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Introduction

The purpose of this training document is to give the intended users step by step operating instructions in doing the Contributory Provident Fund related activities in TCS Payroll Management System. 

A fixed component is deducted every month from the salary of the employees as contribution to the Provident fund. Present rate of employee contribution to the CPF trust is 12% of (Basic + DA + DP + NPA+ Special Pay). An equivalent amount is also contributed by the corporation. In case an employee wants to contribute more to the CPF trust then he can do so, but the total contribution of the employee can not exceed his (Basic + DP + DA + NPA+ Special Pay+ Personal Pay). Employees of the organization are given advances against their contributions (limit to a maximum of Employee contribution + Voluntary Provident Fund), which is recovered in installments through salary. The Part Final and Final Payment orders are sanctioned in the HQ/Zonal offices. Part Final Payment amount is paid from the VPF, then through the Employee contribution and if still some amount needs to be paid then it is through the Employer contribution. Year End interest is computed at the end of March payroll. Journal entries are passed to the CPF SOB for interest.
About this Guide 

This user’s guide provides complete and detailed information on performing the Payroll-CPF functions in Payroll Management System.

This guide includes:

· Procedures for the tasks you need to perform

· Reference information on fields, messages and reports. 

Getting Started and Logon Process
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Click on “Click here to Login” button to login to Payroll System. The system will ask for valid user id and password.
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Use your own login credentials to login the system. Select a login location from the dropdown to login specific to that location

Note: This URL may change thereafter, so please contact your system administrator for the correct URL.

Click on the Login button. The Main Page screen appears as shown below.

[image: image4.png]2 hitp://tcs5 - Main Page - Microsoft Internet Explorer

Change Password

LIST OF MODULES

Screen Access Employee Payroll | | Dept Labour Payrall | | DPS Labour Payrall

& ore © inemet
" start € [Acnai-mb. | = [Araranol. | 3 e (7 Fet_origne





Click on the CPF button. The CPF screen appears as shown below
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1. Maintain PF Interest Rates
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	Task Name: Maintain PF Interest Rates




	Task Description:

The screen allows the user to maintain the Provident Fund Interest Rates. The slab for the computation of Year End Interest on CPF is maintained in this screen.



	Prerequisites for performing the task: 

None


	Users who can perform the task:

Users from HR/EDP/Finance departments.



	Task Procedure

	1. In the main menu select PF/Final Settlement( Maintain PF Interest Rates
2. The Maintain PF Interest Rates screen appears in Query mode.

3. To view all the existing PF Interest Rates, click on the Execute icon. To view/ enter the details specific to an Effective Date, select the Effective Date and then click on the Execute icon. Similarly to view/enter the details specific to an End Date, select the Date To and then click on the Execute icon.

4. To get the details, click on the Get Detail button.

5. To insert a new PF Interest Detail, click on the Insert icon. 

6. To Add a Row, click on the Add row button. A blank row is added at the end.

7. To delete a Row, select the row and click on the Delete Row button.

8. To save, click on the Save icon. After saving, the message “Data Saved Successfully” is displayed.

9. GO button can be used to switch between different pages.

10. To close the screen click on the Exit button.
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Field Description (Header)

	Field Name
	Field Type
	Data Type
	Description

	Date From
	Mandatory
	Date
	Select the Effective From Date

	Date To
	Non Mandatory
	Date
	Select the Effective To Date

	Rate Type
	Mandatory
	Combo Box
	Select from the Combo Box


Field Description (PF Slab Detail)

	Field Name
	Field Type
	Data Type
	Description

	Amount From
	Mandatory
	Numeric
	Enter the Lower Limit of the slab

	Amount To
	Mandatory
	Numeric
	Enter the Upper Limit of the slab

	Interest Rate
	Mandatory
	Numeric
	Enter the Interest Rate


From 1-Apr-2013 system calculate Interest per annum on CPF balance at 8.75%.

1. NOTE :  In case of final payment, If an employee enters any date for FY 2013-14 or date prior to 05-05-2014 for FY 2014-15, the system will calculate the interest rate for the final payment taking interest rate as 9%. On the other hand, if the sanction date is 05-05-2014 onwards, the system will take the interest rate as 8.75%. This is introduced as per CR-407.

 CR – 104 : 
 Changes will be made in system as per CR – 104.

System shall calculate interest on CPF balances as per FCI CPF Trust rate (current rate  9.5%)   per annum on monthly balances in the account of CPF members up to the retirement month for  the financial year 2019-20 .

System shall calculate interest on CPF balances as per RPFC rates (current rate : 8.65%) per annum on monthly balances after the retirement month of employee up to sanction date.

Interest rate for EX-Members and Current members will be maintained at headquarters level only via “Maintain PF Interest rate” screen.  

2. Maintain PF Parameters
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	Task Name: Maintain PF Parameters




	Task Description:

The screen allows the user to maintain the PF Parameters. The Maintain CPF Parameter Screen is required to allow users enter and maintain various CPF parameters, like, CPF deduction%, EPS %, EPF Wage Limit etc.



	Prerequisites for performing the task: 

None


	Users who can perform the task:

Users from HR/EDP/Finance departments.



	Task Procedure

	1. In the main menu select PF/Final Settlement( Maintain PF Parameters
2. The Maintain PF Parameters appears in Query Mode.

3. To get the previously saved PF Parameters, click on the Execute icon. The details are populated.

4. To make an Updation in the Parameters, select the Effective From Date, update the Parameter field and save the details. Effective Date cannot be lesser than the previous Effective Date.

5. To save, click on the Save icon. After saving, the message “Data Saved Successfully is displayed”.

6. To close the screen click on the Exit button.
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Field Description (PF Parameters)

	Field Name
	Field Type
	Data Type
	Description

	CPF Deduction %
	Mandatory
	Numeric
	Enter the Contributory Provident Fund percentage

	TDS On Intervening Interest %
	Mandatory
	Numeric
	Enter the TDS percentage on Intervening Interest

	EPS %
	Mandatory
	Numeric
	Enter the Employee Pension Scheme percentage

	EPS Wage Limit
	Mandatory
	Numeric
	Enter the Employee Pension Scheme Wage Limit

	FPS %
	Mandatory
	Numeric
	Enter the Family Pension Scheme percentage

	PF Loan Interest Rates
	Mandatory
	Numeric
	Enter the PF Loan Interest Rate

	Effective From
	Mandatory
	Date
	Select the Effective Date


3. Sanction CPF Advance
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	Task Name: Sanction CPF Advance




	Task Description:

The screen allows the user to Sanction and release the CPF Advance amount for the Employees. Zonal CPF Employees can use the screen.



	Prerequisites for performing the task: 

None


	Users who can perform the task:

Users from HR/EDP/Finance departments.



	Task Procedure

	1. In the main menu select PF/Final Settlement( Sanction CPF Advance
2. The CPF Advance Information screen appears in Query mode.

3. To view all the existing CPF Advance Payment details, click on the Execute icon. To view detail specific to an Employee, select the Employee No from the LOV and then click on the Execute icon.

4. To give CPF Advance to a new Employee, click on the Insert icon. Select the Employee No from the LOV. The Employee details, Employee and Employer contributions are auto populated. Enter the CPF Advance details.

5. To Generate the Report for CPF Advance, click on the Generate Report button. 

6. GO button can be used to switch between different pages.
7. Once the payment is sanctioned, cancel, release and cancel invoice button will be displayed on the screen. If release button is clicked then the invoice will be generated and sent to apps.
8. To close the screen click on the Exit button.
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Field Description (Employee Details)

	Field Name
	Field Type
	Data Type
	Description

	Employee No
	Mandatory
	Numeric
	Select the Employee No from the LOV

	Designation
	Read Only
	Characters
	Filled automatically after selecting the Employee No

	Category
	Read Only
	Characters
	Filled automatically after selecting the Employee No

	Employee Type
	Read Only
	Characters
	Filled automatically after selecting the Employee No

	CPF Code
	Read Only
	Characters
	Filled automatically after selecting the Employee No

	Present Place of Posting
	Read Only
	Characters
	Filled automatically after selecting the Employee No

	Staff Code
	Read Only
	Characters
	Filled automatically after selecting the Employee No

	Employee Status
	Read Only
	Characters
	Filled automatically after selecting the Employee No


Field Description (CPF Advance Details)

	Field Name
	Field Type
	Data Type
	Description

	Employee Contribution
	Read Only
	Numeric
	Calculated automatically

	Employer Contribution
	Read Only
	Numeric
	Calculated automatically

	VPF Contribution
	Read Only
	Numeric
	Calculated automatically

	Invoice number
	Read Only
	Numeric
	Filled automatically when the payment has been released.

	Reason for CPF Advance
	Mandatory
	Combo Box
	Select a reason from Foreign travel, illness, Marriage, religious from the combo box.

	Maximum Applicable amount
	Read Only
	Numeric
	Calculated automatically based on the Reason selected.

	Sanction Order No
	Mandatory
	Characters
	Enter the Sanction Order Number

	Sanction Date
	Mandatory
	Date
	Select the Sanction Date

	Sanctioned Amount
	Mandatory
	Numeric
	Enter the Sanctioned Amount

	No of Principal Install
	Mandatory
	Numeric
	Enter the number of Principal Installments

	Install Amount
	Mandatory
	Numeric
	Enter the Installment amount

	First Install Amount
	Mandatory
	Numeric
	Enter the amount of the first installment

	Interest Install. amount
	Read Only
	Numeric
	Calculated automatically.

	No. of interest install.
	Read Only
	Numeric
	Filled automatically.

	Recovery Start (YYYYMM)
	Read Only
	Numeric
	Enter the Recovery Start Year Month


Note:- 

· While sanctioning CPF Advance, VPF contribution will also be taken into account, along with employee subscription for the purpose of calculating maximum applicable amount for CPF Advance.

· The sanctioned amount will first be deducted from the VPF contribution (if present for the employee) and then the remaining amount if any will be deducted from the Employee Subscription.

· Sanction of CPF advance will not be allowed in previous fiscal year if CPF year-end process is completed for that fiscal year. 

· Once the payment is released, it can only be cancelled using cancel invoice button provided the generated invoice has been cancelled through apps.
CR : 119
Changes made wrt CR 119 as :

	S.NO
	Purpose
	Limit Up to Which Advance/Withdrawal may be sanctioned
	Screen Name
	Remarks

	2
	To pay obligatory expenses on account of marriage himself/herself or of his/her children or of any other person dependent on him /her
	12 month’s pay or half of the amount of subscription and interest thereon standing to the credit of the member in the fund whichever is less.
	Employee CPF Advances Information
	Current eligibility part of 6 month’s Basic + DA has been increased to 12 Month’s Basic + DA.



	3
	For higher education of children i.e. Post Matriculation/diploma
	12 month’s pay or half of the amount of subscription and interest thereon standing to the credit of the member in the fund whichever is less.
	Employee CPF Advances Information
	New

type as “Higher Education” in Advance is created




4. Sanction CPF Part Final
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	Task Name: Sanction CPF Part Final 




	Task Description:

The screen allows the user to maintain the CPF Part Final Sanction details. The functionality of CPF part final payments is required to allow users make CPF fund payments to the members/Ex-members. These payments are not done through Monthly Payroll Process and count for Over and Above Salary. Zonal CPF Employees can use the screen.



