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IFHRMS nray; tpsf;fq;fs; 
IFHRMS ,izajsj;jpw;Fr; nrd;W Online Entry gjpT nra;Ak; Kd; ekJ gzpia 

vspikahf;f rpy khw;wq;fis ek; Google Chrome Browser y; nra;a Ntz;Lk;. 

 

  1. Elements Entry nra;Ak; NghJ Pop Up Menu Open MFk;.  Google Chrome 

Browser y; ehk; Block nfhLj;jpUe;jhy; mJ Open MfhJ. vdNt Popup Menu Allow nra;a 

Ntz;Lk;. 

  2. IFHRMS Website I Book Mark nra;J itj;Jf; nfhs;tjhy; xt;nthU KiwAk; 

Website Typing nra;J NjLk; fhytpuak; jtph;f;fg;gLk;. 

   

  3. Initiator, Verifier, Approver vd;w 3 Level fspy; mbf;fb khWk;NghJ Password 

I xt;nthU KiwAk; Typing nra;ahky; ,Uf;f Password Save nra;a Ntz;Lk;.  

 

 NkNy $wpa 3 khw;wq;fisAk; Vw;fdNt nra;jth;fs; jpUk;g nra;a Ntz;bajpy;iy. 

1.1 - Popup Menu  - Allow nra;jy; 
 

 
 

 

 

 

 

 

 

  

 

1  
,q;F Click nra;aTk; 

 

 

 

2  
Settings nry;yTk; 

 

 

 

3  
Advance Settings nry;yTk; 

 

 

 

4  
Content Settings nry;yTk; 
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1.2 - IFHRMS Website I -  Book Mark nra;jy; 

 
 

 

 

 

 

 

 

 

 

  

 

5  
Pop-ups Blocked click nry;yTk; 

 

 

 

6  
Pop-ups Allowed click nry;yTk; 

 

 

 

1  
Chrome Address Bar  y; 

www.karuvoolam.tn.gov.in/web/tnta vd ilg; 

nra;aTk; 

 

 

,q;F type nra;a 
Ntz;lhk; 

 

 

2 

,q;F open nra;aTk; 

 

 

3 

,q;F Click nra;aTk; 

 

 

4 

,q;F IFHRMS vd ilg; nra;J fPNo 

Done nfhLf;fTk; 
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1.3 - Password  - Save nra;jy; 
 

 Password Save nra;a Chrome Setting y; khw;wk; nra;a Ntz;Lk;.  Vw;fdNt Popup Menu 

Settings khw;wpaJ Nghy 1.Settings  2.Advance Settings   3.Passwords and forms 

nry;yTk;. 

 

 

 

 

 

 

 

 

4  
Autofill settings Enable nra;aTk; 

 

 

 

5  
Manage Passwords Enable nra;aTk; 
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 ,g;NghJ Google Chrome I Close nra;J kPz;Lk; open nra;aTk;. 

 

 

 

 

 ,g;NghJ ehk; Neubahf IFHRMS Login Page f;F nrd;W tpl;Nlhk;. 

  

 

 

 8. ,g;NghJ Website f;Fs; nry;Yk;NghJ %iyapy; Password Save Settings rpy nehbfNs 

Njhd;Wk;.  clNd Save nra;J nfhs;sTk;. 

 

 
 ,Nj Kiwapy; Initiator NghyNt Verifier, Approver vd;w 3 epiyfspYk; Password save nra;J 

nfhz;lhy;...... ,dp  User id kw;Wk; Password Type nra;a Ntz;ba mtrpak; ,y;iy.  Click nra;jhNy 

NghJk;. 

 

6 

Book Marks Bar y; cs;s IFHRMS I 

Click nra;J Open nra;aTk; 

 

 

7 

,q;F User ID kw;Wk; 

Password I type nra;J 

Login nra;aTk; 
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2.1 - Elements Entry nra;jy; - Deductions 

 Elements vd;gJ Dues kw;Wk; Deductions MFk;.   

