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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 Payroll related activities in TCS Payroll Management System.

About this Guide

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

This guide includes:

· Procedures for the tasks you need to perform

· Reference information on fields, messages and reports.

The TCS Payroll Management System is a customized solution to meet payroll requirements of Food Corporation of India.

The key activities that are included in the Payroll System are –

1. Maintain Payroll Masters

2. Maintain Employee Database

3. Monthly Payroll for Employees (Location wise)

4. Over and Above Salary Payments.

Terminology Used

	DA
	Dearness Allowance

	CPF
	Contributory Provident Fund

	DBA
	Database Administrator

	GL
	General Ledger

	GIS
	Group Insurance Scheme

	AP
	Accounts Payable

	HRA
	House Rent Allowance

	IT
	Income Tax

	JV
	Journal Voucher

	LIC
	Life Insurance Corporation

	LOV
	List Of Values

	LTA
	Leave Travel Allowances

	LTC
	Leave Travel Concession

	SYSAD
	System Administration

	TCS
	Tata Consultancy Services Ltd.

	YTD
	Year To Date

	YTM
	Year To Month

	PMS
	Payroll Management System


Getting Started and Logon Process

Use below mentioned link for login to Financial Accounting Package –

http://fciprod.nic.in:7778/
This is the link for the Home Page.
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To logon to the Payroll Management System, click on the Payroll Management System link:
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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.
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Click on the Employee Payroll button. The Payroll Driver screen appears as shown below
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Menu and Tools Bar

The Payroll System is a Menu driven application where screen navigations are maintained through a drop down menu. The architecture permits to have maximum three levels of the menu.

[image: image7.png]3 http:/itcs5 - HomePage - Microsoft Internet Explorer.

Morthly Payrall  Month End

Wit P
Mainain P
Mainain
Maintsin HRA Ral
sintain CCa Rt
Mainain DA Rate:

i Loan Interest Rates

it Or Paran
011 Management System
st T
it Tax Paramet
o Navigate to different Screens
sintain S Rate
it

it

3 tep




Click on the SCREEN Access button. The SCREEN Access screen appears as shown below
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At every screen, there is a Tool Bar at the top of the screen, which has a list of tools/options that can be used to perform a certain action like Query Mode, Insert Mode Execute Query, Save Data, Refresh ,Previous, Next, Delete, Go and Exit.

	CLICK


	TO INVOKE
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	Query: This button is clicked to change the screen mode to query mode. All the query fields are enabled for querying from the database.
Insert: This button is clicked to change the screen mode to insert mode. All fields are cleared to enable new record insertion.

Execute: This button is clicked to execute the query. After execution of the query the retrieved data is displayed and the screen goes into update mode.
Save: This button is used to save the record into the database.

Delete:  This button is used to delete the record.

Refresh: This button is clicked to refresh the data in the screen which is changed by the user.
Print: This button is used to print the current record
Exit: This button is used to close the screen
Previous: This button is used to navigate to the previous record
Next: This button is used to navigate to the next record
Go: This button is used to navigate to any desired record.




Understanding Messages

Payroll displays either informative or interactive messages at top of the screen. An informative message provides information either about an action or function being performed.

Broadly speaking, the interactive messages in Payroll are of three types. The warning messages alerts you to a possible error or an undesirable outcome of an action, but you may continue with the action. The non-fatal error messages include the GUI validation messages. The fatal error messages inform you that a fatal error has occurred and that you cannot continue with the task at hand.

Note:

Apart from the types of messages described above, some error messages may be due to JDBC calls. Generally, these messages are displayed only if the database connection is no longer valid, that is, either the database is down or the network is down. A JDBC related error message needs to be treated as a bug in the program, and the bug should be reported to the PMS Support Desk. The bug report may contain the sequence of operations leading to the error, the relevant screenshots and the database dump. Such information is used to reproduce the bug and fix it.

The error message samples below are intended to help the user understand the Payroll messaging concepts.

	Type
	Description
	Example

	Informative
	Provides details about the results of a command
	Data Saved Successfully.

	General Error
	Informs you about a common error
	Format of Year Month should be proper.

	Fatal error
	Informs you about a situation that requires intervention or correction before work can continue
	Internal error contact system administrator


How to change the password?
To change the password, click on the change password button on the Main Homepage.

The change password screen will appear as shown below.
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How to Log Off and Exit from PAYROLL MANAGEMENT SYSTEM?

In PMS, logging off means you can log off as one user type and log on as another user type. Exiting means quit the application.

· To log off from PMS
Click on Logout in the Main Page screen

· To exit from Payroll Module
Click on the appropriate exit button to exit from the Payroll module.

· If You Have a Question…

If you have a question about Payroll, take a look at the PMS Payroll documents.

The following chapters discuss the various tasks and procedures in the Payroll module.
1. SCREEN ACCESS MASTERS
1.1 Maintain User Location Master

	Task Name: Maintain User Location Master


	Task Description:

Maintain the user-wise access details for locations.

It also provides the facility for activating or deactivating the rights for a user on a particular location.

The functionality covered under this screen is as under:

1. Provide rights to a location
2. Modify the access rights for a user on a particular location


	Prerequisites for performing the task:

The user should exist in the system

	Users who can perform the task:

Only the Super User who has access to this screen can perform this task

	Task Procedure

	1. From the main menu select Screen Access ( User Location Master
2. The Maintain User Location master screen appears in Entry mode.
3. In order to provide rights to a location:
Select the employee number from the employee drop down. Enter the location code and the status as active in the master block and press Save button. The rights for the location are given to the employee and the record is shown in the detail block. Use reset button to clear the details in the master block.

4. In order to modify the access rights for a user on a particular location:

Select the respective record by pressing the radio button on the detail block. The corresponding record is picked up in the header block. Now change the rights by selecting status button as active/ inactive. Now select Replace Row in the detail block to replace the corresponding row from the header block. The rights will now be overwritten.
5. To close the screen click on the Exit button.
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Field Descriptions (Header)
Header:

	Field Name
	Field Type
	Data Type
	Description

	Employee Number
	Mandatory
	Numeric
	Select  Employee Number from the drop down list.

	Name of Employee
	No
	Characters
	Employee Name is displayed

	Location
	Mandatory
	Numeric
	Select Location from the drop down list.

	Location Desc
	No
	Characters
	Employee Name is displayed

	Status
	Mandatory
	Characters
	Select status from the drop down list.


Field Descriptions (Detail)
	Field Name
	Field Type
	Data Type
	Description

	Employee Number
	Mandatory
	Numeric
	Employee Number is displayed

	Name of Employee
	No
	Characters
	Employee Name is displayed

	Location
	Mandatory
	Numeric
	Location is displayed.

	Location Desc
	No
	Characters
	Location description is displayed

	Status
	Mandatory
	Characters
	Status is displayed


2. PAYROLL MASTERS
2.1. Maintain CCA Rates
	Task Name: Maintain CCA Rates



	Task Description:

The City Compensatory Allowance rates are maintained through this function. The value of CCA rate is fixed for employees in a particular class of cities depending on the basic of the particular employee.



	Prerequisites for performing the task:

The user should know CCA slabs & rates before performing this task.



	Users who can perform the task:

Person from EDP/Finance departments who are dealing with Payroll.



	Task Procedure

	6. From the main menu select Masters ( Payroll Masters ( Maintain CCA Rates.

7. The Maintain CCA Rates screen appears in Query mode.

8. Select the pay scale type (IDA/CDA) by clicking on the particular tab.

9. To view all the existing details, click on the Execute button. To view details particular to a city type, select the city type from the drop down list, and then click on the Execute icon. Similarly to view details of a particular date, select the Effective Date and then click on the Execute icon. Then to get the details of the records click on the Get Detail button. If no matching records are found the message “No matching records is retrieved!” is displayed

10. To insert a new data, click on the Insert icon, select the Effective date and the city type. Effective date cannot be lesser then the previous effective date. If the same record is inserted with a new Effective date, the previous record automatically gets an end date at the backend.

11. For inserting a new row into the grid click on the Add Row button. A new blank row is inserted at the end.

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

13. To save the data click on the Save button. After successful saving,               message “Data Saved Successfully” is displayed.
14. GO button can be used to switch between pages, if there are multiple record pages.

15. To close the screen click on the Exit button.
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Field Descriptions (Header)

	Field Name
	Field Type
	Data Type
	Description

	Type of city
	Mandatory
	Characters
	Select type of City from the drop down list.

	Effective Date
	Mandatory
	Date
	Select the Effective date


Field Descriptions (Detail)
	Field Name
	Field Type
	Data Type
	Description

	Category
	Mandatory
	Drop Down List
	Employee Category is specified

	Amount From
	Mandatory
	Numeric
	Starting amount of the slab

	Amount To
	Mandatory
	Numeric
	Ending amount of the slab

	Allowance
	Mandatory
	Numeric
	Allowance amount.
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	Field Name
	Field Type
	Data Type
	Description

	Amount From
	Mandatory
	Numeric
	Starting amount of the slab

	Amount To
	Mandatory
	Numeric
	Ending amount of the slab

	Allowance
	Mandatory
	Numeric
	Allowance amount.


2.2. Maintain HRA Rates
	Task Name: Maintain HRA Rates



	Task Description:

The screen allows user to enter / view details for House Rent Allowance.

All employees not having company provided Accommodation are entitled to HRA. Based on this, the payroll is run for the employee. This value is fixed for employees in a particular class of cities, and a fixed percentage of the basic salary is given to him as HRA basing on his city. This fixed value is updated in case of revision of the amount.



	Prerequisites for performing the task:

The user should know HRA slabs & rates before performing this task.



	Users who can perform the task:

Person from EDP/Finance departments who are dealing with Payroll.



	Task Procedure

	1. From the main menu select Masters ( Payroll Masters ( Maintain HRA Rates.

2. The Maintain HRA Rates screen appears in Query mode.

3. To view existing HRA details click on the Get Detail button.
4. For inserting a new row into the grid click on the Add Row button. A new blank row is inserted at the end.  Insertion of duplicate row i.e. same combination of Type & Type of City is not allowed.

5. Updation of existing records is allowed by changing the Effective Date & then entering the HRA percentage. On Updation the previous record automatically gets an end date.
6. To delete a row while entering data, select the row and click on the Delete Row button. Already saved rows cannot be deleted.
7. To save a row, click on the Save button. After successful saving, message “Data Saved Successfully” is displayed.

8. GO button can be used to switch between pages, if there are multiple record pages.
9. To close the screen click on the button Exit.
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Field Descriptions

	Field Name
	Field Type
	Data Type
	Description

	Type
	Mandatory
	Drop Down List
	Pay Scale Type. Need to select from the drop down list.

	Type of city
	Mandatory
	Drop Down List
	City Type. Need to select from the drop down list.

	HRA Percentage
	Mandatory
	Numeric
	HRA Percentage

	Effective Date
	Mandatory
	Date
	Date from which the HRA rate is effective.


2.3. Maintain Tax Parameters
2.3.1. Maintain Income Tax Rates
	Task Name: Maintain Income Tax Rates



	Task Description:

This screen is used to maintain the income tax slab.
This screen allows specifying and modifying the different slabs of income and the corresponding income tax and tax rebate rates.


	Prerequisites for performing the task:

None


	Users who can perform the task:

Users from EDP/Finance departments who are dealing with Payroll.



	Task Procedure

	1. In the main menu select Masters ( Payroll Masters ( Maintain Tax Parameters.

2. The Maintain Income Tax Rates screen appears in Query mode.
3. To view all the existing details, click on the Execute toolbar icon. To view details particular to a Year Month, select the Year Month from the LOV and click on the Execute toolbar icon.

4. To get the details/add new row, first click on the Get Detail button.
5. For inserting a new income tax slab, click on the Insert icon. Enter the Year Month and click on the Add Row button.  A new blank row is inserted.