	Prerequisites for performing the task: 

None


	Users who can perform the task:

Users from HR/EDP/Finance departments.



	Task Procedure

	1. In the main menu select PF/Final Settlement( Sanction CPF Part Final 
2. The CPF Part Final Sanction screen appears in Query mode.

3. To view all the existing CPF Part Final Sanction details, click on the Execute icon. To view the detail specific to an Employee, select the Employee No from the LOV and then click on the Execute icon.

4. To sanction CPF Part Final for a new Employee, click on the Insert icon. Select the Employee No from the LOV. The Employee details, Employee and Employer contributions are auto populated. Enter the CPF Part Final Details.

5. To Generate the Report for CPF Part Final, click on the Generate Report button. 

6. GO button can be used to switch between different pages.
7. After the sanction of payment is done, release, cancel and invoice cancel button are displayed on the screen. If the release button is clicked, then an invoice is generated and sent to apps. On cancelling the sanction order the payment is cancelled in the system. The invoice cancel button cancels the invoice that has already been released.
8. To close the screen click on the Exit button.



Note:- 

· Sanction of CPF part-final payment will not be allowed in previous fiscal year if CPF year-end process is completed for that fiscal year.
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Field Description (Employee Details)

	Field Name
	Field Type
	Data Type
	Description

	Employee No
	Mandatory
	Numeric
	Select the Employee No from the LOV

	Designation
	Read Only
	Characters
	Filled automatically after selecting the Employee No

	Category
	Read Only
	Characters
	Filled automatically after selecting the Employee No

	Employee Type
	Read Only
	Characters
	Filled automatically after selecting the Employee No

	CPF Code
	Read Only
	Characters
	Filled automatically after selecting the Employee No

	Present Place of Posting
	Read Only
	Characters
	Filled automatically after selecting the Employee No

	Staff Code
	Read Only
	Characters
	Filled automatically after selecting the Employee No

	Employee Status
	Read Only
	Characters
	Filled automatically after selecting the Employee No


Field Description (CPF Part Final Details)

	Field Name
	Field Type
	Data Type
	Description

	Employee Contribution
	Read Only
	Numeric
	Filled automatically

	Employer Contribution
	Read Only
	Numeric
	Filled automatically

	VPF Contribution
	Read Only
	Numeric
	Filled automatically

	Invoice Number
	Read Only
	Numeric
	Filled automatically when the payment is released.

	Sanction Order No
	Mandatory
	Characters
	Enter the Sanction Order Number

	Sanction Date
	Mandatory
	Date
	Enter the Sanction Date

	Reason for CPF Part Final
	Mandatory
	Combo Box
	Select from the Combo Box

	Maximum Applicable Amount
	Mandatory
	Numeric
	Filled Automatically when the reason for CPF Part Final is selected from the combo box

	Sanctioned Amount
	Mandatory
	Numeric
	Enter the Sanctioned Amount

	Withdrawal from Employee Subs
	Mandatory
	Numeric
	Enter the Employee subs. amount and it cannot be more than 90% of Employee Contribution

	Withdrawal from Employer Subs
	Mandatory
	Numeric
	Enter the Employer subs. amount and it cannot be more than 90% of Employer Contribution

	Withdrawal from VPF subs
	Mandatory
	Numeric
	Enter the VPF subs. amount and it cannot be more than 90% of VPF Contribution


Part-Final can be sanctioned under following Reason head.
1. Ready to Built :- Can be paid anytime. 

Maximum applicable amount for ' Built ':

It is the least of 36*(DA+DP+NPA+Stagnation_increment_Amount+Basic+GradePay)    and sum of ( Employee Contribution +Employer  Contribution+ VPF Contribution)

2. Before Retirement  :- It can be paid within a period of 1 year prior and  the  retirement date in which 90% of CPF amount can be paid. 

 Maximum applicable amount for  ' Retirement ':

 It is  0.9 * (Employee Contribution + Employer  Contribution+ VPF Contribution) 

3. Renovation: - New Renovation Payment can be availed only after 5 years of Ready to Built/Plot Purchase/Construction/Renovation Payment. 

Maximum applicable amount for  ' Renovation '
It is the least of 12*(DA+DP+NPA+Stagnation_increment_Amount+Basic+GradePay)                                   and Employee Contribution+ VPF Contribution
4. Construction: - Can be paid anytime.

Maximum applicable amount for  ' Construction ' : 

It is the leastof18*(DA+DP+NPA+Stagnation_increment_Amount+Basic+GradePay)  and sum of ( Employee Contribution +Employer  Contribution+ VPF Contribution)
5. Plot purchase:- Can be paid anytime.

Maximum applicable amount for  ' Plot purchase ':

It is the least of18*(DA+DP+NPA+Stagnation_increment_Amount+Basic+GradePay) and sum of ( Employee Contribution +Employer  Contribution+ VPF Contribution)
   Part-final can be paid maximum of 6 times, 1 entry for “Before Retirement ”, 4 entry for    collectively for “Ready to Built, Construction, Plot purchase” and 1 entry for “Renovation”.

  In part-final, maximum amount that can be paid from any head i.e Employee and Employer is 90%.

6. Re Payment of Home Loan:- Can be paid anytime.

Maximum applicable amount for  ' Re-Payment of Home Loan':
It is the least of 36*(DA+DP+NPA+Stagnation_increment_Amount+Basic+GradePay) and sum of ( Employee Contribution +Employer  Contribution+ VPF Contribution) or the amount of outstanding principal and interest of said loan, whichever is lower.
Only above two conditions are applied in FAP as the third condition of 'Loan & Interest Outstanding' is not available in FAP. CPF Division shall verify the same while sanctioning.

(Note : Above change wrt CR 119)
7. COVID-19 Withdrawal
Withdrawn from the Fund for the event of outbreak of epidemic or pandemic

Maximum applicable amount for  ' Covid-19 Withdrawal:
3 month’s pay (Basic + Da) or up to 75% of the amount standing to member’s credit in their CPF account, whichever is lower

(Note : Above change wrt CR 132)

Note:-

· On clicking the Release button, an invoice is sent to the Accounts Payable module of the FAP.

· Sanction of CPF final payment will not be allowed in previous fiscal year if CPF year-end process is completed for that fiscal year.

· Once the payment is released the same can be cancelled through invoice cancel button provided the invoice has been cancelled through apps.
Note:-

PF balances (Employee contribution, Employer contribution, VPF) of Employee/labor should be updated as soon as PF Advance or Part Final is sanctioned through the system.
5. Release CPF Final Payment
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	Task Name: Release CPF Final Payment




	Task Description:

The screen allows the user to release the Final CPF Payment of the Employees.



	Prerequisites for performing the task: 

None


	Users who can perform the task:

Users from HR/EDP/Finance departments.



	Task Procedure

	1. In the main menu select PF/Final Settlement ( Release CPF Final Payment
2. The Release CPF Final Payment screen appears in Query mode.

3. To view all the existing CPF Final Payments details, click on the Execute icon. To view details specific to an Employee, select the Employee No from the LOV and then click on the Execute icon.

4. To release CPF Final Payment of an Employee, click on the Insert icon. Select the Employee No from the LOV, the Employee details are populated.

5. To get the CPF Final Payment Details, click on the Get Payment Details button.

6. To generate the Report for CPF Final Payment, click on the Generate Report button
7. GO button can be used to switch between different pages. Invoice cancel button is used to cancel the invoice of the released payment.
8. To close the screen click on the Exit button.
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Note: On clicking the Release button, an invoice is sent to the Accounts Payable module of the FAP. If there’s any intervening interest, the tax code will be attached to that in the distribution line for deduction of TDS.

Note:- Once the invoice is released, it can be cancelled using invoice cancel button provided it has been cancelled through apps..

Field Description (Employee Details)

	Field Name
	Field Type
	Data Type
	Description

	Employee No
	Mandatory
	Numeric
	Select the Employee No from the LOV

	Designation
	Read Only
	Characters
	Filled automatically after selecting the Employee No

	Category
	Read Only
	Characters
	Filled automatically after selecting the Employee No

	Employee Type
	Read Only
	Characters
	Filled automatically after selecting the Employee No

	CPF Code
	Read Only
	Characters
	Filled automatically after selecting the Employee No

	Present Place of Posting
	Read Only
	Characters
	Filled automatically after selecting the Employee No

	Staff Code
	Read Only
	Characters
	Filled automatically after selecting the Employee No

	Employee Status
	Read Only
	Characters
	Filled automatically after selecting the Employee No


Field Description (CPF Final Payment Details)

	Field Name
	Field Type
	Data Type
	Description

	Sanction Date
	Mandatory
	Date
	Select the Sanction Date

	Sanction Order No.
	Mandatory
	Characters
	Enter the Sanction Order Number

	Invoice Number
	Read Only
	Characters
	Filled automatically

	Employee Contribution
	Read Only
	Numeric
	Filled automatically on clicking on the Get Payment Details button

	Employer Contribution
	Read Only
	Numeric
	Filled automatically on clicking on the Get Payment Details button

	Interest on Employee Contribution
	Read Only
	Numeric
	Filled automatically on clicking on the Get Payment Details button

	Interest on Employer Contribution
	Read Only
	Numeric
	Filled automatically on clicking on the Get Payment Details button

	Interest for Intervening Period
	Read Only
	Numeric
	Filled automatically on clicking on the Get Payment Details button

	TDS on Interest for Intervening Period
	Read Only
	Numeric
	Filled automatically on clicking on the Get Payment Details button

	Sanction Amount
	Read Only
	Numeric
	Filled automatically on clicking on the Get Payment Details button

	Net Payable Amount
	Read Only
	Numeric
	Filled automatically on clicking on the Get Payment Details button


6. Maintain PF Details
	Task Name: Maintain PF Details



	Task Description:

The screen maintains all the details with regard to Employees PF, viz. the employee’s contribution, employer’s contribution, the interest rate on the Provident Fund, the opening balance and the closing balance of the PF during a financial year.



	Prerequisites for performing the task: 

None


	Users who can perform the task:

Users from HR/EDP/Finance departments.



	Task Procedure

	1. From the main menu select PF/Final Settlement ( Maintain PF Details.

2. The Maintain PF Details screen appears in Query mode.

3. Select the Employee Number from the LOV, select the From Year from the LOV and click on the execute icon after which the Provident Fund Account Number, To Year and other header fields get populated Or Click on the Execute toolbar icon.

4. To view the existing records/add new records/delete existing records, first click on the Get Detail button. 

5. To insert a new set of record click on the Insert toolbar icon. Select Employee Number from the LOV, select the From Year from the LOV. The user can also put opening balance. Then click on the Save toolbar icon. After successful saving, message “Data Saved Successfully” is displayed.

