\Âz ØïV|Ý> Passward Type ØÄFm go ØïV|Ý>V_ Register

Successfully ¨[® kòD. åVD Dongle Register ØÄF>V_ >V[ ¸_ Forward ØÄFB x½¥D.
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