6. Updation is allowed in the screen.

7. To save the data click on the Save button. After successful saving, message “Data Saved Successfully” is displayed.

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

9. To close the screen click on the Exit button.
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Field Descriptions (Header)

	Field Name
	Field Type
	Data Type
	Description

	Year Month
	Mandatory
	Date
	Select/Enter the Year Month



Field Descriptions (Detail)
	Field Name
	Field Type
	Data Type
	Description

	Amount From
	Mandatory
	Numeric
	It is the lower limit of a slab. The lower limit of the first slab is zero and that for the subsequent slabs is automatically generated from the upper limit of the previous slab.

	Amount To
	Mandatory
	Numeric
	It is the upper limit of a slab.



	Addl. Amount From (Female)
	Mandatory
	Numeric
	It is the additional amount (for the lower limit) that is applicable for female for the concerned slab.

	Addl. Amount To

(Female)
	Mandatory
	Numeric
	It is the additional amount (for the upper limit) that is applicable for female for the concerned slab.

	Income Tax %
	Mandatory
	Numeric
	It is the rate of income tax

	Higher Edu Cess %
	Optional
	Numeric
	It is the rate of Higher educational cess.

	Surcharge on IT %
	Mandatory
	Numeric
	It is the rate of surcharge to be charged on IT.

	Educational cess %
	Optional
	Numeric
	It is the rate of education cess.


2.3.2. Maintain Professional Tax Rates
	Task Name: Maintain Professional Tax Rates



	Task Description:
This screen is used to maintain the Professional Tax parameters. This screen allows specifying and modifying the different slabs of income and the corresponding Professional Tax amount.



	Prerequisites for performing the task: None


	Users who can perform the task:

Users from EDP/Finance departments who are dealing with Payroll.



	Task Procedure

	1. In the main menu select Masters ( Payroll Masters ( Maintain Tax Parameters.

2. The Maintain Income Tax Rates screen appears in Query mode.

3. Select the tab Professional Tax Details. The Professional Tax Details screen gets displayed.

4. To view all the existing details, click on the Execute icon. To view specific details, select the respective header fields and then click on the Execute icon.
5. To get the details /add new row, first click on the Get Detail button.

6. For inserting a new row into the grid click on the Add Row button. A new blank row is inserted at the end of the grid.

7. To insert Professional Tax detail for a new Year Month, click on the Insert toolbar icon. Enter the Year Month, select state Code from LOV, add the row and save the data.

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

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

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

	Field Name
	Field Type
	Data Type
	Description

	Year Month
	Mandatory
	Date
	Select/Enter the Year Month

	State Code
	Mandatory
	Characters
	Select the State Code from the LOV

	Periodicity
	Mandatory
	Characters
	Select the periodicity from the Drop Down List



Field Descriptions (Detail)

	Field Name
	Field Type
	Data Type
	Description

	Amount From
	Mandatory
	Numeric
	This is the lower limit of a slab. The lower limit of the first slab is zero and that for the subsequent slabs is automatically generated from the upper limit of the previous slab.

	Amount To (Rs.)
	Mandatory
	Numeric
	It is the upper limit of a slab.

	Amount (Rs.)
	Mandatory
	Numeric
	It is the amount of Professional tax.


2.3.3. Maintain Other Tax Parameters
	Task Name: Maintain Other Tax Parameters



	Task Description:

This screen is used to maintain all the Other Tax parameters. This screen allows specifying the parameters like Saving Rebate Limit Amount, Additional amount of rebate for females and Additional amount limit for rebate.



	Prerequisites for performing the task:

None


	Users who can perform the task:

Users from EDP/Finance departments who are dealing with Payroll.



	Task Procedure

	1. In the main menu select Masters ( Payroll Masters ( Maintain Tax Parameters.

2. The Maintain Income Tax Rates screen appears in Query mode.

3. Select the tab Other Details. The Other Details screen gets displayed.

4. To view all the existing details click on the Execute icon.

5. To view specific detail, select the Year Month from the LOV and Click on the Execute toolbar icon.

6. To insert a new set of record click on the Insert toolbar icon. Enter the Year Month and all the other detail fields.

7. To save the data click on the Save button. After successful saving, message “Data Saved Successfully” is displayed.

8. GO button can be used to switch between different records.

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




[image: image28.png]3 Payroll - Microsoft Internet Explorer

it rth End . MainPge

Site:FCI Headquarter(162)
MAINTAIN INCOME TAX RATES

vearmonth [0 1@

Saving Rebate Limit Amount (Rs.) 100000]

Female additianal

Additional Limit

Updat

Manual





Field Descriptions (Detail)

	Field Name
	Field Type
	Data Type
	Description

	Year Month
	Mandatory
	Numeric
	Enter the year month (YYYYMM)

	Saving Rebate Limit Amount (Rs.)
	Optional
	Numeric
	It is the Total Amount of Savings Rebate Limit.

	Female Additional
	Optional
	Numeric
	It is the Additional amount of rebate for female.

	Additional Limit
	Optional
	Numeric
	It is the Additional amount limit for rebate.


2.4. Maintain DA Rates
	Task Name: Maintain DA Rates



	Task Description:
This screen maintains the Dearness Allowance Rates. There are different slabs of basic with boundary minimum (low basic) and maximum values (high basic). The DA rates changes quarterly for IDA and half yearly for CDA.
A standard slab of lower limit 0 and upper limit 99999 is used.



	Prerequisites for performing the task:

The user should know DA slabs & rates before performing this task.



	Users who can perform the task:

Users from HR/EDP departments who are dealing with Payroll.


	Task Procedure

	1. From the main menu select Masters ( Payroll Masters (  Maintain DA rates
2. The Maintain DA Rates screen appears in Query mode.

3. Select between the IDA or CDA tab option.
4. To view all the existing details, click on the Execute icon. To view details specific to a Year Month, select the Year Month and then click on the Execute icon.

5. To insert a new DA rate record, click on the Insert icon. Enter the Year and Month. Click on the Add Row button, to insert a new row. Year Month cannot be lesser than the previous Year Month.

6. To delete a row, select the row and click on the Delete Row button. Already saved rows cannot be deleted.
7. To save the data click on the Save button. After successful saving, message “Data Saved Successfully” is displayed.

8. GO button can be used to switch between pages, in case of multiple record pages.

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




[image: image29.png]3 Payroll - Microsoft Internet Explorer

it rth End . MainPge

welcome (s119132) Site:FCI Headquarter(162)
MAINTAIN DA RATES

Da Rate Header

Enter Year And Month [0 | Bervvvim

High A DA Minimum

Get Detail Add Row Delete Row

Manual i reip




[image: image30.png]2 hitp:/itcs5 - Payroll - Microsoft Internet Explorer

Marthiy P

rth End

Welcome (s119132) Site:HEADQUARTERS(33)
MAINTAIN DA RATES

Da Rate Header

Enter Year And Month 0000 Bovvvvum

DA Rate( DA Minimum DP Rate (

K]

=

Pages

o:mel 1Q





Field Descriptions (Header)

	Field Name
	Field Type
	Data Type
	Description

	Enter Year & Month


	Mandatory
	Date
	Enter Year & Month (YYYYMM) or Select the value from LOV


Field Descriptions (Detail)

	Field Name
	Field Type
	Data Type
	Description

	Low Basic
	Mandatory
	Numeric
	Low Basic of the slab.

	High Basic
	Mandatory
	Numeric
	High Basic of the Slab.

	DA Rate (%)
	Mandatory
	Numeric
	DA Rate in percent

	DA Minimum
	Mandatory
	Numeric
	DA Minimum Value

	DP Rate (%)
	Mandatory
	Numeric
	DP Rate in percent


2.5. Maintain Pay Scale
	Task Name: Maintain Pay Scale



	Task Description:

This screen maintains the pay scales for both IDA & CDA patterns.


	Prerequisites for performing the task:

User should have the prior knowledge of the IDA & CDA pay scales patterns.

	Users who can perform the task:

Users from HR/EDP departments who are dealing with Payroll/HR.



	Task Procedure

	1. From the main menu select Masters ( Payroll Masters ( Maintain Pay Scales.

2. The Maintain Pay Scales screen appears in Query mode.

3. For viewing all the existing details click on the Execute toolbar icon. The header details get displayed.
4. To view/insert details particular to a Revision Year Month, select the Revision Year Month, and then click on the Execute icon. Similarly to view/insert details particular to a Pay Scale code, select the Pay Scale Code, and then click on the Execute icon.

5. Two tabs are available corresponding to IDA Pattern and CDA pattern

6. To view the detail portion click on the Get Detail button.
7. To add a new Pay Scale record click on the Insert toolbar icon. Enter the Revision Year Month & Pay Scale code and then click on the Add Row button. To add multiple slabs under the same pay scale click on the Add Row button.
8. To delete a row select the row and then click on the delete row button. Already saved records cannot be deleted.

9. To save the data click on the Save button. After successful saving, message “Data Saved Successfully” is displayed.
10. GO button can be used to switch between different pages.

11. To close the screen click on the Exit button.
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Field Descriptions (Header)

	Field Name
	Field Type
	Data Type
	Description

	Revision Year Month

(YYYYMM)
	Mandatory
	Date
	In Insert Mode enter Revision Year Month, In query mode select from the LOV.

	Pay Scale Code
	Mandatory
	Characters
	Select Pay Scale Code from the LOV.


Field Descriptions (Detail)

	Field Name
	Field Type
	Data Type
	Description

	SrNo
	Read Only
	Numeric
	Serial number of the row.

	Start Basic
	Mandatory
	Numeric
	Start Basic of the slab.

	Increment Amount
	Mandatory
	Numeric
	Corresponding increment amount of the slab.

	End Basic
	Mandatory
	Numeric
	End Basic of the Slab.


2.6. Maintain Transport Allowance

	Task Name: Maintain Transport Allowance



	Task Description:

The screen allows user to enter / view details for Maintain Transport Allowances. Transport allowance is given depending on the IDA/CDA pattern categories. There are also special allowances for physically handicapped employees.

Special Conveyance allowance to handicapped people is paid at double the normal rates.


	Users who can perform the task:

Person from EDP/Finance departments who are dealing with Payroll.



	Task Procedure

	1. From the main menu select Masters ( Payroll Masters ( Maintain Transport Allowance.
2. The Maintain Transport Allowance screen appears in Query mode.

3. To view all the existing records click on the Execute icon. The header record gets populated.

4. To view the detail portion click on the Get Detail button. The details records are populated.

5. To view/enter record of a particular Type of City, select the Type of City from the drop down list and then click on the Execute icon. Similarly to view/enter records of a particular Effective Date, select the Effective Date and then click on the Execute icon. If no records are found, the message “No matching record is retrieved” is displayed.

6. For inserting new record click on the Insert button. Enter values for Effective Date and select Type of city from the drop down list. Select the tab (IDA/ CDA) where you want to enter the data and then click on the Add row button to insert a blank row in the detail part.

7. If the same record is inserted with a new Effective date, the previous record automatically gets an end date at the backend.

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

9. To delete a row, select the row and click on the Delete Row button. Already saved records can’t be deleted.

10. GO button can be used to switch between pages, if there are multiple record pages.

11. To close the screen click on the Exit button.
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Field Descriptions (Header)

	Field Name
	Field Type
	Data Type
	Description

	Effective Date
	Mandatory
	Date
	Date from which the rates are applicable

	Type of City
	Mandatory
	Drop Down List
	City type.


Field Descriptions (Detail)

	Field Name
	Field Type
	Data Type
	Description

	Pay Scale Grade
	Mandatory
	Drop Down List
	Select Pay Scale Grade from the drop down list.

	Handicapped
	Mandatory
	Drop Down List
	Select Yes or No

	Allowance
	Mandatory
	Numeric
	Allowance amount.