6. The Provident Fund Account Number field is populated.
7. For modifying or adjusting the open balances of PF or Interest, the user needs to click on the Adjust PF button. Now a screen will appear to perform the required adjustments. To see the history of all the adjustments made on the open balances, click on the View Adjust PF History button.
8. For defining monthly PF detail click on the Add Row button. A new blank row will be inserted. Please be careful not to define duplicate from year month for the employee.

9. There is no provision to modify the monthly PF detail also, but the user can always modify or adjust it. To adjust the monthly PF detail, the user has to click on the check box of the corresponding year month, then click on the Adjust PF Detail button. Now a screen will appear to perform the required adjustments. To see the history of all the adjustments made on the monthly detail, click on the View Adjust PF History button by selecting a year month from the monthly PF detail grid.

10. There is no provision of deleting a record which is already saved. So please be careful saving monthly PF details.




Note:-

1).Amount displayed under “PF Detail” header are displayed according to Remittances

For eg: CPF deducted amount i.e employee deduction, employer contribution, VPF deduction for 2012-AUG (201208) month payroll will be displayed under SEPT-2012 (201209) column.

2) When either header level or detail level adjustment will be entered in the system, the system will check if that adjustment results in negative opening or closing balance of respective CPF head for that financial year or any consecutive financial year.


3)  If that adjustment leads to negative opening or closing balance then the system will display an error message.   
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To adjust the PF Opening Balance and monthly details , please refer the following screen.
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To view the adjustment history, pls refer the following screen:
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Field Descriptions (Header)

	Field Name
	Field Type
	Description

	Employee Number
	Mandatory 
	User can select the Employee Number from the LOV or can type the same.

	Provident Fund Account Number
	Locked
	Automatically fetched from HR table.

	From Year
	Mandatory
	Start of financial year. The user has to click on the LOV and select the value from the look-up screen in query mode. And user has to enter the value in insert mode.

	To Year
	Mandatory
	End of financial year. The user has to enter this value.

	PF Type 
	Locked
	Picked up automatically from Employee Master. The various PF Types are CPF, GPF, EPF, ENCPF.

	Opening Balance
	
	Opening Balance of PF for the year Employee and Employer are separately shown.

	Employee’s Contribution (PF)
	Updatable /

Read Only
	Opening balance of Employee’s contribution. Updatable in insert mode. Read only in execute mode.

	Employer’s Contribution (PF)
	Updatable /

Read Only
	Opening balance of Employer’s contribution. Updatable in insert mode and Read only in execute mode.

	VPF (PF)
	Updatable /

Read Only
	Opening balance of VPF. Updatable in insert mode and Read only in execute mode.

	Employee’s Contribution (Interest)
	Updatable /

Read Only
	Opening balance of Employee’s contribution interest. Updatable in insert mode and Read only in execute mode.

	Employer’s Contribution (Interest)
	Updatable /

Read Only
	It is the percentage of Interest payable on Employers Contribution. This is changed from year to year as per the Government Of India regulation. Currently the interest rate stands at 8.75%
NOTE: In case of final payment, If an employee enters any date for FY 2013-14 or date prior to 05-05-2014 for FY 2014-15, the system will calculate the interest rate for the final payment taking interest rate as 9%. On the other hand, if the sanction date is 05-05-2014 onwards, the system will take the interest rate as 8.75%. This is introduced as per CR-407.



	VPF (Interest)
	Updatable /

Read Only
	Opening balance of VPF interest. Updatable in insert mode and Read only in execute mode.

	Closing Balance
	
	Closing balance for the Employee’s and Employer’s contribution. The interest is calculated at the end of the financial year wherein the closing balance reflects the interest accrued to the members fund. This will also reflect PF transfer from the previous organization of the Employee, if any.

	Employee’s Contribution (PF)
	Read Only
	Closing balance of employee’s contribution. [Effect basic need be taken after applying EOL/HPL days]

	Employer’s Contribution (PF)
	Read Only
	Closing balance of Employer’s contribution. 

	VPF(PF)
	Read Only
	Closing balance of VPF

	Employee’s Contribution (Interest)
	Read Only
	Closing interest balance of Employee’s Contribution. 

	Employer’s Contribution (Interest)
	Read Only
	Closing interest balance of Employer’s Contribution.

	VPF(Interest)
	Read Only
	Closing interest balance of VPF.

	Transfer In Amount
	
	

	Employee's Subscription
	Optional
	Employee's Subscription. The user has to enter this value.

	Transfer Date
	Optional
	Date of Transfer of Employee’s Subscription. The user has to select the Transfer Date from the calendar.

	Employer’s Contribution
	Optional
	Employer’s Contribution. The user has to enter this value.

	Transfer Date
	Optional
	Date of Transfer of Employer’s Contribution. The user has to select the Transfer Date from the calendar.

	Voluntary PF
	Optional
	Voluntary PF. The user has to enter this value.

	Transfer Date
	Optional
	Date of Transfer of Employer’s Contribution. The user has to select the Transfer Date from the calendar.

	Transfer Out Amount
	
	

	Employee's Subscription
	Optional
	Employee's Subscription. The user has to enter this value.

	Transfer Date
	Optional
	Date of Transfer of Employee’s Subscription. The user has to select the Transfer Date from the calendar.

	Employer’s Contribution
	Optional
	Transfer out Employer’s Contribution. The user has to enter this value.

	Transfer Date
	Optional
	Date of Transfer of Employer’s Contribution. The user has to select the Transfer Date from the calendar.

	Voluntary PF
	Optional
	Voluntary PF. The user has to enter this value.

	Transfer Date
	Optional
	Date of Transfer. The user has to select the Transfer Date from the calendar.


Field Descriptions (Details)

	Field Name
	Field Type
	Description

	Year Month
	Read Only 
	Year and month of the financial year. The user has to enter this value.

	Employee’s Subscription
	Optional
	Monthly Employee’s Subscription in PF. This is an optional field.

	Employer’s Contribution
	Optional
	Monthly Employer’s Subscription in PF. This is an optional field.

	Voluntary PF
	Optional
	Monthly VPF Subscription in PF. This is an optional field.

	Amount Taken as Advance from Employee’s subscription
	Optional
	Monthly Amount taken as advance from employee’s subscription. This is an optional field.

	Amount Taken as Advance From VPF
	Optional
	Monthly Amount taken as advance from VPF. This is an optional field.

	Adv Date
	Optional
	Advance taken date.

	Refund of Advance
	Optional
	Refund of advance. This is an optional field.

	Adv Ref Date
	Optional
	Advance refund date.

	Interest on Advance
	Optional
	Interest on the advance taken.

	Amount Withdrawn Employee
	Optional
	Amount withdrawn by employee. This is an optional field.

	Amount Withdrawn Employer
	Optional
	Amount withdrawn by employer. This is an optional field.

	Amount Withdrawn VPF
	Optional
	Amount withdrawn from VPF. This is an optional field.

	Withdrawn Date
	Optional
	Amount withdrawn date.

	EPS
	Optional
	Employee Pension Scheme 

	PF Arrear
	Optional
	Enter arrear on PF if any .


1) NOTE:- Negative EPS amount is not remitted, the  amount is adjusted from the Employer Contribution to nullify the negative amount.

7. CPF Approval/Rejection Screen
	Task Name: CPF Approval/Rejection Screen



	Task Description:

The screen maintains all the details of Employees/Labours whom requests are pending or approved or rejected. The screen shows the list of employees as per filter condition.


	Prerequisites for performing the task: 

None


	Users who can perform the task:

Users from HR/EDP/Finance departments.



	Task Procedure

	1. From the main menu select Approval tab ( CPF Approval Screen.
2. In query mode, search about employee/labour for which entries are already feed in the system for approval or rejection.

3. In case where any new employee is created in payroll and goes for CPF Approval, there Rejection button is disabled i.e. the approver cannot reject the employee’s request, it can only be approved.
4. In insert mode, select the Employee from LOV.

5. Select the Approval status from drop down in Approval Status section.

6. Click on Get Detail button, which displays list came for approval.

7. Tick the check box for which approver wants to approve the CPF and put remarks if any in remark field.

8. Click on Approve/Reject button to save the data.

 


Field Descriptions (Header):

	Field Name
	Field Type
	Description

	Employee Number
	Mandatory 
	User can select the Employee Number from the LOV.

	Unit Code
	Mandatory
	User can select the unit code from LOV.

	Approval Status
	Optional
	Select the option from drop down.


Screenshot under CPF module:
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Screenshot of CPF Approval Screen:
[image: image20.png]CPF APPROVAL/REJECTION

s
Employee [159530 | 'suopoes Approval Status [Pending =]
Unit Code (157 |1, Fott Regnaiffe Shang0ieF)

T 1 159530/ SUDPOEB FD11 RegionalOffe. Shiong(NEF) 95217 (CHRISTINA ROSE DKHAR PRONOTION 191u2013





8. Zone Surrender Screen
	Task Name: Zone Surrender Screen



	Task Description:

The screen provides the facility for employee/labour for their zone surrender that is if any employee/labour wants to change the zone for an reason either it is transfer, retirement or any other then they can opt for this.


	Prerequisites for performing the task: 

None


	Users who can perform the task:

Users from HR/EDP/Finance departments.



	Task Procedure

	1. From the main menu select Approval tab ( Zone Surrender Screen.
2. In query mode, search about employee/labour for which entries are already feed in the system.
3. In insert mode, select the Employee from LOV.

4. Select the New Zone form drop down in Approval Status section.

5. Give the reason for surrendering zone, it is an optional field.

6. Save the entry for particular employee, from now onwards it will be shown to corresponding ZO for approval.




Field Descriptions (Header):

	Field Name
	Field Type
	Description

	Employee Number
	Mandatory 
	User can select the Employee Number from the LOV.

	Employee Name
	Locked
	Name of Employee of selected employee number.

	Retirement Date
	Locked
	Retirement date of employee.

	Staff Code
	Locked
	Staff code for selected employee.

	CPF Code
	Locked
	CPF Code of selected employee.

	Present Location
	Locked
	Present place of posting of employee/labour.


Field Descriptions (Detail Section):

	Field Name
	Field Type
	Description

	Current Zone
	Locked
	Displays the zone information in which the employee is.

	New Zone
	Mandatory
	Select the new zone from drop down.

	Reason For Zone Surrender
	Optional
	Description for zone surrendering.

	Status
	Locked
	Shows the status of employee.


Screenshot of Zone Surrender Screen:
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Note:-

When zone surrender of an employee is done from unfreeze to freeze zone.

Then only on CPF approval via CPF approve screen, the CPF-interest will be calculated by the system for those particular which are already freeze on the destination zone.

9. Reports

9.1. Monthly PF Details (Location Wise)
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	Task Name: Monthly Provident Fund Details (Location Wise) Report




	Task Description:

This Report gives the PF details of the Employees posted at the current location for the specified Year Month. This will be a monthly report.

	Prerequisites for performing the task: 

None


	Users who can perform the task:

Users from HR/EDP/Finance departments.



	Task Procedure

	1. the main menu select Reports ( PF Details (Location Wise)
2. The PF Details (Location Wise) report screen appears.