IFHRMS y; Vw;fdNt gjpT nra;ag;gl;Ls;s Elements: 

   DUES      DEDUCTIONS 

  DA (percentage)              CPS Regular 

  Medical Allowance         Family Benefit Fund 
 

 IFHRMS y; Gjpjhf gjpT nra;ag;gl Ntz;ba Elements: 

   DUES      DEDUCTIONS 

  Duty Pay (Basic Pay)        Income Tax 

  House Rent Allowance        Income Tax Cess 

  Personal Pay         New Health Insurance 

  All Allowances         Special Provident Fund 

             Postal Life Insurance 

             GPF Subscribtion 

 

  Fwpg;G: GPF Temporary Advance, Festival Advance ek;khy; gjpT 

nra;a ,ayhJ.  fUT+yj;jpd; %yNk gjpT nra;a ,aYk;. 

 

 
 

 

 

 

 Bookmarks %yk; IFHRMS Initiator  
Level Log in nra;aTk; 

 

 

 

 Human Resource y; cs;s Payroll 
%yk; Dues, Dductions  kw;w ,ju 

gjpTfs; nra;a KbAk;. 

 

 

 

 Finance y; cs;s Payroll %yk; 

Salary and Other bills rhh;e;j 
gl;bay; Ntiyfisr; nra;a KbAk;. 

 

 

 

 Employee Self Service %yk; 
gzpahsh; rhh;e;j Ra tpguq;fisg; 

(SR details) gjpT nra;a KbAk;. 
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 Elements Entry HR (Human Resource) y; cs;s Pay roll %yNk nra;a ,aYk;. 

MdhYk; mYtyfj;jpy; cs;s midj;Jg; gzpahsh; tpguq;fisAk;> Finance y; cs;s Pay roll 

y; Kjypy; rhpghh;j;Jf; nfhs;sTk;. 

 

 HR Payroll y; ehk; nra;Ak; midj;J tpguq;fisAk; Finance Payroll y; kl;LNk rhpghh;f;f 

KbAk;.  

 

 midj;J gjpTfisAk; Initiator Level %yNk gjpT nra;a ,aYk;. Verifier, Approver 

Level y; gjpT nra;a ,ayhJ.   

 

 

 

 

 

 

 

 

1 
 

 

2 
 

 

,q;F ve;j khw;wKk; nra;a Ntz;lhk; 

 

 Search I kl;Lk; click nra;aTk; 
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midj;Jg; gzpahsh; tpguKk; ,jpy; 

tUk;. gzpahsh;fis $Ljyhfr; 
Nrh;f;fNth> ePf;fNth jq;fs; 

fUT+yj;jpw;F Email mDg;GTk;. 

 

 ,q;F Click nra;jhy; chpa 
gzpahshpd; Cjpa tpguq;fs; 

njhpAk;. 

 

 

,q;F Click nra;jhy; gpbj;j tpguq;fs; 

njhpAk;. kw;w gpbj;jq;fis HR Payroll - 
Element Entry nra;a Ntz;Lk;. 

 

7th Pay Commission f;F Cjpa khw;wk; 

nra;ag;glhky; cs;sJ. HR Payroll - Salary 
Update nra;a Ntz;Lk;. 
 

 

 

kPz;Lk; midj;J gzpahsh; 

tpguj;jpw;Fr; nry;y Click 
nra;aTk;. 
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 ekf;F Ntz;ba Cjpa khw;wq;fisr; nra;a HR Payroll - Element Entry nry;y Ntz;Lk;. 

 

 

 

 

 

 

 

 

 

 

 

 

 

2 
 

 

1 Home Click nra;aTk;.  

 

 

NtW User Level khw ,q;F Click nra;aTk;. 

 

 

3 
 

 

4 
 

 

5 
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6 ,q;F Click nra;J tUk; nkDtpy; Date 
01.06.2018  vd khw;wTk;  

 

 
7 Create New Entry  vd khw;wTk;  

 

 
9 Next nfhLf;fTk;  

 

 
8 Tick vLj;J tplTk;  

 

 

Batch Number  
 

 

ngah; Kjy; 4 vOj;Jf;fs; 

kl;Lk; nfhLj;J Key 
Board y; Tab nfhLf;fTk;. 
KOg; ngaiuAk; ilg; 

nra;a Ntz;lhk; 

 

 

Key Board y; Tab 
nfhLj;jhNy ek;gh; 

tUk; 

 

 