2.7. Maintain GIS Rates

	Task Name: Maintain GIS Rates



	Task Description:

This screen allows the user to enter / view details of Group Insurance Scheme Rates. Those employees, who are deputed in FCI from the Central government, are entitled for Group Insurance.


	Prerequisites for performing the task:

Any user who has the knowledge and permission of the payroll section can use the screen.


	Users who can perform the task:

Authorized usage. Only those can use who have access and permission to the screen.



	Task Procedure

	1. From the main menu select Masters ( Payroll Masters (       Maintain GIS Rates.
2. The Maintain GIS Rates screen appears in Query mode.
3. Select the GIS Type from the drop down list.
4. To view the existing details/add new detail click on the Get detail button.
5. For inserting a new row, click on the Add Row button.

6. To revise the rate for a particular category, enter a new row with the revised rate and the Effective Date. Effective date cannot be lesser than previous Effective Date. On Updation previously saved rates automatically gets End dated.
7. To delete a row select the row and click on the Delete Row button. Already saved rows cannot be deleted.
8. To save the data click on the Save button. After successful saving,         message “Data Saved Successfully” is displayed.
9. GO button can be used to switch between pages.
10. To close the screen click on the Exit button.
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Field Description (Headers)

	Field Name
	Field Type
	Data Type
	Description

	Type of GIS
	Mandatory
	Characters
	Select the GIS Type from the drop down list.


Field Description (Details)

	Field Name
	Field Type
	Data Type
	Description

	Category
	Mandatory
	Characters
	Select the Employee Category from the drop down list.

	Rates
	Mandatory
	Numeric
	Enter the GIS Rate

	Effective Date
	Mandatory
	Date
	Select the Effective Date.


2.8. Maintain Miscellaneous Allowance Rates
	Task Name: Maintain Miscellaneous Allowance Rates


	Task Description:

The screen allows user to enter / view details of Miscellaneous Allowance Rates.

Particular employees in the organization are entitled to some fixed monthly miscellaneous amount in the organization, like Washing allowance, Lunch subsidy, Dusting operator allowance, Operation allowance etc based on which the payroll is run for the employee. This value is fixed for employees of a particular cadre or designation. This fixed value can be updated in case of revision of the amounts.


	Prerequisites for performing the task:

Any user who has the knowledge and permission of the payroll section can use the screen.



	Users who can perform the task:

Authorized usage. Only those can use who have access and permission to the screen.



	Task Procedure

	1. From the main menu select Masters ( Payroll Masters ( Maintain       Miscellaneous Allowance.
2. The Maintain Miscellaneous Allowance Rates screen appears in Query mode.
3. To view existing details/add new detail click on the Get detail button.
4. Click on the Add row button to insert a blank row.
5. To delete a row select the row and click on the Delete Row button. Already saved rows cannot be deleted.
6. If the user enters the same detail with a revised rate and with different Effective date, the previous record automatically gets an end date at the backend. Effective date cannot be lesser than the previous Effective date.
7. To save the data click on the Save button. After successful saving, message “Data Saved Successfully” is displayed.
8. GO button can be used to switch between different pages.
9. To close the screen click on the Exit button.
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Field Description (Details)

	Field Name
	Field Type
	Data Type
	Description

	Pay scale Type
	Mandatory
	Characters
	Select the Pay scale type from the drop down list.

	Category
	Optional
	Characters
	Select the category from the drop down list.

	Pay Code
	Mandatory
	Numeric
	Select the Pay Code from the LOV

	Description
	Read Only
	Characters
	Filled automatically in accordance with the Pay Code.

	Pay Scale Code
	Optional
	Characters
	Select the Pay Scale Code from the LOV

	Effective Start Date
	Mandatory
	Date
	Select the Effective Start Date

	Rates
	Mandatory
	Numeric
	Enter the Rate


2.9. Maintain Station Compensatory Allowance Rates

	Task Name: Maintain Station Compensatory Allowance Rates



	Task Description:

This screen allows the user to Maintain Station compensatory Allowance Rates. A fixed percentage of the basic salary is given to the employee as SCA. This fixed value is updated in case of revision of the amount.
As and when unionized employees get promoted to the rank of Manager, the SCA will cease.



	Prerequisites for performing the task:

Any user who has the knowledge and permission of the payroll section can use the screen.



	Users who can perform the task:

Authorized usage. Only those can use who have access and permission to the screen.



	Task Procedure

	1. From the main menu select Masters ( Payroll Masters ( Maintain SCA Rates.
2. The Maintain Station Compensatory Allowance Rates screen appears in Query mode.
3. To view existing details/add new detail click on the Get detail button.
4. To insert a new row click on the Add row button. A blank new row is added to the end.
5. Updation of SCA rate can be done by adding a new row, with the same Type of City and changing the Effective Date. Effective Date cannot be lesser than previous Effective Date. Previous record automatically gets an end date.
6. To delete a row select the row and click on the Delete Row button. Already existing rows cannot be deleted.
7. To save the data click on the Save button. After successful saving, message “Data Saved Successfully” is displayed.
8. GO button can be used to switch between different pages.
9. To close the screen click on the Exit button.
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Field Description (Details)
	Field Name
	Field Type
	Data Type
	Description

	Type of City
	Mandatory
	Characters
	Select the Type of City from the drop down list.

	SCA Rates
	Mandatory
	Numeric
	Enter the SCA Rates.

	Effective From
	Mandatory
	Date
	Select the Effective Date.


2.10. Maintaining Other Parameters
	Task Name: Maintain Other Parameters



	Task Description:

The Miscellaneous Parameter Screen is required to allow users enter and maintain various parameters, OTA Rates, ceiling amount, night shift allowance etc that are required for payroll processing. The screen also includes medical health scheme deduction rates.


	Prerequisites for performing the task:

Any user who has the knowledge and permission of the payroll section can use the screen.



	Users who can perform the task:

Authorized usage. Only those can use who have access and permission to the screen.



	Task Procedure

	1. In the main menu select Masters ( Payroll Masters ( Maintain Other Parameters.

The Miscellaneous Parameters screen appears in Query mode.

2. To get the existing details, click on the Execute icon.

3. For Updation of any parameter, change the corresponding Effective From Date and enter the revised value of the parameter.
4. To save the data click on the Save button. After successful saving, message “Data Saved Successfully” is displayed.
5. To close the screen click on the Exit button.
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Miscellaneous Parameters
Field Description (Deputation Allowance Details)

	Field Name
	Field Type
	Data Type
	Description

	Effective from
	Mandatory
	Date
	Select the Effective from date.

	Within same Station
	Mandatory
	Numeric
	Enter the Basic percentage.

	Out Station
	Mandatory
	Numeric
	Enter the Basic percentage.


Field Description (Deputation Ceiling Amount)

	Field Name
	Field Type
	Data Type
	Description

	Effective from
	Mandatory
	Date
	Select the Effective from date.

	Within same location
	Mandatory
	Numeric
	Enter the amount.

	Out Station
	Mandatory
	Numeric
	Enter the amount.


Field Description (Night Shift Allowance)

	Field Name
	Field Type
	Data Type
	Description

	Effective from
	Mandatory
	Date
	Select the Effective from date.

	Shift duty from 12.00 Mid-night to 8.00 AM (Rs.)
	Mandatory
	Numeric
	Enter the amount.

	Shift duty from 4.00 PM to 12.00 Mid-night (Rs.)
	Mandatory
	Numeric
	Enter the amount.


Field Description (Other)

	Field Name
	Field Type
	Data Type
	Description

	NPA %
	Mandatory
	Numeric
	Enter the NPA percentage

	Effective from
	Mandatory
	Date
	Select the Effective date for the NPA %.

	NPA Ceiling Amount(Rs.)
	Mandatory
	Numeric
	Enter the NPA Ceiling amount.

	Effective from
	Mandatory
	Date
	Select the Effective date for the NPA Ceiling Amount.

	PLI Ceiling Amount(Rs)
	Mandatory
	Numeric
	Enter the PLI Ceiling amount.

	Effective from
	Mandatory
	Date
	Select the Effective Date for the PLI Ceiling Amount


Field Description (Deductions)

	Field Name
	Field Type
	Data Type
	Description

	BF Deduction (Rs)
	Mandatory
	Numeric
	Enter the BF Deduction amount.

	Effective date
	Mandatory
	Date
	Select the Effective date for the BF Deduction.

	HRR Salary %
	Mandatory
	Numeric
	Enter the HRR percentage.

	Effective date
	Mandatory
	Date
	Select the Effective date for HRR salary.


Medical Health Scheme Deduction
	Task Procedure

	1. Select the Medical Health Scheme Deduction tab. The screen opens in the Query mode.
2. To get the details, click on the Get Detail button.

3. To insert a new row, click on Add New button, a new row is inserted at the end.
4. To delete a row, select the row and click on the Delete Row button. Already saved rows cannot be deleted.

5. To Update the Deduction rate for a particular category, add a row, with the revised Deduction and new Effective Date. Effective Date cannot be lesser than the previous Effective Date.
6. To save the data click on the Save button. After successful saving, message “Data Saved Successfully” is displayed.

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




[image: image37.png]3 Payroll - Microsoft Internet Explorer

Morth

Site:FCI Headquarter(162)
MAINTAIN MEDICAL HEALTH SCHEME DEDUCTION DETAILS

Get Detail Add Row Delete Row

Update Made





Medical Health Scheme Deduction
Field Description (Details)
	Field Name
	Field Type
	Data Type
	Description

	Category
	Mandatory
	Characters
	Select the category from the drop down list.

	Deduction
	Mandatory
	Numeric
	Enter  the Deduction amount.

	Start Date
	Mandatory
	Date
	Select the Effective date.


2.11. Spl Compensatory Allowance
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Bad Climate Allowance
	Task Name: Bad Climate Allowance



	Task Description:

This screen is used to maintain the Bad Climate Allowance rates.
Bad climate allowance is given to those employees, who work in areas where the climate is not suitable and the allowance is given to compensate their hardships.


	Prerequisites for performing the task:

Any user who has the knowledge and permission of the payroll section can use the screen.



	Users who can perform the task:

Authorized usage. Only those can use who have access and permission to the screen.



	Task Procedure

	1. In the main menu select Masters ( Payroll Masters ( Spl Compensatory Allowance ( Bad Climate Allowance.
2. The Bad Climate Allowance screen appears in Query mode.
3. Select the IDA or CDA tab option.
4. To view the latest details, click on the Execute icon.
5. To get the details click on the Get Detail button.
6. To insert a new slab click on the Insert toolbar icon. Enter the Effective Date. Effective Date cannot be lesser than the previously saved records.
7. To add a row, click on the Add Row button. A blank row is inserted at the end.

8. To delete a row, select the row & click on the Delete Row button. Already saved rows cannot be deleted.
9. To save the data click on the Save button. After successful saving, message “Data Saved Successfully” is displayed.
10. GO button can be used to switch between different pages.
11. To close the screen click on the Exit button.
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Field Description (CDA Details)
	Field Name
	Field Type
	Data Type
	Description

	Basic From
	Mandatory
	Numeric
	Enter the lower limit of the slab.

	Basic To
	Mandatory
	Numeric
	Enter the upper limit of the slab.

	Allowance
	Mandatory
	Numeric
	Enter the Allowance amount
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\
Field Description (IDA Details)

	Field Name
	Field Type
	Data Type
	Description

	Category
	Mandatory
	Characters
	Select the Category from the Drop Down List

	Basic From
	Mandatory
	Numeric
	Enter the lower limit of the slab.

	Basic To
	Mandatory
	Numeric
	Enter the upper limit of the slab.

	Allowance
	Mandatory
	Numeric
	Enter the Allowance amount


Hill Compensatory Allowance
	Task Name: Hill Compensatory Allowance



	Task Description:

This screen is used to maintain the Hill Compensatory Rates.
This allowance is given to those employees, who work in hilly areas where conditions are hard and the allowance is given to compensate their hardships.