3. Enter the Year Month, for which the report is needed.

4. To generate the report, click on the Generate PF Details Report button.

5. To close the screen click on the Exit button.
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Field Description (Report Parameters)

	Field Name
	Field Type
	Data Type
	Description

	Year Month
	Mandatory
	Numeric
	Enter the Year Month, for which the report is needed.
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Note:  

Monthly PF detail Report brings the amount deducted from employees salary, it does not contain adjusted amount. (Adjustment amount is done at Zonal level from Maintain Pf detail screen)

9.2. Master Opening/Closing Balance Report

[image: image25.png]HomePage -

© hipy/iciepnicinT7T8/TestMainPagedo





	Task Name: Master Opening/ Closing balance Report




	Task Description:

This Report gives the Opening/Closing balance details for the employees of the current location for the specified Financial Year. 

Report of Master Opening and Closing Balance Report will help to get the detail of opening and closing balance over zones. This report will be an annual report.



	Prerequisites for performing the task: 

None


	Users who can perform the task:

Users from HR/EDP/Finance departments.



	Task Procedure

	1. the main menu select Reports ( Master Opening/Closing Balance
2. The Master Opening/Closing Balance report screen appears.

3. Select the Employee No from the LOV, to get the report of a specific Employee. Otherwise just enter the From & To Year fields, to get the report for all the employees.

4. To generate the report, click on the Generate Master Opening/Closing Report button.

5. To close the screen click on the Exit button.
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Field Description (Report Parameters)

	Field Name
	Field Type
	Data Type
	Description

	Employee Number
	Optional
	Numeric
	Select the Employee No from the LOV, to get the report of a specific Employee 

	From Year (YYYY)
	Mandatory
	Numeric
	Enter the From Year of the Financial Year

	To Year (YYYY)
	Mandatory
	Numeric
	Enter the To Year of the Financial Year
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9.3. Annual PF details Report

	Task Name: Annual PF Details



	Task Description:

This report will display the monthly Employee as well as monthly Employer contribution. 

It also has the details of the progressive monthly balances and the interest applicable for the financial year.  


	Prerequisites for performing the task: 

None


	Users who can perform the task:

Users from HR/EDP/Finance departments.



	Task Procedure

	1. the main menu select Reports ( Annual PF Details Report
2. The Annual PF Details Report screen appears.

3. Select the Employee No from the LOV, to get the report of a specific Employee. Otherwise just enter the From and To Year to get the report for all the employees for that particular period.

4. To generate the report, click on the Generate Annual PF Details Report button.

5. To close the screen click on the Exit button.
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Field Description (Report Parameters)

	Field Name
	Field Type
	Data Type
	Description

	Employee Number
	Optional
	Numeric
	Select the Employee No from the LOV, to get the report of a specific Employee 

	From Year 
	Mandatory
	Numeric
	Enter the From Year for which the report needs to be generated.

	To Year 
	Mandatory
	Numeric
	Enter the To Year for which the report needs to be generated.


NOTE  :

At the end of the report there will be a remarks section which will display the details of the adjustments that have been made for that employee that includes both adjustments made on the open balances and monthly detail.
9.4. CPF Control Register
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	Task Name: CPF Control Register



	Task Description:

This Report gives the Zone wise CPF details of the Employee type selected in the parameter page for the month. This is a monthly report.

	Prerequisites for performing the task: 

None


	Users who can perform the task:

Users from HR/EDP/Finance departments.



	Task Procedure

	1. Login in Discoverer Viewer. Select  PF Control Register -> Sheet 1.

2. Enter Zone, Year Month and Employee Type.

3. Click on Go.


	4. Report will be generated
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Field Description (Report Parameters)

	Field Name
	Field Type
	Data Type
	Description

	Zones
	Mandatory
	Alphabet
	Enter the Zone, for which the report needs to be generated.

	Site Id
	optional
	Alphabet
	Enter the site, for which the report needs to be generated



	From year
	Mandatory
	Numeric
	Enter the year month from which the report needs to be generated.

	To year
	Mandatory
	Numeric
	Enter the year month upto which the report needs to be generated.
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Note:  

CPF control Register Report brings the amount deducted from employees salary, it does not contain adjusted amount. (Adjustment amount is done at Zonal level from Maintain Pf detail screen)

9.5. Master Opening and Closing Balance
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	Task Name: Master Opening Closing Balance



	Task Description:

This Report gives the Parent Zone wise Opening Closing Balance of the Employee type selected in the parameter page for the financial year.

	Prerequisites for performing the task: 

None


	Users who can perform the task:

Users from HR/EDP/Finance departments.



	Task Procedure

	1. Login in Discoverer Viewer. Select Master Opening Closing Balance -> Sheet 1.

2. Enter Parent Zone, From Year, To Year and Employee Type.
3. Click on Go.


	4. Report will be generated.
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Field Description (Report Parameters)

	Field Name
	Field Type
	Data Type
	Description

	Parent Zone
	Mandatory
	Numeric
	Enter the Parent Zone Code, for which the report needs to be generated.

	From Year
	Mandatory
	Numeric
	Enter the From Year, for which the report needs to be generated



	To Year
	Mandatory
	Numeric
	Enter the From Year, for which the report needs to be generated



	Employee Type
	Mandatory
	Alphabet
	Enter the employee type for which the report needs to be generated.

	CPF Code
	Mandatory
	Alphabet
	Enter the CPF code of the employee to view the detail of the employee.
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NOTE :  This Report is static for the Previous Financial Years but the data may Vary for the current Financial Year.

9.6. CPF  List Of Sanctions
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	Task Name: CPF List Of Sanctions



	Task Description:

This Report gives the Zone wise List of sanctions between the dates specified in the parameter page. It also specifies the retirement date of the employee/labour.

	Prerequisites for performing the task: 

None


	Users who can perform the task:

Users from HR/EDP/Finance departments.



	Task Procedure

	1. Login in Discoverer Viewer. Select  List of Sanctions -> Sheet 1.

2. Enter Zone, From Date and To Date

3. Click on Go. 


	4. Report will be generated.
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Field Description (Report Parameters)

	Field Name
	Field Type
	Data Type
	Description

	Zones
	Mandatory
	Alphabet
	Enter the Zone, for which the report needs to be generated.

	From Date
	Mandatory
	Date
	Enter the From Date for which the report needs to be generated.


	To Date
	Mandatory
	Date
	Enter the To Date for which the report needs to be generated.
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Columns of  Report
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9.7. CPF Interest Calculation (Yearly)
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	Task Name: CPF Interest Calculation (Yearly)



	Task Description:

This Report gives the Location wise CPF balance and interest details between the year specified in the parameter page. This report can also be generated for a single employee.

	Prerequisites for performing the task: 

None


	Users who can perform the task:

Users from HR/EDP/Finance departments.



	Task Procedure

	1. Login in Discoverer Viewer. Select  CPF Interest Calculation Yearly -> Sheet 1.

2. Enter Location Code, From Year and To Year.
3. Click on Go. 
4. If Report needs to be generated for an employee. Enter the Employee number and then click on Go.


	5. Report will be generated.
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Field Description (Report Parameters)

	Field Name
	Field Type
	Data Type
	Description

	Location Code
	Mandatory
	Numeric
	Enter the location Code, for which the report needs to be generated.

	From Year
	Mandatory
	Numeric
	Enter the From Year for which the report needs to be generated.


	To Year
	Mandatory
	Numeric
	Enter the To Year for which the report needs to be generated.


	Employee Number
	Non- Mandatory
	Numeric
	Enter the Employee number for which the report needs to be generated.
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9.8. PS3
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	Task Name: PS3



	Task Description:

This Report gives employee wise contribution of pf of employee , employer and vpf in detail.

	Prerequisites for performing the task: 

None


	Users who can perform the task:

Users from HR/EDP/Finance departments.



	Task Procedure

	1. the main menu select Reports ( Pension Scheme -> PS3
2. The PS3 screen appears.

3. Enter the Financial Year in YYYYMM format. 
4. To generate the report, click on the 3 PS Report button.
5. To close the screen click on the Exit button.
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9.9. PS 4
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	Task Name: PS4



	Task Description:

This Report gives employee wise contribution of pf of employee , employer and vpf in detail.

	Prerequisites for performing the task: 

None


	Users who can perform the task:

Users from HR/EDP/Finance departments.



	Task Procedure

	1. the main menu select Reports ( Pension Scheme -> PS4
2. The PS4 screen appears.

3. Enter the Financial Year in YYYYMM format. 
4. To generate the report, click on the 4 PS Report button.
5. To close the screen click on the Exit button.
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9.10. PS 5
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	Task Name: PS5



	Task Description:

This Report gives employee wise contribution of pf of employee , employer and vpf in detail.

	Prerequisites for performing the task: 

None


	Users who can perform the task:

Users from HR/EDP/Finance departments.



	Task Procedure

	1. the main menu select Reports ( Pension Scheme -> PS5
2. The PS5 screen appears.

3. Enter the Financial Year in YYYYMM format.

4. To generate the report, click on the 5 PS Report button.

5. To close the screen click on the Exit button.



9.11. PS 6
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	Task Name: PS6



	Task Description:

This Report is a statement of contribution for the month.

	Prerequisites for performing the task: 

None


	Users who can perform the task:

Users from HR/EDP/Finance departments.



	Task Procedure

	1. the main menu select Reports ( Pension Scheme -> PS6
2. The PS6 screen appears.

3. Enter the Financial Year in YYYYMM format . 
4. To generate the report, click on the 6 PS Report button.
5. To close the screen click on the Exit button.
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9.12. PS 7
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	Task Name: PS7



	Task Description:

This Report gives employee wise contribution of pf of employee , employer and vpf in detail.

	Prerequisites for performing the task: 

None


	Users who can perform the task:

Users from HR/EDP/Finance departments.



	Task Procedure

	6. the main menu select Reports ( Pension Scheme -> PS7
7. The PS7 screen appears.

8. Enter the Financial Year in YYYYMM format, You can also Select the Employee Number from the LOV  to get the report of a specific Employee. 
9. To generate the report, click on the 7 PS Report button.
10. To close the screen click on the Exit button.
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Field Description (Report Parameters)

	Field Name
	Field Type
	Data Type
	Description

	Financial Year
	Mandatory
	Numeric
	Enter the Year Month in YYYYMM format.

	Employee Number
	Non- Mandatory
	Numeric
	Enter the Employee number for which the report needs to be generated.
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9.13. PS8 
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	Task Name: PS8



	Task Description:

This Report gives Month wise contribution of pf of employee , employer and vpf .

	Prerequisites for performing the task: 

None


	Users who can perform the task:

Users from HR/EDP/Finance departments.



	Task Procedure

	1. the main menu select Reports ( Pension Scheme -> PS7
2. The PS7 screen appears.

3. Enter the Financial Year in YYYYMM format for which the report needs to be generated. 
4. To generate the report, click on the 7 PS Report button.
5. To close the screen click on the Exit button.
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Field Description (Report Parameters)

	Field Name
	Field Type
	Data Type
	Description

	Financial Year
	Mandatory
	Numeric
	Enter the Year Month in YYYYMM format.
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9.14. Quarterly CPF List of Sanction Report through Discoverer

Process to access the same is as follows.