Special Provident 
Fund w;F spec 4 
vOj;J ilg; nra;J 

Tab nfhLj;jhy; Gjpa 
nkD tUk; 
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,q;F Go nfhLj;Jk; 

Search nra;ayhk; 

 

 

,q;F  Select  nra;aTk; 

 

 

,t;thW tUk; 

 

 

jhdhfNt G+h;j;jp 

nra;ag;gLk; 

 

 

Input Value nfhLf;f 
Ntz;Lk; 

 

 

Input Value nfhLj;J  

Save nra;aTk; 

 

 

1. kwf;fhky; xt;nthU KiwAk;  Save 
nra;aTk;. ,y;iynadpy; gpbj;j tpguk; 
gjpthfhJ. 

 

 

2. Save nra;jTld;  

Saved Successfully 
vd tUk; 

 

 

3. mLj;j Element gjpT 

nra;a  AddRow 
nfhLf;fTk; 
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 Kd;dh; NghyNt> 2tJ Row tpy; ngah;> Element Name ilg; nra;J Tab nfhLj;J Search 

nra;aTk;.  nkDtpy; chpa tpguq;fs; gjpT nra;J Save nra;aTk;.    

 

 Postal Life Insurance nghWj;jtiuapy; Premium kl;;Lk; gjpT nra;jhy; NghJk;. PLI 

CGST, PLI SGST Mfpait jhdhfNt fzf;fplg;gl;LtpLk;. 

 

 Postal Life Insurance 2 Policy cs;sth;fs; jdpj;jdpNa xt;nthU ghyprpf;F chpa 

gphpkpaj; njhifia 2 Kiw Elements Entry nra;a Ntz;Lk;.  vj;jid ghyprp vLj;jpUe;jhYk; 

ekJ gioa Pay Bill y; xNu njhifahfj; jhd; fhl;Lk;.   vdNt tpguk; mwpe;J gjptplTk;. 

 

 

 kwf;fhky; xt;nthU KiwAk; NkNyAk; Save nra;aTk;. ,y;iynadpy; gpbj;j tpguk; gjpthfhJ. 
 

 

 

 

 

 

 New Health Insurance nghWj;jtiu Input Value tuhJ. mg;gbNa Save nra;jhy; 

NghJk;.  
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 Validation confirm nra;a tUk; nkDtpy; OK nfhLf;fTk;. 

 

 

 

 

,Nj Kiwapy; Add Row  nfhLj;J 

NtW gzpahsiuAk; xNu Batch 
y; Element Entry nra;ayhk;.  

 

 

Save  nra;jgpd; Validate nra;aTk; 

 

 

1 ,q;F Click  nra;J Monitor 
Process ghh;f;fTk; 

 

 

2 ,q;F mbf;fb 

Refresh  nra;aTk; 

 

 

3 ,q;F Complete tUk;tiu 

mbf;fb Refresh  nra;aTk; 
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Batch Status Valid vd te;jgpwF Update nra;a Ntz;Lk;. 

 

 

 

 

 xU Ntis Validation Failled vd te;J fPo;fz;lthW te;jhy; Vw;fdNt cs;s 

gpbj;jj;ij (Elements Double Entry) ,uz;lhtJ Kiwahfg; gjpT nra;Js;Nshk;.   vdNt 

mij bf; nra;J Remove nra;J Save nra;J kPz;Lk; Validate nra;a Ntz;Lk;. 

 

 

 

 

4 ,q;F Completed tUk;tiu 

mbf;fb Refresh  nra;aTk; 

 

 

5 fPNo Completed te;j 

gpd;G ,ij Refresh  
nra;aTk; 

 

 

6 Refresh  nra;jgpd; ,q;F 

Valid vd tu Ntz;Lk;. 
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 Confirmation Message Njhd;Wk;. 

 

 

 ,e;j Batch Initiator Level y; Kbtile;Js;sJ.  ,dp Verifier Level f;Fr; nry;y 

Ntz;Lk;. 

 

Update nra;jgpwF Next nfhLf;f 

Ntz;Lk;.  kpf Kf;fpakhf Save nra;af; 

$lhJ. Save nra;jhy; kPz;Lk; Validate 

nra;J Update nra;a Ntz;Lk;. ,jdhy; 
fhy tpuak; Vw;gLk;. 