	Prerequisites for performing the task:

Any user who has the knowledge and permission of the payroll section can use the screen.



	Users who can perform the task:

Authorized usage. Only those can use who have access and permission to the screen.



	Task Procedure

	1. In the main menu select Masters ( Payroll Masters ( Spl Compensatory Allowance ( Hill Compensatory Allowance.
2. The Hill Compensatory Allowance screen appears in Query mode.
3. Select between the IDA or CDA tab option.
4. To view the latest details, click on the Execute icon. To get the details click on the Get Detail button.
5. To insert a new slab click on the Insert toolbar icon. Enter the Effective Date. Effective Date cannot be lesser than the previously saved records.

6. To add a row, click on the Add Row button. A blank row is inserted at the end.
7. To delete a row, select the row & click on the Delete Row button. Already saved rows cannot be deleted.
8. To save the data click on the Save button. After successful saving, 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 (CDA Details)

	Field Name
	Field Type
	Data Type
	Description

	Basic From
	Mandatory
	Numeric
	Enter the         lower limit of the slab.

	Basic To
	Mandatory
	Numeric
	Enter the upper limit of the slab.

	Allowance
	Mandatory
	Numeric
	Enter the Allowance amount


Remote Area Allowance
	Task Name: Remote Area Allowance



	Task Description:

This screen is used to maintain the Remote Area Allowance slab.

This allowance is given to those employees who work in remote area, where commutation is not easy, and the allowance is given to compensate their hardships.



	Prerequisites for performing the task:

Any user who has the knowledge and permission of the payroll section can use the screen.



	Users who can perform the task:

Authorized usage. Only those can use who have access and permission to the screen.



	Task Procedure

	1. In the main menu select Masters ( Payroll Masters ( Spl Compensatory Allowance ( Remote Area Allowance.
2. The Remote Area Allowance screen appears in Query mode.
3. Select the IDA or CDA tab option.
4. To view all the latest details, click on the Execute icon.
5. To get the details click on the Get Detail button.
6. To insert a new slab click on the Insert toolbar icon. Enter the Effective Date. Effective Date cannot be lesser than the previously saved records.

7. To add a row, click on the Add Row button. A blank row is inserted at the end.

8. To delete a row, select the row & click on the Delete Row button. Already saved rows cannot be deleted.
9. To save the data click on the Save button. After successful saving, message “Data Saved Successfully” is displayed.
10. GO button can be used to switch between different pages.
11. To close the screen click on the Exit button.
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Field Description (CDA Details)
	Field Name
	Field Type
	Data Type
	Description

	Basic From
	Mandatory
	Numeric
	Enter the lower limit of the slab.

	Remote Area
	Mandatory
	Characters
	Select the Remote Area Type from the Drop Down List

	Basic To
	Mandatory
	Numeric
	Enter the upper limit of the slab

	Allowance
	Mandatory
	Numeric

	Enter the Allowance amount


Special Duty Allowance

	Task Name: Special Duty Allowance



	Task Description:

This screen is used to maintain all the Special Duty Allowances. It allows the user to insert/update the various other Special Duty Allowances.



	Prerequisites for performing the task:

Any user who has the knowledge and permission of the payroll section can use the screen.



	Users who can perform the task:

Authorized usage. Only those can use who have access and permission to the screen.



	Task Procedure

	1. In the main menu select Masters ( Payroll Masters ( Spl Compensatory Allowance ( Special Duty Allowance.
2. The Special Duty Allowance screen appears in Query mode.
3. Select the IDA or CDA tab option.
4. To view all the existing details, click on the Execute icon. To view details specific to an Effective Date, select the Date and then click the Execute icon.

5. To get the details click on the Get Detail button.
6. To insert a new slab click on the Insert toolbar icon. Enter the Effective Date. Effective Date cannot be lesser than the previously saved records.

7. To add a row, click on the Add Row button. A blank row is inserted at the end.

8. To delete a row, select the row & click on the Delete Row button. Already saved rows cannot be deleted.
9. To save the data click on the Save button. After successful saving, message “Data Saved Successfully” is displayed.
10. GO button can be used to switch between different pages.
11. To close the screen click on the Exit button.
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Field Description (Details)

	Field Name
	Field Type
	Data Type
	Description

	Category
	Mandatory
	Drop Down List
	Select the category

	Designation
	Optional
	Characters
	Select from the LOV

	Allowance
	Mandatory
	Numeric
	Fill in the amount.

	Param/Rate
	Mandatory
	Numeric
	Fill the field.

	Remarks
	Optional
	Characters
	Enter the remarks.


Tribal Area Allowance
	Task Name: Tribal Area Allowance



	Task Description:

This screen is used to maintain the Tribal Area Allowance Rates.



	Prerequisites for performing the task:

Any user who has the knowledge and permission of the payroll section can use the screen.



	Users who can perform the task:

Authorized usage. Only those can use who have access and permission to the screen.



	Task Procedure

	1. In the main menu select Masters ( Payroll Masters ( Spl Compensatory Allowance ( Tribal Area Allowance.

2. The Tribal Area Allowance screen appears in Query mode.

3. Select the IDA or CDA tab option.

4. To view the latest details, click on the Execute icon.

5. To get the details click on the Get Detail button.

6. To insert a new slab click on the Insert toolbar icon. Enter the Effective Date. Effective Date cannot be lesser than the previously saved records.

7. To add a row, click on the Add Row button. A blank row is inserted at the end.

8. To delete a row, select the row & click on the Delete Row button. Already saved rows cannot be deleted.

9. To save the data click on the Save button. After successful saving, message “Data Saved Successfully” is displayed.

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

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




Field Description (CDA Details)
	Field Name
	Field Type
	Data Type
	Description

	Basic From
	Mandatory
	Numeric
	Enter the lower limit of the slab.

	Allowance
	Mandatory
	Numeric
	Enter the Allowance Amount

	Basic To
	Mandatory
	Numeric
	Enter the upper limit of the slab
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Field Description (IDA Details)

	Field Name
	Field Type
	Data Type
	Description

	Category
	Mandatory
	Characters
	Select the Category from the Drop Down List

	Basic From
	Mandatory
	Numeric
	Enter the lower limit of the slab.

	Allowance
	Mandatory
	Numeric
	Enter the Allowance Amount

	Basic To
	Mandatory
	Numeric
	Enter the upper limit of the slab


Project Allowance
	Task Name: Project Allowance



	Task Description:

This screen is used to maintain the Project Allowance Rates.


	Prerequisites for performing the task:

Any user who has the knowledge and permission of the payroll section can use the screen.



	Users who can perform the task:

Authorized usage. Only those can use who have access and permission to the screen.



	Task Procedure

	1. In the main menu select Masters ( Payroll Masters ( Spl Compensatory Allowance ( Project Allowance.
2. The Project Allowance screen appears in Query mode.

3. Select the IDA or CDA tab option.

4. To view the latest details, click on the Execute icon.

5. To get the details click on the Get Detail button.

6. To insert a new slab click on the Insert toolbar icon. Enter the Effective Date. Effective Date cannot be lesser than the previously saved records.

7. To add a row, click on the Add Row button. A blank row is inserted at the end.

8. To delete a row, select the row & click on the Delete Row button. Already saved rows cannot be deleted.

9. To save the data click on the Save button. After successful saving, message “Data Saved Successfully” is displayed.

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

11. To close the screen click on the Exit button.
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Field Description (CDA Details)

	Field Name
	Field Type
	Data Type
	Description

	Basic From
	Mandatory
	Numeric
	Enter the lower limit of the slab.

	Basic To
	Mandatory
	Numeric
	Enter the upper limit of the slab

	Allowance
	Mandatory
	Numeric
	Enter the allowance amount


2.12. Maintain Pay Codes

	Task Name: Maintain Pay Codes



	Task Description:

This screen allows the user to maintain the various pay codes against which payments and recoveries are to be affected in salary. Pay codes are created in order to track the different areas of payments or deductions for an employee. All salary transactions eventually correspond to one pay code or other.


	Prerequisites for performing the task:

All earning and deduction components along with the details relevant to the organisation should be known before performing this task.



	Users who can perform the task:

Users from HR/EDP/Finance departments who are dealing with Payroll.



	Task Procedure

	1. In the main screen, click on Masters ( Payroll Masters (  Maintain Pay Codes
2. The Maintain Pay Codes screen appears in Query mode.

3. To view the details, click on the Get Detail button.

4. Updation is allowed in the screen but deletion is not allowed.
5. GO button can be used to switch between different pages.

6. To save the data click on the Save button. After successful saving, message “Data Saved Successfully” is displayed.

7. To close the screen click on the Exit button.
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Field Descriptions

	Field Name
	Field Type
	Description

	Pay Code
	Read Only
	The Pay Code will be a numeric code with maximum 3 digits. The following conventions should be followed for defining the pay codes :

60 – 80: Advance recovery components (Marriage Adv recovery etc.)

81 - 99: All loan recovery components (Motor car loan recovery etc.)

100 – 299: Earning components (Basic, HRA etc.)

300 – 499: Deduction components (Income tax, Prof Tax etc.)

500 – 549: Internal Savings (PF, LIC etc.)

550 – 599: External Savings (PPF, NSC etc.)
550 :External Savings(80C)

800 – 850: Tax relief sections (80C, 80CCD, 80L etc.)

990 – 999: Miscellaneous (Net earning etc.)

	Description
	Mandatory
	User has to enter the detail description of the Pay Code

	Taxable Indicator
	Mandatory
	This field stands for taxable indicator. User has to select Yes/No

	Savings Rebate
	Mandatory
	This filed is enabled for Savings Pay code. External Income and Deductions are also considered as savings as they affect tax calculation. Valid values are :

R- Indicates 80C Deduction

I- Income Savings (Directly added to Taxable Income)

D – Deduction Savings (Directly deducted from Taxable Income)

	Rebate Limit
	Optional
	Enter the amount for maximum Rebate Limit.

	Adj. Priority
	Optional
	In case salary goes negative then in what order the recoveries has to be stopped is decided by this field. 1 indicates the pay code will be the first to stopped, 2 indicates second to be stopped & so on.

	Prof Tax Flag
	Mandatory
	Determines whether the pay code has to be considered in calculating professional tax.


2.13. Maintain City Type Location Mapping
	Task Name: Maintain City Type Location Mapping


	Task Description:

This screen allows the user to maintain and map Location with its respective City Type.


	Prerequisites for performing the task:

Any user who has the knowledge and permission of the payroll section can use the screen.



	Users who can perform the task:

Person from EDP/Finance departments who are dealing with Payroll.



	Task Procedure

	1. From the main menu select Masters ( Payroll Masters ( City Type & Location Mapping
2. The Maintain City Type Location Mapping screen appears in Query mode.

3. To view the existing details/ add new, first click on the Get Detail button.

4. For inserting a new row into the grid click on the Add Row button. A new blank row is inserted at the end.
5. Now the HRA city type, remote area type, population type, MGW type, effective from should be selected if applicable.

6. To delete a row, select the row then click on the Delete Row button. Already saved rows cannot be deleted.

7. An existing record can be updated by adding a new row. But keep in mind that user can only add a new row after end dating the existing row. So that there will be only one record which is valid and whose end date is blank.
8. To save the data click on the Save button. After successful saving, 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.