· Enter Discoverer Login Credentials with FCI Discoverer responsibility.
· Select 'Quarterly E returns' report.
· Enter the following parameters :-
· Site Code (through LOV).
·  From Date (in YYYYMM format).
·  To Date ( in YYYYMM format)
·  Employee Type (e.g. E/L/D)
9.15. CPF E-sewa Report

CPF E-sewa Report is developed to cater the purpose of providing detail to EPFO.

Report can be run from Discoverer –
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	Task Name: CPF E-sewa Report



	Task Description:

This report will provide the Employees CPF detail for a given Month.

	Prerequisites for performing the task: 

Payroll should have been processed for the month for which report is run.


	Users who can perform the task:

All users who has access of Discoverer Reports.


	Task Procedure

	1. Login to Discoverer Reports.

2. Select FCI Discoverer in Reponsibility.

3. Select End User Layer ‘EUL_US’

4. Select ‘CPF E-Sewa’ Workbook

5. Enter Parameters.

1) Employee Type – Employee-‘E’,DPS Labour-‘D’,Departmental Labour –‘L’

2) Year/Month (Format ‘yyyymm’  e.g. for August  2012 Enter 201208).

3) Parent Zone (select from available List of Values e.g ‘EA11 Zonal Office East’)
4) Present Unit (Select from List of Values e.g ‘EC12 District Office BHAGALPUR’)
5) Report Type : Enter 1 for fetching Report without Adjustment and 2 for Report with adjustment.

	Reference 

	Approach Note - New CPF schedule report in Discoverer.

	Other

	1. There would not be any record for the transferred and suspended employees in this report.

2. Employee those salaries not prepared in the current month the data for the same would not be appeared in report.

3. Employees working on deputation in FCI will not come in above report.


This report would be generating on the below parameters:-
1. Employee Type 

	Employees
	E

	DPS Labor
	D

	Departmental Labor
	L


2. Year/Month (Format ‘yyyymm’  e.g. for August  2012 Enter 201208).

3. Parent Zone (select from available List of Values e.g ‘EA11 Zonal Office East’)
4. Present Unit (Select from List of Values e.g ‘EC12 District Office BHAGALPUR’)
Parameters 1,2 are mandatory and one among 3 and 4 is mandatory.

If user selects Parent Zone – Report will provide the detail according to parent zone values of employee/Labour irrespective of their present location.

If user selects Present Unit – Report will provide the detail according to Employee/Labour’s Present Unit irrespective of their parent zone.

There are two options for viewing E-Seva :

1. E-Seva in which any pf adjustment made after remittance will not be reflected. This report will freeze during the process of remittance.

2. E-Seva in which any pf adjustment made after remittance will be reflected.

The report will show following detail based on above selected parameters.

	Sr. No.
	Field Name 
	Description
	EPFO format field Name

	1
	EPS No
	This column will display EPS Number of employee.
	Member ID

	2
	CPF Code
	This column will display CPF code of employee.
	

	3
	Member Name
	This column will display the name of employee.
	Member Name

	4
	Epf Wages
	This column will display the payments which made against pay codes Basic, DA, Grade Pay, Stagnation Increment, Advance Increment, on-Practice Allowance, Family Planning Allowance, Special Pay, Personal Pay for future Increment, Higher qualification Allow Sportsmanship for given year Month.


	EPF Wages

	5
	EPS Wages
	This column will display the deductions made against pay code 516(CPF Deduction) for given Year Month. The ceiling is raised to Rs 15000. Also no EPS will be deducted for the employees who have joined after 01-SEP-2014 and the pay is more than Rs 15000.If the amount of EPS Wage becomes more than 15000 then the amount of EPS Wage would be 15000 otherwise calculated amount would be display.


	EPS Wages

	6
	Epf Ee Cont Due
	This column will display CPF Contribution of employee.
	EPF Contribution (EE Share) Due

	7
	Epf Employee Cont Remit
	This Column will display CPF contribution to be remitted
	EPF Contribution (EE Share) remitted

	8
	Epf Vpf Cont Due
	This column will display the Voluntary Contribution due.
	

	9
	Epf Vpf Cont Remit
	This column will display the Voluntary Contribution to be remitted.
	

	10
	EPS Contribution Due
	This column will display the EPS amount of employee.

	EPS Contribution due

	11
	Eps Contribution Remit
	This column will display the EPS amount of employee to be remitted
	EPS Contribution being Remitted

	12
	Employer Contribution Due
	This column will display CPF Contribution of employer.


	EPF Contribution (ER Share) due

	13
	Employer Contribution Remit
	This column will display CPF Contribution of employer being remitted.


	EPF Contribution (ER Share) remitted

	14
	Ncp Days
	The Days for which no CPF contribution is deducted.
	NCP Days

	15
	Refund Of Advances 
	This column will display advance refund by the employee.


	Refund of Advances

	16
	Arrear Epf Wages
	This column will display CPF wages for past months. In accordance with point 4.
	Arrear EPF wages

	17
	Arrear Epf Employee Share
	This column will display the CPF arrear contribution of employee.


	Arrear EPF EE Share

	18
	Arrear Epf Employer Share
	This column will display the CPF arrear contribution of employer.
	Arrear EPF ER Share

	19
	Arrear Eps Share
	This column will display the EPS contribution on arrears.
	Arrear EPS share

	20
	F H Name
	This column will display the father’s  or husband’s name of the employee (Applies for current month joinee otherwise blank)
	Father’s/Husband Name

	21
	Relationship With Member
	Relationship with the member will be ‘H’ for married females,otherwise ‘F’.

H- Husband,F-Father
	Relationship With Member

	22
	Date Of Birth
	This column will display the Date of birth of an employee.
	Date Of Birth

	23
	Gender
	This column will display the gender of employee (Applied for current month joinees otherwise Blank)
	Gender

	24
	Epf Joining Date
	This column will display the date of joining for those employees who are having joining date in given year month.
	Date of joining EPF

	25
	Eps Joining Date
	This column will display the EPS entitlement date of employee (Applies for current month joinees otherwise blank)
	Date of joining EPS

	26
	Epf Exit Date
	Date of retirement for the employees retired during current month. Otherwise blank.
	Date of Exit from EPF

	27
	Eps Exit Date
	EPS exit date due to employee attaining 58 years of age . 
	Date of Exit from EPS

	28
	Reason For Leaving
	This column will display the reason for leaving-

· C(Cessation): Dismissal and Terminated,Repatriate

· S(Superannuation): Superannuation,Relieved,Deputation.

· R(Retirement):Voluntary,Compulsary retirement,Resigned,Resigned with lien

· D(Death in Service): Expired.

· P(Permanent Disablement): N/A
	Reason for leaving

	29
	Yyyymm
	Year Month Given in parameter
	

	30
	Category
	This column will display the category of an employee.
	

	31
	EMP Type
	Employee Type of Employee
	

	32
	Location
	This column will display the working location of employee
	

	33
	Parent Zone
	This column will display the parent zone of employee
	


Sample Output
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Note:-  

· If CPF code or FPS number will change , e-sewa will generate having  latest updated CPF code and FPS number.

· Amount in e-seva will also be bifurcated based on employee category.
9.16 Unmatched CPF Details
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	Task Name: Unmatched Details Report



	Task Description:



	Prerequisites for performing the task: 

None


	Users who can perform the task:

Users from HR/EDP/Finance departments.



	Task Procedure

	1. The main menu select Reports ( Unmatched Report .
2. The Unmatched Report screen appears.

3. Enter the YEAR_MONTH (YYYYMM) format and employee number (if want to obtain information about specific employee.). 
4. To generate the report, click on the Generate Unmatched report button.
5. To close the screen click on the Exit button.




9.17 PF Slip Report
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	Task Name: Unmatched Details Report



	Task Description:

It Generate Pf slip report for the employee for the specific time period entered by the user.

	Prerequisites for performing the task: 

None


	Users who can perform the task:

Users from HR/EDP/Finance departments.



	Task Procedure

	1. The main menu select Reports ( Misc Report ( PF slip Report .
2. The PF slip Report screen appears.

3. Enter all the mandatory parameters asked in the screen. 

4. To generate the report, click on the Generate Online Pf Slip report button.
5. To close the screen click on the Exit button.




9.18  Final Bill.
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	Task Name: Final Bill



	Task Description:

It Generate Final bill report for categories of employee for the specific time period entered by the user.

	Prerequisites for performing the task: 

None


	Users who can perform the task:

Users from HR/EDP/Finance departments.



	Task Procedure

	1. The main menu select Reports ( Final Bill .
2. The Final Bill Report screen appears.

3. Enter all the mandatory parameters asked in the screen.

4. Select employee category and Year Month.

5. To generate the report, click on the Generate PF Final Bill button.
6. To close the screen click on the Exit button.




9.19  CPF slip.
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	Task Name: CPF Slip




	Task Description:

It Generate CPF slip report for employee for the specific time period entered by the user.

	Prerequisites for performing the task: 

None


	Users who can perform the task:

Users from HR/EDP/Finance departments.



	Task Procedure

	1. The main menu select Reports ( Final Bill .
2. The Annual PF Detail screen appears.

3. Enter all the parameters asked in the screen.

4. To generate the report, click on the Generate Annual PF button.
5. To close the screen click on the Exit button.




Any Adjustment that is made will be displayed in the CPF slip report. To do this if any adjustment is made in the month then a extra row for that month will be displayed. The contribution through salary will be displayed as (S) while adjustment made will be displayed as (A). The adjustment row will be displayed only for those months for which any adjustment for that employee is done. If there is any adjustment in the month, then the progressive monthly balance for interest will not show any amount in the salary contribution for that month. Amount will be displayed as total amount in the adjustment row (progressive amount+ adjustment amount).

At the end of the report there will be a remarks section which will display the details of the adjustments that have been made for that employee.

In annual pf detail screen there is one condition apply regarding to generate CPF slip report, if screen is access by the site level, user will enter the employee number and reports will generate only for entered employee in employee no field.

On the other hand if screen is access by the zone level, employee number field will not display and reports will generate for all employees for which zone you are login.
The report format will be as follows:
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Note- As per CR-690, a row for UAN has been added in the CPF slip. 
9.20 Report For Zone Surrender

	Task Name: Zone Surrender Report



	Task Description:

This report will provide the details of the employees whose zones have been changed using the zone surrender functionality.

	Prerequisites for performing the task: 

Zone surrender of the employee should have been done prior to generation of the report.


	Users who can perform the task:

All users who have access to apps.


	Task Procedure

	6. Login to APPS.

7. Select the responsibility and then click on submit a new request.

8. Enter “FCI Zone Surrender Report” as request name.

9. Enter the required parameters

i) Zone From - Zone from which the employee is transferred.
ii) Zone To - Zone to which the employee is transferred.
iii) From Date – Date from which the report needs to be generated.

iv) To Date – Date upto which the report needs to be generated.

v) Approval Status – select either approved or pending. 
Selecting approved will fetch all the records which have been approved.

Selecting pending will fetch all the records which are pending for approval.