 

 

,q;F Submit  nra;aTk; 

 

 

,e;j Batch  mLj;J ahUila Level f;F 

nry;Yk; vd;gJ ,q;F Fwpg;gplg; gl;Ls;sJ 
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 Log out   Verifier Level Log In   Human Resource f;Fr; nry;y Ntz;Lk;. 

 

 

 

 

 

 

 

kPz;Lk; Verify  nfhLj;jhy; ,t;thW Confirm Message tUk;.  

 

 

,q;F Click  nra;aTk; 

 

,q;F Verify  nfhLf;fTk; 
 

,t;thW te;jhy; jpUk;g Back  
nry;yTk; 
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,dp Approver Level f;Fr; nry;y Ntz;Lk;.   

 Log out   Approver Level Log In   Human Resource f;Fr; nry;y Ntz;Lk;. 

 mq;F Approve nfhLj;J Kbj;jTld; kPz;Lk; Initiator Level f;F tu Ntz;Lk;. 

 

 

 

 ,Nj Nghd;W xt;nthU Batch f;Fk; Verify, Approve nra;a Ntz;Lk;. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

me;j Batch - Verify, Approve  Kbe;J 

Initiator Level f;F ,t;thW fhl;Lk;. OK 
nfhLf;fTk;. 
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2.2 - Elements Entry - GPF Subscription 

 

 Initiator Level Log in   Human Resource   Payroll Service f;Fr; nry;y Ntz;Lk;. 

 

 

 

 

 

 

 

 

 

 

 

1 
 

 

2 Sarts with 
 

 

3 Employee Name 
 

 4 Go 
 

 

5 Employee details 
 

 6 Action 
 

 

7 Create 
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fle;j Kiw Nghd;W ,e;j Batch f;Fk; Verify, Approve nra;a Ntz;Lk;. 

 

 

 

 

 

 

 

 

 

8 Change Date 
01.06.2018 

 

 

9 Revised Amount 
 

 

Minimum Subscription Amount I 

tpl Revised Amount mjpfk; ,Ue;jhy; 

kl;LNk gjpT nra;a KbAk;.  

10 Review 
 

 

Submit 
 

 

Confirm Message 
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2.3 -Elements Entry - HRA Update 

Initiator Level Log in   Human Resource   Payroll Service f;Fr; nry;y Ntz;Lk;. 

 

 

 

 Name   HRA search Box   Input Value f;Fr; nry;y Ntz;Lk; 

 

 

HRA GRADES 

 

1  
 

 

2  
 

 3  
 

 4 Change Existing Entry Click 
nra;aTk;. Kf;fpak;. 

 

5 Tick vLj;Jtpl 

Ntz;Lk;  
 

 

6  
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Input Value tpy; gjpT nra;a Ntz;bait 

 

 

 

 

  Save   Validate   

 
 

 

 

 

 

fle;j Kiw Nghd;W ,e;j Batch f;Fk; Verify, Approve nra;a Ntz;Lk;. 

 

 

 

 

1 jw;rkak; VohtJ Cjpaf; FOtpy; ngWk; 

HRA tpy; ghjpia ilg; nra;aTk;. v.fh: 4300 
y; ghjp 2150 

 

2 Search nra;J Grade Select nra;aTk; 
 

 

3 Quarters y; HRA  thq;fhjth;fs;  
 

 4 gjptplj; Njitapy;iy 
 

 

5  
 

 

1  
 

 

2  
 

 
3  
 

 

4  
 

 

5  
 

 

6  
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2.4 - Elements Entry  - Update Salary 
 

Initiator Level Log in   Human Resource   Payroll Service f;Fr; nry;y Ntz;Lk;. 

 

 

 

 

 

 

 

1  
 

 

2 Starts with 
 

 

3 Name 
 

 

4  
 

 

5  
 

 

6  
 

 

7  
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 Review   Submit   Next Level Approvel 
 

 

 

 

 

 

1 Pay Com Search 
 

 

3 Pay Level Search 
 

 

2 Date 
 

 

4 Basic Pay Search 
 

 5 Reason Search 
 

 

6  
 

 

7  
 

 

1 Pay Com Search 
 

 

2  
 

 

3 Pay Level Search 
 

 

Next 
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3. Non Salary Deductions Entry - (NSD) 
 

Initiator Level Log in   Finance   Payroll  f;Fr; nry;y Ntz;Lk;. 