Note:-

1. If the city type of location is changed, then the city type of each employee posted to that location would be automatically update by the system.
Field Description (Details)

	Field Name
	Field Type
	Data Type
	Description

	Location
	Mandatory
	Characters
	Select the Location from the LOV

	HRA City Type
	Mandatory
	Characters
	Select the City Type from the Drop Down List

	Remote Area Type
	Optional
	Characters
	Select the Remote Area Type from the Drop Down List

	Transport City Type
	Mandatory
	Characters
	Select the transport city type from the Drop Down List

	Population Type
	Optional
	Characters
	Select the population type from the Drop Down List

	MGW Type
	Optional
	Characters
	Select the MGW Type from the Drop Down List

	Effective From
	Mandatory
	Date
	Select the Effective From date

	Effective To
	Optional
	Date
	Select the Effective to date if you want to obsolete the record


2.14. Maintain Cafeteria Approach Details
	Task Name: Maintain Cafeteria Approach Details



	Task Description:

This screen allows the user to maintain the Cafeteria Approach details. The Maintain Cafeteria Approach Screen will be used to capture various Pay Codes that are specific to FCI.


	Prerequisites for performing the task:

Any user who has the knowledge and permission of the payroll section can use the screen.



	Users who can perform the task:

Person from EDP/Finance departments who are dealing with Payroll.



	Task Procedure

	1. From the main menu select Masters ( Payroll Masters ( Maintain Cafeteria Approach Details
2. The Maintain Cafeteria Approach Details screen appears in Query mode.

3. To view existing details, first select the Pay Code and click on the Get Detail button. The details are populated.

4. New row can only be inserted by Clicking on the Add Row button and a new row is inserted at the end.

5. To delete the row, select the row, click on the Delete Row button.

6. To save the data click on the Save button. After successful saving, message “Data Saved Successfully” is displayed.

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




Field Description (Header)

	Field Name
	Field Type
	Data Type
	Description

	Pay Code
	Mandatory
	Numeric
	Select the Pay Code from Pay Code LOV


Field Description (Details)

	Field Name
	Field Type
	Data Type
	Description

	Percentage
	Mandatory
	Numeric
	Enter the Percentage Name

	Education
	Mandatory
	Characters
	Select Education from Drop Down Box

	Designation
	Mandatory
	Characters
	Select  Designation from Drop Down Box

	Handicapped
	Mandatory
	Characters
	Select  Handicapped from Drop Down Box

	Vehicle Type
	Mandatory
	Characters
	Select  Vehicle Type from Drop Down Box

	Start Date
	Mandatory
	Date
	Enter the  Start Date

	End Date
	Optional
	Date
	Enter the  End Date
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2.15. Maintain Employee Designation For 6th Pay
	Task Name: Maintain Employee Designation For 6th Pay


	Task Description:

This screen allows the user to maintain : Maintain Employee Designation For 6th Pay.  Maintain Employee Designation For 6th Pay Screen will be used to capture employee designation for 6th Pay that are specific to FCI.


	Prerequisites for performing the task:

Any user who has the knowledge and permission of the payroll section can use the screen.



	Users who can perform the task:

Person from EDP/Finance departments who are dealing with Payroll.



	Task Procedure

	1.From the main menu select Masters ( Payroll Masters ( Maintain Employee Designation For 6th Pay.
2.The Maintain Employee Designation For 6th Pay screen appears in Query mode.

3.To view existing details, first select the Pay Code and click on the Get Detail button. The details are populated.

4.New row can only be inserted by Clicking on the Add Row button and a new row is inserted at the end.

5.To delete the row, select the row, click on the Delete Row button.

6.To save the data click on the Save button. After successful saving, message “Data Saved Successfully” is displayed.

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




Field Description (Details)

	Field Name
	Field Type
	Data Type
	Description

	Designation Description
	Mandatory
	Characters
	Enter the Designation Description.

	Category
	Mandatory
	Characters
	Select Category from Drop Down Box

	Pay Scale Code
	Mandatory
	Characters
	Select  Pay Scale from LOV

	Pay Scale Description
	Mandatory
	Characters
	Filled automatically

	Pay Band Code
	Mandatory
	Characters
	Select  Pay Band Code from LOV

	Grade Pay
	Mandatory
	Date
	Filled automatically

	Pay Band Desc
	Optional
	Date
	Filled automatically

	Board Flag
	Optional
	Check Box
	Check Box
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2.16 Miscellaneous Allowance Six Pay
	Task Name: Miscellaneous Allowance Six Pay

	Task Description:

This screen allows the user to maintain Miscellaneous Allowance Six Pay.  Miscellaneous Allowance Six Pay Screen will be used to capture rate of miscellaneous allowances for 6th Pay that are specific to FCI.


	Prerequisites for performing the task:

Any user who has the knowledge and permission of the payroll section can use the screen.



	Users who can perform the task:

Person from EDP/Finance departments who are dealing with Payroll.



	Task Procedure

	1.From the main menu select Masters ( Payroll Masters ( Miscellaneous Allowance Six Pay.

2.The Miscellaneous Allowance Six Pay screen appears in Query mode.

3.To view existing details, first select the Pay Code and click on the Get Detail button. The details are populated.

4.New row can only be inserted by Clicking on the Add Row button and a new row is inserted at the end.

5.To delete the row, select the row, click on the Delete Row button.

6.To save the data click on the Save button. After successful saving, message “Data Saved Successfully” is displayed.

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




Field Description (Details)

	Field Name
	Field Type
	Data Type
	Description

	Pay Band
	Mandatory
	Characters
	Select  Pay Band from LOV .

	Grade
	Mandatory
	Characters
	Select  Grade from LOV

	Rate
	Mandatory
	Numeric
	Enter the Rate.

	Category
	Mandatory
	Characters
	Select  Category from drop down .
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2.17 Special Compensatory Allowance 6 pc
	Task Name: Spl Compensatory Allowance 6 pc

	Task Description:

This screen allows the user to maintain Spl Compensatory Allowance 6 pc.  Spl Compensatory Allowance 6 pc Screen will be used to capture rate of special compensatory allowances for 6th Pay that are specific to FCI.


	Prerequisites for performing the task:

Any user who has the knowledge and permission of the payroll section can use the screen.



	Users who can perform the task:

Person from EDP/Finance departments who are dealing with Payroll.



	Task Procedure

	1.From the main menu select Masters ( Payroll Masters ( Spl Compensatory Allowance 6 pc.

2.The Spl Compensatory Allowance 6 pcscreen appears in Query mode.

3.To view existing details, first select the Pay Code and click on the Get Detail button. The details are populated.

4.New row can only be inserted by Clicking on the Add Row button and a new row is inserted at the end.

5.To delete the row, select the row, click on the Delete Row button.

6.To save the data click on the Save button. After successful saving, message “Data Saved Successfully” is displayed.

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




Field Description (Header)

	Field Name
	Field Type
	Data Type
	Description

	Allowances Type
	Mandatory
	Characters
	Select  Allowances Type from drop down .

	Area Type
	Mandatory
	Characters
	Select  Area type.

	Effective From
	Mandatory
	Date
	Select the Date from the Calendar.

	Effective  To
	Optional
	Date
	Select the Date from the Calendar.


Field Description (Details)

	Field Name
	Field Type
	Data Type
	Description

	Pay Band
	Mandatory
	Characters
	Select  Pay Band from LOV .

	Grade
	Mandatory
	Characters
	Select  Grade from LOV

	Rate
	Mandatory
	Numeric
	Enter the Rate.

	Category
	Mandatory
	Characters
	Select  Category from drop down .
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2.18 View City Type and Location Mapping

	Task Name: View City Type Location Mapping



	Task Description:

This screen allows the user to view mapping of Location with its respective City Type.


	Prerequisites for performing the task:

Any user who has the knowledge and permission of the payroll section can use the screen.



	Users who can perform the task:

Person from EDP/Finance departments who are dealing with Payroll.



	Task Procedure

	1. From the main menu select Masters ( Payroll Masters ( View City Type & Location Mapping
2. The View City Type Location Mapping screen appears in Query mode.

3. To view the existing details/ add new, first click on the Get Detail button.

4. For inserting a new row into the grid click on the Add Row button. A new blank row is inserted at the end.
5. Now the HRA city type, remote area type, population type, MGW type, effective from should be selected if applicable.

6. To delete a row, select the row then click on the Delete Row button. Already saved rows cannot be deleted.

7. An existing record can be updated by adding a new row. But keep in mind that user can only add a new row after end dating the existing row. So that there will be only one record which is valid and whose end date is blank.
8. To save the data click on the Save button. After successful saving, 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 (Details)

	Field Name
	Field Type
	Data Type
	Description

	Location
	Mandatory
	Characters
	Select the Location from the LOV

	HRA City Type
	Mandatory
	Characters
	Select the City Type from the Drop Down List

	Remote Area Type
	Optional
	Characters
	Select the Remote Area Type from the Drop Down List

	Transport City Type
	Mandatory
	Characters
	Select the transport city type from the Drop Down List

	Population Type
	Optional
	Characters
	Select the population type from the Drop Down List

	MGW Type
	Optional
	Characters
	Select the MGW Type from the Drop Down List

	Effective From
	Mandatory
	Date
	Select the Effective From date

	Effective To
	Optional
	Date
	Select the Effective to date if you want to obsolete the record


2.19 Classification Vs. Pay Code Screen

	Task Name: Maintain Classification Vs. Pay Code Screen.


	Task Description:

Casual labors are applicable to get the pay codes defined in this screen. 


	Prerequisites for performing the task:

Any user who has the access rights to master section of payroll can use the screen.



	Users who can perform the task:

Person from EDP/Finance departments who are dealing with Payroll.



	Task Procedure

	1. From the main menu select Masters ( Payroll Masters ( Maintain Classification vs. pay code mapping. This screen appears in Query mode.
2. There is a drop down box provided at the header section of the screen. From here select casual worker.
3. To view the existing details or to add new, first click on the Get Detail button.

4. For inserting a new row into the grid click on the Add Row button. A new blank row is inserted at the end.
5. A new row of pay code and its description can be seen appended along with already entered list.
6. To delete a row, select the row then click on the Delete Row button. Already saved rows cannot be deleted.

7. There is no option to update the existing record.
8. To save the data click on the Save button. After successful saving, 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 (Details)

	Field Name
	Field Type
	Data Type
	Description

	Classification
	Mandatory
	Characters
	Select from drop down box

	Pay code
	Mandatory
	Number
	Select from pay code LOV

	Pay code description
	Mandatory
	Characters
	Auto populates when pay code is selected


3. APPS INTEGRATION MASTERS

3.1. Maintain Location Details
	Task Name: Maintain Location Details


	Task Description:

This screen allows the user to maintain the location details. The Maintain Locations Screen will be used to capture various Locations and their corresponding contact details that are specific to FCI.


	Prerequisites for performing the task:

Any user who has the knowledge and permission of the payroll section can use the screen.



	Users who can perform the task:

Person from EDP/Finance departments who are dealing with Payroll.



	Task Procedure

	8. From the main menu select Masters ( Apps Integration Master ( Maintain Location Details
9. The Maintain Location Details screen appears in Query mode.

10. To view existing details, first select the Location Type and click on the Get Detail button. The details are populated.
11. All the details are only for the view purpose, except for the Depots, where new details can be added.
12. New row can only be inserted in the Depot section. Click on the Add Row button and a new row is inserted at the end.

13. To delete the row, select the row, click on the Delete Row button. Already saved rows cannot be deleted.
14. To save the data click on the Save button. After successful saving, message “Data Saved Successfully” is displayed.

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




Field Description (Header)

	Field Name
	Field Type
	Data Type
	Description

	Location Type
	Mandatory
	Characters
	Select the Location Type from the Drop Down List


Field Description (Details)

	Field Name
	Field Type
	Data Type
	Description

	Location Name
	Mandatory
	Characters
	Enter the Location Name

	Address
	Optional
	Characters
	Enter the Address of the Location

	State
	Mandatory
	Characters
	Select the State from the LOV

	Pin
	Optional
	Numeric
	Enter the pin code

	Phone No.
	Optional
	Numeric
	Enter the phone number

	Fax
	Optional
	Numeric
	Enter the fax number

	Email Id
	Optional
	Characters
	Enter the email id
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3.2. Pay Code v/s Natural Accounts

	Task Name: Pay Code v/s Natural Accounts



	Task Description:
This screen allows the user to maintain the mapping between the pay codes and Natural accounts. Pay codes are created in order to keep track of the different areas of payments or deductions for the staff of the organization. Natural accounts, as defined in the General Ledger system, are mapped to the pay codes such that posting of salary to AP takes place in the correct manner.