	Reference 

	Approach Note AN CR 405_Generation of Report for Zone Surrender..
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Report Format

	ZONE FROM
	ZONE TO
	EMPLOYEE NUMBER
	FATHER NAME
	EMPLOYEE BIRTH DATE
	COMPANY JOINING DATE
	PRESENT LOCATION
	RETIREMENT DATE
	CADRE
	LAST PROMOTION DATE
	TRANSFER DATE
	BANK ACCOUNT NUMBER

	BANK NAME
	IFSC CODE
	EMPLOYEE CATEGORY
	OLD FPS NUMBER
	NEW EPS NUMBER
	OLD CPF CODE
	NEW CPF NUMBER
	DESIGNATION
	REASON
	REQUEST DATE
	APPROVAL DATE
	APPROVER ID

	APPROVAL STATUS
	EMPLOYEE OPENING BALANCE
	EMPLOYEE SUBSCRIPTION
	EMPLOYEE PART FINAL WITHDRAWL
	EMPLOYEE TEMPORARY ADVANCE WITHDRAWL
	EMPLOYEE CLOSING BALANCE
	EMPLOYER OPENING BALANCE
	EMPLOYER CONTRIBUTION
	EMPLOYER PART FINAL WITHDRAWL
	EMPLOYER TEMPORARY ADVANCE WITHDRAWL
	EMPLOYER CLOSING BALANCE
	VPF OPENING BALANCE

	VPF
	VPF PART FINAL WITHDRWAL
	VPF TEMPORARY ADVANCE WITHDRWAL
	VPF CLOSING BALANCE
	ADVANCE REFUND
	
	
	
	
	
	
	


10. Calculate Interest
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	Task Name: Calculate Interest



	Task Description:

This process is used to calculate year-end CPF interest for all employees/labor present in payroll for  whom CPF final payment is not sanctioned and the Interest for the parent zone is not freezed.


	Prerequisites for performing the task: 

None


	Users who can perform the task:

Users from HR/EDP/Finance departments only at Head-Quarter and zonal offices.


	Task Procedure

	1. The main menu select  PF / Final Settlement( Calculate Interest
2. The Calculate Interest screen appears.

3. Select financial year and Employee Type (E,L,D).
4. To run process click “Calculate Interest” button.
5. To close the screen click on the Exit button.



Rate of interest was changed from back-end on request from FCI to 9% effective from 01-04-2012(CR-280).
Freeze Interest screen

1. If Zonal Office or CPF Headquarter had run ‘Freeze Year end Interest’, then interest recalculation functionality cannot be used for that FY.

2. No adjustments will be allowed after year end freezing.
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11. View Parameter
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	Task Name: Maintain PF Parameters




	Task Description:

The screen allows the user to view the PF Parameters like CPF deduction%, EPS %, EPF Wage Limit etc.



	Prerequisites for performing the task: 

None


	Users who can perform the task:

Users from HR/EDP/Finance departments.



	Task Procedure

	1. In the main menu select PF/Final Settlement( View PF Parameters
2. The Maintain PF Parameters appears.

3. To get the previously saved PF Parameters, click on the Execute icon. The details are populated.

4. To close the screen click on the Exit button.



12. View PF Interest Rate.
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	Task Name: View PF Interest Rates




	Task Description:

The screen allows the user to maintain the Provident Fund Interest Rates. The slab for the computation of Year End Interest on CPF is maintained in this screen.



	Prerequisites for performing the task: 

None


	Users who can perform the task:

Users from HR/EDP/Finance departments.



	Task Procedure

	1. In the main menu select PF/Final Settlement( View  PF Interest Rates
2. The Maintain PF Interest Rates screen appears in Query mode.

3. To view all the existing PF Interest Rates, click on the Execute icon. To view/ enter the details specific to an Effective Date, select the Effective Date and then click on the Execute icon. Similarly to view/enter the details specific to an End Date, select the Date To and then click on the Execute icon.

4. To get the details, click on the Get Detail button.

5. To close the screen click on the Exit button.



13. CPF Deduction for employees on deputation. 

The CPF amount for deputed employee will be sent through “Supplementary screen”.

The amount will be recovered under CPF liability code and under recovery pay-mode.

The negative amount will flow in APPS as credit memo and amount will be paid as a refund. 

14. CR- 161(Employee Supplier data-issue).
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· In Payroll:

All the duplicate/wrong CPF data should be corrected in Payroll. 

· Discard all the most significant ‘0’ digits from CPF code (e.g. 001230 will be 1230)which is started with ‘0’.

· Discard the most significant ‘90’ or ‘80’ from CPF code of length greater than 6 characters.

· All the CPF code should be of length less or equal to 6 characters. The length will be increased as per future requirement.

· CPF code’s uniqueness validation will be based on combination of CPF code and parent zone of the employee/labour.

· After correction if any CPF code gets failed in the above mentioned validation (i.e. duplicate cpf code across a zone), the employee/labour’s CPF code details will be provided to FCI HQ. All those data will be correct as per decision that will be taken by FCI.  

· If any employee is promoted from category II to category I, new CPF and EPS number will be created in the new zone and old CPF and EPS will be maintained and displayed in employee information screen along with the current CPF and EPS number respectively.

· In case of zone surrender, new CPF and EPS number will be created in the new zone and old CPF and EPS will be maintained and displayed in employee information screen along with the current CPF and EPS number respectively.

· If any CPF and EPS number are changed more than once on the same employee then the immediate previous record will be maintained and displayed along with current numbers on the screen.

· Old zone will not provide the same CPF and EPS code(old) to any employee.

· Employee CPF and EPS number will be system generated number. FCI will provide a series of numbers for individual zone.

· Employee creation will be done as usual for the end user, through the ‘Maintain Employee Information’ screen, in Payroll. 

· There will be a slight change in this process, where the field of CPF and EPS number will be non-editable (only display). For a new employee that is being created will be given a temporary CPF and EPS number (say ‘TEMP’). Corresponding to this temporary CPF number, the system will keep the staff code of the employee as blank, and pay status of the new employee as ‘Inactive’. Such type of inactive employees (with pay status ‘I’, employee status ‘PERM’, CPF and EPS code ‘TEMP’ and staff code blank), the pay status active will be un-editable from the front-end, and will remain Inactive till the time the person is allocated the CPF and EPS number from the division. 

· Once the record is saved, an employee number will be allocated to the new employee, but the CPF and EPS number generation will be automatically queued, to be generated by the CPF division based on the validation of the employee records. Till the time, the CPF division, does not validate the new employee, no CPF and EPS number, will be allocated to the same.

· A new front-end User Interface (UI) will be introduced (accessible only by the CPF division to validate the employee details by CPF division of the respective zones. Once the entry has been verified by the authority, they will click on the button ‘Generate CPF& EPS Number’ and the CPF and EPS number for the employee will get generated by the system, based on a predefined sequence. Once the CPF and EPS number is created, the employee will be activated and corresponding supplier will be created in APPS.

· In case of category II to I promotion and zone surrender, new CPF and EPS number creation will be done by the above mentioned process.

Data rectification of old employees (created pre implementation of the CR)

· Changes In CPF Number: Changes can be handled througfh Super user screen, all the CPF/FPS  validations will be checked before changing the CPF/FPS number. 

· Zone Surrender may be handled at the respective Zonal Offices (ZO).  There will be two new screens available :

1) Zone Surrender  for Zone surrender purposes 

2) CPF Approval Screen for Approval of CPF approval requests. 

· In case of category II to I promotion and zone surrender, new CPF and EPS number creation request will go to CPF Approval Screen for approval.

· Zonal offices will have access to CPF Approval Screen  , for CPF Approval or rejection.

Employee/Labour staff code will be updated.

· Employee/ Labour staff code will be created based on CPF code.

· Staff code (of 9 characters) logic will be modified. If the CPF code is 12340 and parent zone of the employee/labour is NA11, 

For employee the staff code will be ‘SN012340C’/

For deputed employee it will be ‘SN012340D’ 

For DPS it will be ‘DN012340C’/

For Departmental it will be ‘LN012340C’ where ‘N’ is the first character of the parent zone.

Deletion of wrong data in Payroll.

· Duplicity check employee/labour based on the combination of first name, middle name, last name, father’s name, date of birth and date of joining.

(a) Active employees with transaction having processed latest leaving that other duplicated will be deleted

(b) Active employees with transaction both having same last month transaction. The employees created later are deleted.(created later means employee having higher employee id) 

(c) Inactive employees having transaction in payroll will be deleted from payroll database 

(d) Inactive employees duplicate with active employees having no transaction in payroll will be deleted from payroll database.

· Employee/ Labour that has no transaction in payroll and inactive in payroll will be deleted from payroll database 

· Employee/Labour having pay revision flag null and having no transaction in payroll database should be deleted.

· Employee/ Labour that has no transaction in payroll, inactive in payroll and supplier created in apps but no transaction in APPS will be deleted from both the databases.

· CPF Duplicity

(a)  All employee/Labour whose cpf code are duplicate in payroll database .

(i) All employee/Labour whose cpf code are duplicate and both are active.

· All the data in the above excel are to be marked inactive.

(ii) All employee/Labour whose cpf code are duplicate and both are Inactive.

· Data will be corrected as per decision of FCI

(iii) All employee/Labour whose cpf code is duplicate with one active and one Inactive employee.

· Data will be corrected as per decision of FCI

(b) All employee/Labour whose cpf code is null .

(i) All employee/Labour whose cpf code is null and are active.

(ii) All employee/Labour whose cpf code is null and are Inactive.

(c) All employee/Labour who are inactive without any known reason.

· FPS Number Duplicacy

(a) All employee/Labour whose FPS number are duplicate in payroll database (count 

	LOC_SDESC
	COUNT

	ZO East
	82

	ZO North East
	18

	ZO South
	61

	ZO West
	110

	ZO North
	2342

	HA11
	2

	Total
	2615


· Any other data will be deleted at the consent of the client.

After performing all the above operations the database will have following count of active and inactive employees. The data is taken out till the employee number 279661.

	PAY_STATUS
	COUNT

	I
	16496

	A
	74295


· All the CPF code correction if arises due to any discrepancy will be handle through data correction, with the approval of HQ .

New validation will be applied in payroll for new entry and existing data. 

· Validation will be applied on CPF code that it should be of length less or equal to 6 characters. The length will be increased as per future requirement.

· CPF code will be unique in a zone. Same CPF code cannot be assigned to two employee/labour of a zone. The code can be same across the zones.

· CPF code will not start with ‘0’. 

· CPF code cannot contain space and special character.

· Date of Birth and Date of joining will be mandatory for newly creating employee/labour.

· Date of Birth is mandatory for all the employees/labours in FCI. Salary processing will be stop for the employees/labours who are having no Date of Birth information in database.

· Duplicity check will be applied on newly creating employee/labour based on the combination of first name,middle name, last name, father’s name, date of birth and date of joining. If uniqueness of all the combinationssatisfies then only the employee/labour will be created else an error message will be popup in the screen.