 

 

 

 

 

 

4 Basic Pay Search 
 

 

5 Reason Search 
 

 

Next 
  
 

 

Next 
 

 

2 NSD name Search 
 

 3 Benefi. Name 
 

 4 Payment - ECS 
 

 

5 Account Number 
 

 

1  
 

 

6 IFSC Search  
 

 

7  
 

 

8  
 

 

9  
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4.Pay Bill Group - Creation 
 

Initiator Level Log in   Finance   DDO Master  f;Fr; nry;y Ntz;Lk;. 

 

 

 

 

 

 

 Verify, Approve nra;a Ntz;Lk;. 

1  
 

 
2  
 

 

3 Select ur DDO 
 

 
4  
 

 

5  
 

 

fPNo cs;sJ Nghd;w jfty;fs; mLj;j 

gf;fj;jpy; gjpT nra;ag;gl Ntz;Lk; 
 

6 Don’t enter 
 

 

7 Bill Name 
 

 
8 Permanent or Temp 

 

 9 Head of Ac - 4 Letters type & Search 
 

 

10  
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5. Pay Bill - Prepration 
5.1 - Update Employees to Pay Bill Group 

 

Initiator Level Log in   Finance   Payroll  f;Fr; nry;y Ntz;Lk;. 

 

 

 

 

10 Add Bill Group 
 

 

1  
 

 2 Don’t change 
 

 
3 Search 

 

 

4 All Employee details 
 

 

5 Month - 3 Letters 
(jun) type & search 

 

 
6 Bill Group search 

 

 

7 Don’t Enter 
 

 

8 Don’t Search 
 

 

9 ,e;j gpy;ypy; 

cs;sth;fis bf; 

nra;aTk; 
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Bill Group, Date, Submit 
 

 

Confirm message - OK 
 

 

1  
 

 

2  
 

 

3  
 

 

4  
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5.2 - Process Regular Salary in a  Bill Group 
 

 

 

 

 

 

 

 

 

 

 

1 Month Search - June 2018 
 

 

2 Select your Bill Group 
 

 

3 
 

 5 
 

 

4Select all 
 

 

6 
 

 

7 
 

 

8 
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5.3 - Results - Check Employees Salary Details 
 

 

 

1 

2 
3 4 5 

1 

2 

4 
3 Regular Salary 

5 

6 

7 
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5.4 - Generate Bill 
 

 

   Getting Bill Number 

 

5.5 - Reports 

 

1 

2 

4 

3 Regular Salary 

5 

6 

7 8 
9 

1 

2 
3 

4 5 6 7 8 
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6. Employee Profile - Update 
 

Initiator Level Log in   Human Resource   Employee Profile f;Fr; nry;y Ntz;Lk;. 

 

 

 

 

 

 

 

 

 

1 2 

3 

4 

5 Update 6 Go to 3 Level Approvel 
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Fwpg;G: 

 ,r; nray;tpsf;ff; ifNaL xU rpwpa topfhl;b kl;LNk MFk;.  KOikahd 

tpsf;fk; ngw jq;fsJ rhh;epiyf; fUT+yk; / khtl;lf; fUT+yj;ij mZfTk;.   

 

ed;wp : 

 ,f;ifNaL jahhpf;f topfhl;ba <NuhL khtl;lk;> 

Nfhgpnrl;bghisak; rhh;epiyf; fUT+yj;ijr; Nrh;e;j ..... rhh;epiyf; 

fUT+y mYtyh;> cjtpf; fUT+y mYtyh;fs;> mYtyh;fs;> 

gzpahsh;fs; kw;Wk; Wipro gzpahsh;fSf;F vdJ kdkhh;e;j 

ed;wpfisj; njhptpj;Jf; nfhs;fpNwd;. 

 

 <NuhL khtl;lj;ij IFHRMS y; Kd;Ndhb khtl;lkhf Kd;ndLj;Jr; 

nry;y mauhJ ghLgl;L tUk; midj;J mYtyh;fs; kw;Wk; gzpahsh;fSf;F 

vdJ ed;wpfisj; njhptpj;Jf; nfhs;fpNwd;. 

 

                ,tz;> 
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