	Prerequisites for performing the task:

Pay Codes vs. Natural Account mapping should be known before performing this task.



	Users who can perform the task:

Users from EDP/Finance department who are dealing with Payroll.



	Task Procedure

	1. In the main menu select Masters ( Apps Integration Masters ( Pay Code v/s Natural Acct
2. The Maintain Pay Code v/s Natural Accounts screen appears in Query mode.

3. To get the existing details click on the Get Detail button.

4. To add a new row click on the Add Row button, a new row is added at the end.

5. To delete a row, select the row and click on Delete Row button. Already saved rows cannot be deleted.

6. To save the data click on the Save button. After successful saving, message “Data Saved Successfully” is displayed.
7. GO button can be used to switch between different pages.
8. To close the screen click on the Exit button.
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Field Description
	Field Name
	Field Type
	Data Type
	Description

	Pay Code
	Mandatory
	Numeric
	Select the Pay Code from the LOV

	Description
	Read Only
	Characters
	Describes the particular Pay Code

	Natural Account
	Mandatory
	Numeric
	Select the Natural Account from the LOV


3.3. Pay Code v/s Agency Code Mapping

	Task Name: Pay Code v/s Agency Code Mapping


	Task Description:
This screen allows the user to maintain the mapping between the pay codes and Agency Codes.


	Prerequisites for performing the task:

Pay Codes vs. Agency Code mapping should be known before performing this task.



	Users who can perform the task:

Users from EDP/Finance department who are dealing with Payroll.



	Task Procedure

	1. In the main menu select Masters ( Apps Integration Masters ( Pay Code v/s Agency Code
2. The Pay Code v/s Agency Code screen appears in Query mode.

3. To get the existing details click on the Get Detail button.

4. To add a new row click on the Add Row button, a new row is added at the end.

5. To delete a row, select the row and click on Delete Row button. Already saved rows cannot be deleted.

6. To save the data click on the Save button. After successful saving, message “Data Saved Successfully” is displayed.
7. GO button can be used to switch between different pages.
8. To close the screen click on the Exit button.
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Field Description
	Field Name
	Field Type
	Data Type
	Description

	Pay Code
	Mandatory
	Numeric
	Select the Pay Code from the LOV

	Description
	Read Only
	Characters
	Describes the particular Pay Code

	Agency Code
	Mandatory
	Numeric
	Select the Agency Code from the LOV

	Agency Desc
	Read Only
	Characters
	Agency description is filled

	Agency Site
	Mandatory
	Numeric
	Select the Agency Site from the LOV

	Agency Site Desc
	Read Only
	Characters
	Agency Site description is filled

	Employee No
	Optional
	Numeric
	Select the Employee No from the LOV

	Employee Name
	Read Only
	Characters
	Employee’s name is filled


3.4. Maintain Bank Master
	Task Name: Maintain Bank Master


	Task Description:
The screen displays the details of the various banks maintained in Oracle Applications. The screen is only for the view purpose.


	Prerequisites for performing the task:

None


	Users who can perform the task:

Users from EDP/Finance department who are dealing with Payroll.



	Task Procedure

	1. In the main menu select Masters ( Apps Integration Masters ( Maintain Bank Details
2. The Maintain Bank Details screen appears in Query mode.
3. To get the details, select the Bank Name from the LOV and click on the Get detail button. The details are populated.

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

	Field Name
	Field Type
	Data Type
	Description

	Bank Name
	Mandatory
	Characters
	Select the Bank Name from the LOV


Field Description (Branch Details)

	Field Name
	Field Type
	Data Type
	Description

	Branch code
	Read Only
	Characters
	Branch Code is filled

	Branch Name
	Read Only
	Characters
	Branch Name filled

	Address1
	Read Only
	Characters
	Address Line1 of the Bank is filled

	Address2
	Read Only
	Characters
	Address Line2 of the Bank is filled

	Address3
	Read Only
	Characters
	Address Line3 of the Bank is filled

	City
	Read Only
	Characters
	City is filled

	State
	Read Only
	Characters
	State is filled

	Pin Code
	Read Only
	Numeric
	Pin Code of the Bank is filled

	MICR Number
	Read Only
	Characters
	MICR Number is filled


3.5. View Location Details
	Task Name: View Location Details



	Task Description:

This screen allows the user to maintain the location details. The View Location Locations Screen will be used to view various Locations and their corresponding contact details that are specific to FCI.


	Prerequisites for performing the task:

Any user who has the knowledge and permission of the payroll section can use the screen.



	Users who can perform the task:

Person from EDP/Finance departments who are dealing with Payroll.



	Task Procedure

	16. From the main menu select Masters ( Apps Integration Master ( View Location Details
17. The  View Location Details screen appears in Query mode.

18. To view existing details, first select the Location Type and click on the Get Detail button. The details are populated.

19. All the details are only for the view purpose, except for the Depots, where new details can be added.
20. New row can only be inserted in the Depot section. Click on the Add Row button and a new row is inserted at the end.

21. To delete the row, select the row, click on the Delete Row button. Already saved rows cannot be deleted.

22. To save the data click on the Save button. After successful saving, message “Data Saved Successfully” is displayed.

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




Field Description (Header)

	Field Name
	Field Type
	Data Type
	Description

	Location Type
	Mandatory
	Characters
	Select the Location Type from the Drop Down List


Field Description (Details)

	Field Name
	Field Type
	Data Type
	Description

	Location Name
	Mandatory
	Characters
	Enter the Location Name

	Address
	Optional
	Characters
	Enter the Address of the Location

	State
	Mandatory
	Characters
	Select the State from the LOV

	Pin
	Optional
	Numeric
	Enter the pin code

	Phone No.
	Optional
	Numeric
	Enter the phone number

	Fax
	Optional
	Numeric
	Enter the fax number

	Email Id
	Optional
	Characters
	Enter the email id
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3.6 View Pay Code V/s Agency Code

	Task Name: View Pay Code v/s Agency Code


	Task Description:
This screen allows the user to view the mapping between the pay codes and Agency Codes.


	Prerequisites for performing the task:

View Pay Codes vs. Agency Code mapping should be known before performing this task.



	Users who can perform the task:

Users from EDP/Finance department who are dealing with Payroll.



	Task Procedure

	1. In the main menu select Masters ( Apps Integration Masters ( View Pay Code v/s Agency Code
2. The View Pay Code v/s Agency Code screen appears in Query mode.

3. To get the existing details click on the Get Detail button.

4. GO button can be used to switch between different pages.
5. To close the screen click on the Exit button.
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Field Description
	Field Name
	Field Type
	Data Type
	Description

	Pay Code
	Mandatory
	Numeric
	Select the Pay Code from the LOV

	Description
	Read Only
	Characters
	Describes the particular Pay Code

	Agency Code
	Mandatory
	Numeric
	Select the Agency Code from the LOV

	Agency Desc
	Read Only
	Characters
	Agency description is filled

	Agency Site
	Mandatory
	Numeric
	Select the Agency Site from the LOV

	Agency Site Desc
	Read Only
	Characters
	Agency Site description is filled

	Employee No
	Optional
	Numeric
	Select the Employee No from the LOV

	Employee Name
	Read Only
	Characters
	Employee’s name is filled


4. EMPLOYEE DETAILS
4.1. Maintain Employee Details
	Task Name: Maintain Employee Details



	Task Description:

This screen allows the user to maintain the Employee details. A new employee can be made to join the organization using this screen. The screen also maintains the financial details (like pay scale type, increment status, pay status etc.) of the employees.



	Prerequisites for performing the task:

Any user who has the knowledge and permission of the payroll section can use the screen.



	Users who can perform the task:

Person from EDP/Finance departments who are dealing with Payroll.



	Task Procedure

	1. From the main menu select Employee Information ( Maintain Employee Details
2. The Employee information screen appears in Query mode. To view the details of all the employees of the current location, click on the Execute icon. To view details, specific to a field, select the respective field on the screen and then click on the Execute icon.

3. To insert a new employee into the organization, click on the Insert toolbar icon. Enter all the relevant details and save the data.
4. To enter/view the Payroll details, click on the Payroll Details. To enter/view the Payroll Flag details, click on the Payroll Flag Details. To enter/view the HRMS Details, click on the HRMS Details. To enter/view Address Details click on the Address Details. Enter the details and save the data.
5. To save the data click on the Save button. After successful saving, message “Data Saved Successfully” is displayed.

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

7. To close the screen click on the Exit button.
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Field Description (Employee Information)

	Field Name
	Field Type
	Data Type
	Description

	Pay Scale Type
	Mandatory
	Characters
	Select the Pay Scale Type ( IDA/CDA)

	Employee No
	Read Only
	Numeric
	Filled automatically

	Staff Code
	Read Only
	Numeric
	Filled automatically

	Prefix
	Non Mandatory
	Drop Down List
	Select from the  Drop Down List

	First Name
	Mandatory
	Characters
	Enter the employee’s first name

	Middle Name
	Non Mandatory
	Characters
	Enter the employee’s middle name

	Last Name
	Mandatory
	Characters
	Enter the employee’s last name

	Designation
	Mandatory
	Characters
	Select from the LOV

	Category
	Read Only
	Numeric
	Category is filled automatically.

	Cadre
	Non Mandatory
	Drop Down List
	Select the Cadre from the Drop Down List

	Section
	Non mandatory
	Characters
	Select the Section from the LOV

	Employee Type
	Mandatory
	Characters
	Select from the LOV

	Parent Zone
	Mandatory
	Drop Down List
	Select from the Drop Down List

	PF Type
	Mandatory
	Drop Down List
	Select from the Drop Down List

	CPF Code
	Mandatory
	Characters
	Enter the CPF Code

	FPS Number
	Non Mandatory
	Numeric
	Enter the FPS Number

	Date of Joining FCI
	Non Mandatory
	Date
	Select the joining date

	Present Place of Joining
	Mandatory
	Characters
	Select from the LOV

	Date of Joining(Present Date)
	Non Mandatory
	Date
	Select the Date

	Employee Status
	Mandatory
	Drop Down List
	Select from the Drop Down List

	Deputation Type
	Read Only
	Drop Down List
	Select from the Drop Down List


Field Description (Payroll Details)

	Field Name
	Field Type
	Data Type
	Description

	Pay Scale/ Pay Band Code
	Read Only
	Characters
	Filled automatically

	Current Basic (RS.)
	Mandatory
	Numeric
	Enter the Basic pay

	Grade Pay
	Mandatory
	Numeric
	Filled Automatically

	Pay Status
	Mandatory
	Drop Down List
	Select from the Drop Down List

	Pay Mode
	Mandatory
	Drop Down List
	Select from the Drop Down List

	Pay Mode Type
	Mandatory
	Drop Down List
	Select from the Drop Down List in case the Pay Mode selected is Others

	Bank
	Read Only
	Character
	Uploaded in APPS

	Branch Name
	Read Only
	Characters
	Uploaded in APPS

	Bank A/c No
	Read Only
	Numeric
	Uploaded in APPS

	Pay Status Changed Date
	Mandatory
	Date
	Select the Date

	Stagnation Increment(Rs)
	Non Mandatory
	Numeric
	Enter the amount

	Stagnation Increment Eff Date
	Non Mandatory
	Date
	Select the Date

	Increment Status
	Mandatory
	Drop Down List
	Select from the Drop Down List

	Pan Number
	Non Mandatory
	Characters
	Enter the Pan number
( Unique)

	HRA City Type
	Read Only
	Characters
	Filled automatically

	MHS Member
	Non Mandatory
	Characters
	Select MHS Member from LOV

	FPS/EPS Number
	Non Mandatory
	Numeric
	FPS/EPS Number

	EPS Payment
	Non Mandatory
	Characters
	EPS Payment

	Entitlement Date
	Non Mandatory
	Date
	MHS Entitlement Date

	EPS Separation Reason
	Non Mandatory
	Characters
	EPS Separation Reason

	EPS Separation Date
	Non Mandatory
	Date
	EPS Separation Date


For category I employees the FPS/EPS number is generated with prefix ‘HH’.