· At the time of creation of  a new employee CPF and EPS Code will remain disabled , Employee will remain  inactive and 'TEMP' will get populated in CPF and EPS code . Till the time the cpf code is not assigned to the employee , the employee's pay status will remain inactive and disabled for any change.

· At the time of creation of  a new employee, staff code will remain null until the cpf code is assigned to the employee. Once cpf/  fps (of 6 digit , auto generated by a sequence)is assigned, staff_code will get generated and employee's pay_status will get active.

· At the time of updation of CPF/EPS Number the entered value should fall in the ranges specified(Ranges will be given by FCI).

· Superuser can't make any changes in the employee details till the time request for CPF number is pending with CPF Division.

· When ever valid (unique / 6 digits/with no spaces/no 0 at start/ with in the range of parent zone)cpf / fps is changed from admin screen , it will  change then and there.

· Old CPF Code field will contain the old CPF code(before update) of the employee.

· Whenever an employee is promoted from Cat II to I ,cpf change request will automatically get raised and will go to cpf division for approval.

· If in case the request is pending for approval, at the time of reversal of promotion the user will get error saying " CPF Code change request is pending with CPF Division please wait till  the process of  request completes".

· Whenever an employee applies for zone surrender ,cpf change request will automatically get raised and will go to cpf division of his current parent zone for approval.

· Zone surrender request can be viewed on both the sites (requester site and requested site).

· Request from only 3 screens - Zone Surrender , Promotion, Employee creation screen will come for approval in this screen.

· In the CPF approval scrren (In CPF module) , for a particular employee ,if cpf request is pending with cpf Division, no changes will be allowed on the employee details of that employee from admin screen.

· Once the request is approved the request can be queried only from the new  zone.

· Employee transfer should also be prohibited when its staff code is null. so that auto trigger of vendor site creation should not fail.

· In Apps:

All the duplicate/wrong supplier data will be corrected in APPS.

· All the supplier that have numeric vendor alt name will be verified with payroll’s employee number and supplier along with site detail will be updated as per payroll details.

· If any supplier site is not created in apps, new site will be created in apps.

· If any employee/labour is not created in apps as supplier, new supplier will be created.

· All the updated or created supplier’s classification will be ‘FCI Employee’.

· Two new supplier classifications will be added in apps, ‘FCI Non Identified’ and ‘FCI Retired Employee’.

· Any employee/labour has been separated from FCI (due to retirement, demise or dismiss) the supplier classification of the supplier will be changed to ‘FCI Retired Employee’. If an employee is inactivated in payroll in future also , corresponding supplier's classification will be changed to FCI Retired in Apps .

· Supplier classification of all the suppliers that are having supplier number like ‘S%C’,’D%C’,’L%C’ and without vendor alt name will be changed to ‘FCI Non Identified’.

· Supplier classification of all the suppliers that are having supplier number like ‘S%C’,’D%C’,’L%C’ and with vendor alt name that does not match with employee number of payroll, will be changed to ‘FCI Non Identified’.

· If any vendor alt name is duplicate in apps one will be corrected with the classification of ‘FCI Employee’ and other will be inactivated without vendor alt name and classification of ‘FCI Non Identified’.

· Supplier number with unit code or non-employee/labour type supplier’s classification will be changed to ‘Other Parties’.

All the duplicate/wrong customer data will be corrected in APPS.

· All the customer data will be updated as same as Supplier details.

· This data correction will be automatic and maintenance of supplier customer data will be automatic. Any change in supplier will bereflectedautomatically in customer.

Manual creation/updation of supplier as type of employee, dps, labour (source is payroll) should be stopped in Apps.

· Validation will be added in apps that any employee/labour type supplier cannot be created manually. Validation will be based on supplier number and classification.

· No manual supplier Creation allowed with categories : FCI Employee , FCI Retired Employee , FCI Unidentified

· Any employee/labour type supplier master details cannot be modified in apps. Only unit can activate/deactivate supplier and supplier site from respective units.

Deletion of wrong data in Apps.

· Probable wrong supplier data will be classified as ‘FCI Non Identified’.

· Supplier number like ‘S%C’,’D%C’,’L%C’ with classification as ‘FCI Non Identified’ who  has no transaction in APPS will be deleted from APPS database. 

· Any data will be deleted at the consent of the client.

· In Payroll/Apps Interface:

Logic change for posting invoice from payroll to apps.

15. System Generated Sanction Number.

With all loan sanctioned from CPF final payment screen, a system generated sanction number will be allocated to it. 

The sanction number will be designed in below format. 

If zonal office north-east sanction a part final to an employee, than sanction number will be 

NE-P-2013-1 

NE-P-2013-2 

HQ-A-2013-1.

 Where NE stands for NORTH-EAST, P stands for part-final and A for cpf-Advance. 

“2013” denote current sanction year (for next fiscal year it will be 2014). 
 Similarly Abbreviation used for all other zones are:-
1. North – NO

2. South – SO

3. East – EA

4. West – WE

5. North-East – NE

6. Headquarter – HQ

Likewise Abbreviation for different loan type:-

1. Part-final – P

2. Final-payment – F

3. Advance –A

This sanction will be displayed in CPF-List of sanction report.

16.  PF Adjustment Report.

Excel report will be in apps. 

Report will have following input parameters.

Field Description (Report Parameters)

	Field Name
	Field Type
	Data Type
	Description

	Parent Zone
	Mandatory
	Numeric
	Enter the Parent Zone Code, for which the report needs to be generated.

	From date
	Optional
	Date
	Enter the From date, for which the report needs to be generated



	To Year
	Optional
	Date
	Enter the to date, for which the report needs to be generated



	YYMM
	Optional
	Number
	Enter the year-month  for which all adjustment are done.


NOTE:-
From above optional field either from date, to date or YYMM should be provided as input to view output.

The report will show following detail based on above selected parameters.

	Sr. No.
	Field Name 
	Description

	1.
	EMP NUM
	Display employee number of the employee.

	2.
	 NAME
	Display employee name.

	3.
	CPF CODE
	Display CPF code of the employee.

	4.
	FPS NUM
	Display current FPS number of the employee.

	5.
	CATEGORY
	Display employee current category.

	6.
	DESIGNATION
	Display current designation of the employee.

	7.
	HEADER TYPE
	Display adjustment is made in monthly entries or against opening balances.

	8.
	YEAR
	Display year for which adjustment is done.

	9.
	CODE DESC
	Display header under which adjustment is made. i.e Employee, Employer,VPF.

	10.
	ADJUSTMENT AMOUNT
	Display Amount adjusted against header type and code desc . It is positive if amount is added and negative when it is negative.

	11.
	DATE
	Display date on which adjustment is made.


Parameter can be entered in two ways.

Method 1.

Parent Zone and YYMM will be entered by user, and system will fetch data accordingly. YYMM describe the month for which adjustment is done.

Method 2.

Parent Zone, From date and To date is entered by user and system will provide data in between data entered in system.
17. CPF Supplementary Payment
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	Task Name: CPF Supplementary Payment




	Task Description:

The functionality is used to provide CPF final left out payment with CPF trust to whose employee to whom CPF final payment is already paid.

	Prerequisites for performing the task: 

Final payment is sanctioned to the employee.


	Users who can perform the task:

Users from HR/EDP/Finance departments.



	Task Procedure

	1. In the main menu select PF/Final Settlement( CPF Supplementary payment.
2. The CPF Supplementary payment screen appears in Query mode.
3.  To view all the existing sanction final supplementary payment, click on the Execute icon. To view/ enter the details specific to an employee, select the employee from LOV and then click on the Execute icon. 
4. To make fresh entry, click on insert mode, select employee from LOV and click execute button.

5. Any entered payment can also be cancelled using the cancel button available on the screen. Cancellation can be done for any invoice if the invoice is not released or if the released invoice is cancelled in apps.
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OBJECTIVE :

Functionality to be developed for any CPF final payment left because of below reason.

1. Rate of interest get revised for past and employees who are paid within that period need to be paid remaining revised money.

2. Others unknown reasons.
New screen will work as below.

1. Screen will bring only those employees which are retired and final payment are already done in the system.

2. Four additional enterable fields will be provided for entering Employee and Employer amount.  Extra amount to be paid will be calculated by end user, and will enter final amount.
3. The amounts will flow in APPS in same scheme type and account-code as paid at the time of final payment.
CPF paid through CPF final supplementary screen will be verified in CPF list of sanction, and PF adjustment report(as payment is made through adjustment).
18. IOCPF Accounting for CPF Advance /Part Final and Final Payment

· When Payable invoice will be released from D.O or Z.O through payroll accounting created will be as follows:

UNIT IOCPF – Temporary Advance /Part Final /final Payment (A/c  head 0942/0943/0944 with intercompany segment of zonal office ) Dr.

To Unit Liability for CPF Advance/Part Final Payment/Final payment(A/c  Head 1552/1555/1554) CR.

· Simultaneously a GL journal with “Zone_unit_code InterCo  IOCPF “(e.g SA11 InterCo IOCPF)will be posted through payroll with following accounting.

Zone Liability for CPF Advance /Part Final payment / Final payment (A/c Head 1552/1555/1554) DR.

To Zone IOCPF – Temporary Advance /Part Final payment/ Final payment (A/c head 0942/0943/0944) with intercompany segment of unit office. CR.

19. Generation of Sanction Order and IOCPF advice through System

A new tab “Generate Report” will be provided in Sanction screen of Advance /Part-Final /Final payment screen.

The tab will be active after entry of loan is made in system and system sanction number is generated.

Format will be as follows:

1. For CPF Advance sanction sheet.

CPF ADVANCE SANCTION SHEET
Sanction Order No





Sanction Date                                                                           Employee Name
Employee No






Category                                                                                 Designation






CPF code                                                                                                     Present Place of posting 




Staff Code                                                                                              Employees Status

Employee Contri buton





Employer Contri buton                                                                                VPF Contribution


                                                                                                                                                            

Reason for CPF Advance




Maximum eligible amount                                                          Sanctioned Amount





No. of Principal Instalments                                                                        Instalment Amount





First Instalment Amount                                                           Intrest Instalment  Amount 




No. of interst instalments

SUMITTED FOR APPROVAL FOR GRANT OF CPF  ADVANCE  OF  RS……………………………………………………………..…., (RUPEES……………………………………………….………………………………………………………………………………………………………………………………..)

MANAGER            ASSTT. GENL.MANAGER                  GENL. MANAGER                    CHIEF. GENL. MANAGER

(FOR CPF ADVANCE) 







            SANCTION ORDER NO………………………Dated…………………
The Manager/AGM (Bills)                                                                                                                                                  Food Corporation of India                                                                                                                                             Area/Regional/Zonal Office

(Present Place of posting with address

 

Sub: Advice of credit under 0942 inter office contributory Provident fund CPF Advance  
Sir,

1.
Enclosed Please find the Sanction Order No……….………..dated…………………….towards CPF Temporary Advance in r/o Shri/Smt./Ms…………………………….………………………….……………CPF No………………………forRs………………………………. (Rupees…………………………………………………………………....................................................................................)      