For category II, III, IV,  FPS/EPS number is generated with first character of parent zone as pre-fix. The following pre-fix is assigned:

North Zone  
-‘NN’

South Zone 
 -‘SS

East Zone  
- EE’

West Zone 
-‘WW’

North East 
-‘FF’

FPS/EPS  prefix changes on promotion from Category II to category I as under:

North Zone
-‘HN’

South Zone
-‘HS

East Zone  
-HE’

West Zone 
-‘HW’

North East 
-‘HF’

· EPS amount will be deducted till the employee’s did not attain age of 58 and simultaneously till the EPS flag is set ‘YES’.
· EPS flag would only be considered during salary process for the purpose of identifying whether EPS is to be deducted or not of an employee or a labour.
· If FPS Flag is ‘YES’ then the ‘FPS/EPS Number’ field has to be made mandatory in all the screens mentioned above.
· Once the data is saved with ‘EPS Payment’ Flag marked as ‘Yes’, system should freeze the data and data must be un-editable through Simple User screen but should be editable through Super User screen.
· If ‘EPS Payment’ Flag is ‘NO’ then the ‘FPS/EPS Number’ has to be disabled and made null in Simple User Screen as well as Super User Screen.

· EPS flag will be set ‘NO’ once employee attain an age of 58, separation reason will be marked as “Attained 58 (ATT58)”.

· Combination of EMP_FIRST_NAME, EMP_MIDDLE_NAME, EMP_LAST_NAME, EMP_BIRTH_DATE, COMP_JOINING_DATE, FATHER_NAME should be unique for every employee exist in Employee Information.
Note:-
1.  From now onwards the bank details and PAN details of employee are mandatory to be entered.

2. If an employee is not applicable for PAN then there is a new provision in the screen for employee to make the PAN details “NOT APPLICABLE”.

3. Bank Details will be entered in APPS and same will be reflected in Payroll in Employee Master Information screen but this information would not be updatable in payroll.

[image: image60.png]Employee ] &YD  Other Payments

Information Figures

Welcome (3119132) Site:HALL Headquarter(243)
EMPLOYEE INFORMATION

[ gy )

Detail Information Of Employee

PayScale Type Pay Commission Flag [ Revised Fay Scales

Employee No Staff Cods S0085345C Prefix —Plesse Seect— -
First Name HUKAM Viddle Name. Last Name SHGH
Designation Hanager Category i Cadre Gualty Corrl -
Section 1Y Employee Type Reuar Parent Zone [Norh Zone
#F Type [CFF cor Code = Present place of Posting AT Headauarter Iy
Date of Joining FCI 28 Mar-1978 Date of Joining(Present place) [104u-1588 Employes Status | Pemenert

Deputation Type [—Flesse Select—

Payroll Details Other Flag Detai

HRMS Detai

Washing Allowance NPA Lunch Subsidy Compensatory City Allowance
SErmET =Ry Dusting Operator Allowance Productivity Link Incertive Transport Alowance. []
Operational Allowance [
Double HRA ] Double HRA City n oG ] efectve Til &)
Spl. Comp. Allow. [ Allow. Type | —Flease Select— Effective From il Effective Till ] L
Spl. Duty. Allow. [ Area Type [ —Please Select— Effective From il Effective Till ] =
K] D]

POl Fanciak e - Tnbox - FClpayroll Via httpi/ffcprodn... | B MicrosoftExcel . || Payroll Docs = fan

& tcpayrolOTET | 38 fapayroli@p H Golcuis Grace SQUPI =" Employee.man.. | 8 FCLPay




Field Description (Payroll Flag Details)
	Field Name
	Field Type
	Data Type
	Description

	Washing Allowance
	Non Mandatory
	Check box
	Select to avail Washing Allowance

	NPA
	Non Mandatory
	Check box
	Select to  avail  NPA

	Lunch Subsidy
	Non Mandatory
	Check box
	Select to  avail  Lunch Subsidy

	Compensatory City Allowance
	Non Mandatory
	Check box
	Select to  avail  Compensatory City Allowance

	Station Compensatory Allowance
	Non Mandatory
	Check box
	Select to  avail   Station Compensatory Allowance

	Dusting Operator Allowance
	Non Mandatory
	Check box
	Select to  avail  Dusting Operator Allowance

	Productivity Linked Incentive
	Non Mandatory
	Check box
	Select to  avail Productivity Linked Incentive

	Transport Allowance
	Non Mandatory
	Check box
	Select to  avail Transport Allowance

	Double HRA & Double HRA City
	Mandatory if checkbox  is selected
	Checkbox and LOV
	Select the flag and enter amount

	Special Compensatory Allowance Flag and  Amount(Rs)
	Mandatory if checkbox is selected
	Checkbox and Numeric
	Select the flag and enter amount

	Special Duty Allowance Flag and  Amount(Rs)
	Mandatory if checkbox is selected
	Checkbox and Numeric
	Select the flag and enter amount


[image: image61.png]- Windows Intemet Explo

Masters Employee Monthly Payroll  Month End
Information

&YID  OtherPayments Mic Transactons

Figures

Welcome (3119132) Site:HALL Headquarter(243)
EMPLOYEE INFORMATION

(g )2

Detail Information Of Employee

PayScale Type Pay Commission Flag [ Revised Fay Scales

Employee No (142151 Staff Cods S0085345C Prefix —Plesse Seect— B
First Name HUKAM Viddle Name. Last Name SHGH
Designation Hanager Category i Cadre Gualty Corrl -
Section 1Y Employee Type Reuar Parent Zone [Norh Zone
#F Type [CFF cor Code = Present place of Posting AT Headauarter Iy
Date of Joining FCI 28 Mar-1978 Date of Joining(Present place) [104u-1588 Employes Status | Pemenert

Deputation Type [—Flesse Select—

Payroll Detsils{_Payroll Flag Details HRMS Det:

‘Special Pay for Sportsmanship ‘Sportsmanship Amount(Rs.) Effective From il Effective Till ]
SRy EET Cash Allow. Amount(Rs) oG ] efectve Til &)
Personal Pay For SIN  [[]  Personal Pay Amount(Rs.) Effective From il Effective Till ]
Personal Pay For Higher Qual. ] Higher Qual. Amount(Rs.) Effective From il Effective Till ]
persanaipay ForHindiQual. [ g Moo g fecive From ™ ffecive T ]

K]

]

1730

POl Fanciak e - Tnbox - FClpayroll Via httpi/ffcprodn... | B MicrosoftExcel . || Payroll Docs

dnesday

& fapayoll@TEsT || fapayroll@p B Colcula Oracle SQLPIus - 8 Employee_mon




Field Description ( Other Flag Details
	Field Name
	Field Type
	Data Type
	Description

	Special Pay for Sportsmanship & Sportsmanship Amount(Rs)
	Mandatory if checkbox is selected
	Checkbox and Numeric
	Enter the amount and effective period

	Spl pay as cash Allow. & Cash Allow Amount(Rs)
	Mandatory if checkbox is selected
	Checkbox and Numeric
	Enter the amount and effective period

	Personal Pay for SFN & Personal Pay Amount(Rs)
	Mandatory if checkbox is selected
	Checkbox and Numeric
	Enter the amount and effective period

	Spl. Comp.  Allow. & Allow. Type
	Mandatory if checkbox is selected
	Checkbox and Drop Down List
	Select from the Drop Down List

	Personal Pay for Higher Qual. & Higher Qual Amount(Rs)
	Mandatory if checkbox is selected
	Checkbox and Numeric
	Enter the amount and effective period
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Field Description (HRMS Details)
	Field Name
	Field Type
	Data Type
	Description

	Date of Birth
	Non Mandatory
	Date
	Select the Date of Birth

	Gender
	Mandatory
	Drop Down List
	Select the Gender

	Marital Status
	Non Mandatory
	Drop Down List
	Select the Marital Status

	Father’s Name
	Non Mandatory
	Characters
	Enter the father’s name

	Hometown
	Non Mandatory
	Characters
	Enter the home town

	Handicapped
	Non Mandatory
	Drop Down List
	Select from the Drop Down List

	Handicapped Effective date
	Non Mandatory
	Date
	Select the Handicapped Effective date

	Previous Promotion Date
	Non Mandatory
	Date
	Select the Previous Promotion Date

	Retirement date
	Non Mandatory
	Date
	Select theRetirement date

	Category
	Mandatory
	Drop Down List
	Select from the Drop Down List

	Physically Handicapped Type
	Mandatory (If handicapped is Yes)
	Drop Down List
	Select from the Drop Down List

	Religion
	Mandatory
	Drop Down List
	Drop Down List

	Ex-Servicemen
	Mandatory
	Drop Down List
	Drop Down List

	Aadhar Number
	Non Mandatory
	Numeric
	Enter the aadhar number

	CPF UAN
	Mandatory
	Numeric
	Enter the CPF  UAN


4.2. Maintain Employee Designation

	Task Name: Maintain Employee Designation



	Task Description:

The screen allows user to enter / view details of Employee Designation.

The Maintain Designation Screen will be used to capture various Posts that are specific to FCI and link them with Employee Category and Pay scale.



	Prerequisites for performing the task:

The user should know the pay scale codes before performing this task.



	Users who can perform the task:

Authorized usage. Only those can use who have access to the screen.



	Task Procedure

	1. From the main menu select Masters ( Payroll Masters ( Maintain Designation
2. The Maintain Employee Designation screen appears in Query mode.

3. To view existing records/add new record click on the Get detail button.

4. For inserting a new record click on the Add Row button. Fill in the required fields. If the designation belongs to the board then click on the board flag checkbox.

5. To delete a row select the row and click on the Delete Row button. Already saved rows cannot be deleted.

6. Modification in the rows is allowed.

7. To save the data click on the Save button. After successful saving, message “Data Saved Successfully” is displayed.

8. GO button can be used to switch between pages, if there are multiple record pages.

9. To close the screen click on the Exit button.
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Field Descriptions (details)

	Field Name
	Field Type
	Date Type
	Description

	Designation Description
	Mandatory
	Characters
	Designation has to be filled.

	Category
	Mandatory
	Drop Down List
	Category. Need to select from the drop down list.

	Pay Scale Code
	Mandatory
	Characters
	Double click on the LOV to select the Pay scale code

	Pay Scale Range
	Read Only
	Characters
	The range of the pay is given

	Board Flag
	Check Box
	Check Box
	Select it for a Board member.


Note: With CR-547,new designations are introduced in the system.

4.3. Maintain Employee Leave

	Task Name: Maintain Employee Leave



	Task Description:

The screen allows the user to view/create Employee Leave details. Applied leaves can also be cancelled using 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 Employee Information ( Maintain Employee Leave
2. The Maintain Employee Leave screen appears in Query mode.

3. User can view/create the leave details for all the employees as well as for a particular employee, by selecting the respective option. For viewing the details of a particular employee, select the Employee no from the LOV and click on Get Detail button. To view/enter details specific to a Year Month period, user can enter the From & To Year Month and then click on Get Detail button.