2.
Credit of Rs…………………………………….(Rupees………………………..………………………………………….Only) towards CPF Advance has been classified in the book of this office in the account under account head 0942 inter office CPF Temporary Advance 

3.
The Head of office is requested to satisfy in due course that the amount has been utilised for the 
purpose for which it has been sanctioned.

4.
Please arrange to return one copy of the aforesaid IOCPF credit advice duly accepted by your office. 

 Yours faithfully,                                                                                                                                                                                                                                                                                              

   Asstt. Genl. Manager (CPF)  
2. For CPF part-final payment format will be as follows.                                                                                          

CPF  PART FINAL WITHDRAWAL SANCTION SHEET
Sanction Order No





Sanction Date                                                                           Employee Name                                                                                                                                                                                                

Employee No






Category                                                                                    Designation





CPF code                                                                                                    Present Place of posting Staff Code                                                                                           Employees Status


Date of Retirement

Employee Contri buton





Employer Contributon                                                                                 VPF Contribution

Reason for CPF Part Final




Maximum  eligible Amount                                                            Sanction Amount                                                                                

Withdrawal from Employee Contributon


Withdrawal from Employer Contributon                                                                     Withdrawal from VPF Contri buton


SUMITTED FOR APPROVAL FOR GRANT OF CPF  PART FINAL WITHDRAWAL OF  RS………………………………………………., (RUPEES……………………………………………….………………………………………………………………………………………………………………………………..)

MANAGER  ASSTT.        GENL.MANAGER               GENL. MANAGER                CHIEF. GENL. MANAGER

(FOR CPF PART FINAL WITHDRAWAL) 







            SANCTION ORDER NO………………………Dated…………………
The Manager/AGM (Bills)                                                                                                                                                  Food Corporation of India                                                                                                                                             Area/Regional/Zonal Office

(Present Place of posting with address


 Sub: Advice of credit under 0943 inter office contributory Provident fund CPF Part Final 

          withdrawal 
Sir,

1.
Enclosed Please find the Sanction Order No……….………..dated…………………….towards CPF Part Final Withdrawal in r/o Shri/Smt./Ms…………………………………….………………………….……………CPF No………………………forRs………………………………. (Rupees…………………………………………………………………....................................................................................)      

2
Credit of Rs…………………………………….(Rupees………………………..………………………………………….Only) towards CPF Part Final Withdrawal has been classified in the book of this office in the account under account head 0943 inter office CPF Part Final. 

3
The provisions of Income Tax Act 1961 may please be complied, with respect to corporation 
contribution paid to the member. 
4.
The Head of office is requested to satisfy in due course that the amount has been utilised for the 
purpose for which it has been sanctioned.

5.
Please arrange to return one copy of the aforesaid IOCPF credit advice duly accepted by your office. 

  Yours faithfully,                                                                                                                                                                                                                                                                                              

   Asstt. Genl. Manager (CPF)    
3. For CPF final payment.                                                                                        

CPF  FINAL PAYMENT SANCTION SHEET
Sanction Order No.




Sanction Date                                                                                                                              Employee Name

Employee No





Category                                                                                     Designation





CPF code                                                                                                                    Present Place of posting 



Staff Code                                                                                                               Employees Status




Date of Retirement       
Employee Contri buton     



interest  on Employee Contri buton                                                                                                                                                                                                    Employer Contri buton    



interest  on  Employer Contri buton                                                                                                                                                                                                  VPF Contribution             



interest  on  VPF Contribution                                                                                                                                                                                                                                                                                                                                                                                                   Total Sanction Amount

SUMITTED FOR APPROVAL FOR GRANT OF CPF  FINAL PAYMENT OF  RS…………………………………………………., (RUPEES……………………………………………….………………………………………………………………………………………………………………………………..)

MANAGER                  ASSTT. GENL.MANAGER                GENL. MANAGER                CHIEF. GENL. MANAGER

(FOR CPF FINAL PAYMENT) 







INVOICE NO………………………………Dated………………… 







SANCTION ORDER NO……………… Dated…………………
The Manager/AGM (Bills)                                                                                                                                                  Food Corporation of India                                                                                                                                             Area/Regional/Zonal Office

(Present Place of posting with address

Sub: Advice of credit under 0944 inter office contributory Provident fund CPF Final Payment  

Sir,

1.
Enclosed Please find the Sanction Order No……….………..dated…………………….towards CPF Final Payment in r/o Shri/Smt./Ms………………………………………………………………………….……………CPF No………………………forRs………………………………. (Rupees…………………………………………………………………....................................................................................)      

2
Credit of Rs…………………………………….(Rupees………………………..………………………………………….Only) towards CPF Final Payment has been classified in the book of this office in the account under account head 0944 inter office CPF  Final Payment. 

3.
Please arrange to return one copy of the aforesaid IOCPF credit advice duly accepted by your office. 


Yours faithfully,                                                                                                                                                                                                                                                                                              

   Asstt. Genl. Manager (CPF)                                                                                              
Above Reports access will be provided to all 5 Zonal levels sanction screen and HQ CPF division.

Note :  Change in EPS series for North East zone in the system
                   EPS series is changed from current value of 159740 to 6700 onwards
20. CR-462( Changes in CPF deduction made in  advance prior to retirement)

New pay code is created for CPF calculation during retirement. The detail is as follows:
Pay code description

	Pay code
	Pay code description

	416
	Employer contribution retirement


Account Code Mapping

	Pay Code
	Account Code
	Liability Head

	416
	6201
	1402


Any amount paid or recovered through this pay code will be calculated automatically through the system. The amount paid through this pay code will not be included in the eseva report. This pay code will behave same as 911(FCI CPF Employer Expense). 

CPF will be recovered for one month in advance for all the employees/labour retiring the next month. Thereafter no CPF or VPF will be deducted. 


VPF deduction the system will check the retirement date with the validity date of VPF deduction in internal savings. When the payroll for the retirement month will be run, then system will automatically change the validity date of VPF to current date and no VPF will be deducted in the last month.

IF there is any payment or recovery of employer contribution the same would be made paid or recovered directly from the employee. For this a new pay code is introduced. Any payment or recovery would be made through this pay code.


After retirement if any kind of supplementary payment is being made to the employee then for arrear payment, employer contribution (pay code - 416) will be calculated and paid through system to the employee and vice versa. 

The payment of employer contribution for incentive to DPS and departmental labour during the month of retirement will be made directly to the employee through the new pay code introduced.



No PF loan instalment will be recovered from the employee in the last month of retirement. To do this the loan status of the employee will be marked as ‘R’ i.e. retired. No loan will be recovered if the loan status is ‘R’. 



A check will also be introduced in the system wherein the sanction can only be done upto the month preceding the month of retirement.

In case of any other form of retirement (resignation, voluntary-retirement, etc.), if the entry is done in final settlement before the payroll is run the system will not deduct any PF. The employer contribution will be paid through this  pay code.

In case an entry is done in final settlement before the payroll is run the system will not deduct any VPF  from that month. In case if the retirement is voluntary and employee needs to be reinstated or if the retirement is to be cancelled through any data fix then a new entry for voluntary PF deduction in internal savings screen needs to be created. 

                             In case of back dated expiry no PF will be deducted from the employee in the current month.
21. CR-438 (Change in EPS series for North East zone in the system)

                   EPS series for North East Zone  has been  changed from current value of 159740 to 6700 onward.

22. CR-458 (Screen for rectification of parent zone with retrospective date)
A new screen will be provided wherein the user will be able to change the parent zone retrospectively.  The screen will have employee header section and parent zone information section. The header section will contain the details of employee master information and following input parameters.

1) New Parent Zone:  This is a drop down menu from which the user can select the new zone for the employee.

2) From Year Month:  Date from which the employee details needs to be changed.

3) To Year Month: Date up to which the employee details needs to be changed.

This screen will only work in query & execute mode (There will be no insert mode).

In query mode the user can either select employee from employee LOV or enter the employee number.  The user has to select a period for which he wants to change the zone. From year month and to year month fields are provided for the same. Get Detail button has been provided on the screen, on clicking which all details of employee for the given period will appear. 

Following master details will be displayed in the header section- employee number, CPF Code, Designation, Date of Birth, current zone, staff code, new parent zone, From year month and to year month.

Following details will be displayed in the employee information section – month, old parent zone, parent zone, employee contribution, employer contribution, and EPS.

After verification of the details user can click on save button to change the parent zone of the employee retrospectively.

Parent zone change made through this screen will not change the current parent zone of the employee. The functionality to change the current parent zone of the employee is already provided in super user screen.

The screen does not allow the change of parent zone for the retired employees whose final settlement has been done.

Screen-
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23. CR-470 (Change in the FPS series i.e Skip 100 numbers for North Zone)
                   Current FPS number allotted to North Zone employee is 229941. The number will be changed to 230042, thus creating a pool of 100 numbers which can then be used for purpose of manual allotment for pension cases.

24. CR-515 Changes in formula of Maximum applicable amount for  Renovation

       System is not including voluntary contribution in maximum applicable             amount for CPF part final withdrawls. The changes need to be made in system as Employees own contribution should include VPF balance.
Maximum applicable amount for  ' Renovation '
It is the least of 12*(DA+DP+NPA+Stagnation_increment_Amount+Basic+GradePay)                                   and Employee Contribution+ VPF Contribution

25. CR-492: Generation of CPF Slip for the complete zone
The option to generate CPF Slip for the whole zone in one go needs to be provided
26. CR-524 Balance in CPF heads shall not be     negative

1) When either header level or detail level adjustment will be entered in the system, the system will check if that adjustment results in negative opening or closing balance of respective CPF head for that financial year or any consecutive financial year.

2)  If that adjustment leads to negative opening or closing balance then the system will display an error message.   

3) A check has to be applied on the yearly interest calculation i.e. if the interest calculated is negative for   any CPF head, system will display an error message and from that point interest calculation process will be terminated.
27. CR-113 Bonus Interest on CPF for F.Y.2019-2020


1) Bonus interest @2.5 %( over and above 9.50%) on the CPF balance of each regular employee of  FCI CPF trust  as on 01st April,2019 is to be credited to the CPF account.

2) As per the provisions of Income Tax Act, the bonus interest (over and above 9.50%) will be included in salary/wage income of the concerned employee/labor and accordingly TDS will be deducted.

3) A new report “Bonus Interest on CPF” is provided in Apps under Payroll User responsibility. This will show the CPF opening balances (of employees whose retirement is after 31st March, 2019) as on 01st April, 2019 and the bonus interest calculated on them by system.  

This is a static report which will display the system data as on 06th Dec, 2019. Any   adjustments done after 06th Dec, 2019 will not be reflected in this report.

The report can be run at site and zone level. 

4) Bonus interest is calculated and reflected in External savings screen corresponding to pay code 609(Bonus Interest on CPF). 
The entry generated by system will not be updated.

 User can add adjustment against this pay code in External saving screen.
5) The bonus interest amount calculated on balance of each head (i.e. employee contribution, employer contribution and VPF) is added as adjustment in December, 2019. The adjustment is added for all active employees (i.e. whose retirement date is after 30th Nov, 2019).
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