4. To add a new row, click on the Add Row button, a new row is added at the end.

5. To delete a row select the row and click on the Delete Row button. Already saved rows cannot be deleted.

6. To cancel a particular leave, select the leave and click on the Cancel Leave button.

7. To insert a new leave detail, click on the Insert icon. Add a row, fill the relevant fields and save the data.

8. To save leave details click on the Save button. After saving “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 Descriptions (Employee Wise)

	Field Name
	Field Type
	Data Type
	Description

	Year Month
	Optional
	Numeric
	Enter the year month

	Employee No
	Mandatory
	Numeric
	Select from the LOV


Field Descriptions (All)

	Field Name
	Field Type
	Data Type
	Description

	From Year Month
	Optional
	Numeric
	Enter the year month

	To Year Month
	Optional
	Numeric
	Enter the year month


Field Descriptions (Details)

	Field Name
	Field Type
	Data Type
	Description

	Employee Code
	Mandatory
	Numeric
	Select from the LOV

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

	Leave Type
	Mandatory
	Characters
	Select the Leave Type from the Drop Down List

	Leave Description
	Optional
	Characters
	Enter the Leave description

	From Date
	Mandatory
	Date
	Enter the start Date of the Leave

	To Date
	Mandatory
	Date
	Enter the end date of the leave

	Cancel Status
	Read Only
	Characters
	Filled automatically in case the leave is cancelled


Note: Employee LOV will only show employees whose pay status is active.

Employee Increment Information
	Task Name: Employee Increment Information



	Task Description:

This screen allows the user to maintain the Employee Increment details and to give Stagnation Increment. The Employee’s basic pay gets incremented, using this screen.



	Prerequisites for performing the task:

Any user who has the knowledge and permission of the payroll section can use the screen.



	Users who can perform the task:

Person from EDP/Finance departments who are dealing with Payroll.



	Task Procedure

	1. From the main menu select Employee Information ( Maintain Employee Increment
2. The Employee Increment screen appears in Query mode. To view the details of the Employees who have already got increment, select the Employee No from the LOV and click on the Execute icon.
3. To increment a new Employee, click on the Insert toolbar icon.

4. Select the Employee No from the LOV, the detail information of the Employee is populated.

5. To enter the Advance Increment Details, click on the Advance Increment tab, enter the relevant details and save the data. Employee’s basic pay gets incremented in accordance to the no. of advance increments given.

6. A separate tab is provided to enter the Stagnation Increment Details. Here the user needs to enter the stagnation amount and effective date of stagnation Increment. 
7. To save the data click on the Save button. After successful saving, message “Data Saved Successfully” is displayed.

8. GO button can be used to switch between different pages.
9. To close the screen click on the Exit button.




[image: image65.png]Intemet Explorer

Employ;
Information

Month End Savings &YTD  OtherPayments  Misc Transactions  Reports Employ;
Figures

N GoTo
Information

welcome (5119132) Site:FCI Headguarter(162)
Data Saved Successfully

EMPLOYEE INCREMENT INFORMATION

Detail Information Of Employee |
Employee No [1807 ASHOK KUMAR DHINGRA
Staff Code [S00010785C Designation Assistan General anager
Category I Present Place of Posting FCiHeadauarter
PayScale/PayBand Code E3 Current Basic(Rs.) (15970
Increment Status [RELEASED Pay Status Changed Date [01-10-2006
Grade Pay

Stop/Relesse Increment

Advance Increment Type [Cumusive

No. of Advance Increment 1 Increment EFf. Date (01-5ep-2010





	Field Name
	Field Type
	Data Type
	Description

	Employee No
	Mandatory
	Numeric
	Select the Employee No from the LOV

	Staff Code
	Read Only
	Characters
	Filled automatically after selecting the employee no

	Designation
	Read Only
	Characters
	Filled automatically after selecting the employee no

	Category
	Read Only
	Numeric
	Filled automatically after selecting the employee no

	Present Place of Posting
	Read Only
	Characters
	Filled automatically after selecting the employee no

	Pay Scale Code
	Read Only
	Characters
	Filled automatically after selecting the employee no

	Current Basic(Rs)
	Read Only
	Numeric
	Filled automatically after selecting the employee no

	Incremental Status
	Read Only
	Characters
	Filled automatically after selecting the employee no

	Pay Status Changed Date
	Read Only
	Date
	Filled automatically after selecting the employee no

	Grade Pay
	Read Only
	Numeric
	Grade Pay is displayed


Field Description (Employee Details)

Field Descriptions (Advance Increment Details)
	Field Name
	Field Type
	Data Type
	Description

	Advance Increment Type
	Mandatory
	Characters
	Select the Advance Increment Type from the  Drop Down List

	No. of Advance Increment
	Mandatory
	Numeric
	Enter the Number of advance increments

	Increment Effective date
	Mandatory
	Date
	Select the Increment Effective Date


Field Descriptions (Stagnation Increment)
	Field Name
	Field Type
	Data Type
	Description

	Stagnation Increment Effective Date
	Mandatory
	Numeric
	Select Effective From Date from which user wants to give Stagnation Increment

	Stagnation Amount
	Mandatory
	Numeric
	Enter Stagnation Increment Amount
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4.4. Nominee & Dependent Details

	Task Name: Maintain Dependent/Nominee Details


	Task Description:

This screen allows the user to maintain the Dependent and Nominee details of the Employees.



	Prerequisites for performing the task:

Any user who has the knowledge and permission of the payroll section can use the screen.



	Users who can perform the task:

Person from EDP/Finance departments who are dealing with Payroll.



	Task Procedure

	1. From the main menu select Employee Information ( Nominee & Dependent Details
2. The Maintain Nominee/Dependent Details screen appears in Query mode. User has to select between the Dependent Details or the Nominee Details.
3. To get the details, select the Employee Number in the header from the LOV and then click on the Get Detail button.

4. To add a new row, click on the Add Row button. A new row is inserted at the end.
5. To delete a row, select the row and click on the Delete Row button.
6. To save the data click on the Save button. After successful saving, message “Data Saved Successfully” is displayed.

7. To close the screen click on the Exit button.
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Field Description (Header)
	Field Name
	Field Type
	Data Type
	Description

	Employee Number
	Mandatory
	Numeric
	Select from LOV


Field Description (Dependent)

	Field Name
	Field Type
	Data Type
	Description

	Name
	Mandatory
	Characters
	Enter the name of the dependent

	Age
	Optional
	Numeric
	Enter the age of the dependent

	Relationship with Employee
	Mandatory
	Characters
	Enter the relationship with Employee

	Effective From
	Mandatory
	Date
	Select the Effective From Date

	Effective To
	Optional
	Date
	Select the Effective To Date
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Field Description (Nominee)
	Field Name
	Field Type
	Data Type
	Description

	Name
	Mandatory
	Characters
	Enter the name of the nominee

	Age
	Mandatory
	Numeric
	Enter the age of the nominee

	Relationship with Employee
	Mandatory
	Characters
	Enter the relationship with Employee

	Share %
	Mandatory
	Numeric
	Enter the Share % value


4.5. Employee Promotion/Reversal Information
	Task Name: Employee Promotion/Reversal Information



	Task Description:

This screen allows the user to maintain the Employee’s Promotion/ Reversal Details.

The Employee Promotion functionality is required to allow users to promote the employees from one Designation to the other. Similarly Reversal Process will be used to reverse the Employee promotion.



	Prerequisites for performing the task:

Any user who has the knowledge and permission of the payroll  can use the screen.



	Users who can perform the task:

Person from EDP/Finance departments who are dealing with Payroll.



	Task Procedure

	1. From the main menu select Employee Information ( Maintain Employee Promotion/Reversal.
2. The Maintain Employee Promotion/Reversal screen appears in Query mode.

3. To view all the Employees who are Promoted/Reversed, click on the Execute Icon. To view specific Employee Detail, select the Employee No from the LOV and then click on the Execute icon.
4. To Promote/Reverse an Employee, click on the Insert Icon. Select the Employee No from the LOV. The Employee Details are populated. Enter the Promotion/Reversal Details and save the data.
5. To save the data click on the Save button. After successful saving, message “Data Saved Successfully” is displayed.

6. GO button can be used to switch between different records.
7. To close the screen click on the Exit button.
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Field Description (Detail information of Employee)
	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
	Numeric
	Filled automatically after selecting the Employee No

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

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

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

	Date of Joining(Present Place)
	Read Only
	Date
	Filled automatically after selecting the Employee No

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

	Current Basic(Rs)
	Read Only
	Numeric
	Filled automatically after selecting the Employee No

	Previous Promotion Date
	Read Only
	Date
	Filled automatically after selecting the Employee No

	Personal Pay for SFN(Rs)
	Read Only
	Numeric
	Filled automatically after selecting the Employee No

	Personal Pay for Higher Qualification(Rs)
	Read Only
	Numeric
	Filled automatically after selecting the Employee No

	Personal Pay for Adv Increments(Rs)
	Read Only
	Numeric
	Filled automatically after selecting the Employee No

	Stagnation Increment(Rs)
	Read Only
	Numeric
	Filled automatically after selecting the Employee No

	Personal Pay to be Absorbed In Future Increments(Rs.)
	Read Only
	Numeric
	Filled automatically after selecting the Employee No


Field Description (Promotion Details)

	Field Name
	Field Type
	Data Type
	Description

	Promotion/Reversal Type
	Mandatory
	Characters
	Select the Promotion/Reversal from the Drop Down List

	New Designation
	Mandatory
	Characters
	Select from the LOV

	Pay Scale Code
	Read Only
	Numeric
	Filled automatically

	New Basic(Rs)
	Mandatory
	Numeric
	Enter the New Basic amount

	Personal Pay for Higher Qualifications(Rs)
	Read Only
	Numeric
	Filled automatically

	Personal Pay to be Absorbed In Future Increments(Rs.)
	Mandatory
	Numeric
	Enter the amount

	Stagnation Increment(Rs.)
	Non Mandatory
	Numeric
	Enter the amount

	Promotion/Reversal Eff. Date
	Mandatory
	Date
	Select the Effective  Date

	Adhoc Promotion End Date
	Mandatory
	Date
	Select the End Date

	Remarks
	Non Mandatory
	Characters
	Enter the remarks


Note: When an Employee promotes from Category II to Category I, his/her salary will get stopped until and unless it’s new CPF Number will get approved.

This will only be applicable for those employees whose retirement date is less than one year from date of promotion i.e. effective promotion date.

Note: only one promotion can be given on single day.

4.6. Maintain Employee Suspension/Revocation
	Task Name: Maintain Employee Suspension/Revocation


	Task Description:

This screen allows the user to maintain the Employee Suspension/Revocation Details. An Employee can be suspended/revoked from the services using this screen. When the Employee is suspended his salary is stopped and can be released thereafter using this screen. Updation is allowed in the screen.


	Prerequisites for performing the task:

Any user who has the knowledge and permission of the payroll section can use the screen.



	Users who can perform the task:

Person from EDP/Finance departments who are dealing with Payroll.



	Task Procedure

	1. From the main menu select Employee Information ( Maintain Employee Suspension.
2. To view all the suspended employee’s details, click on the Execute icon. To view details particular to an employee, select the Employee No from the LOV and then click on the Execute icon.
3. To suspend a new Employee click on the Insert icon, select the Employee No from the LOV. The Employee Details are populated.
4. To enter the Suspension Details, click on the Suspension tab. To enter the Revocation Details, click on the Revocation tab. To release the salary of the employee, click on the Salary Release tab, enter the Year Month and then click on the Release Salary button. Salary of the month should be processed before the salary is released. Data must be saved before switching between the different tabs.
5. To save the data click on the Save button. After successful saving, message “Data Saved Successfully” is displayed.

6. GO button can be used to switch between different records.
7. To close the screen click on the Exit button.
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Field Description (Detail information of Employee)

	Field Name
	Field Type
	Data Type
	Description

	Employee No
	Mandatory
	Numeric
	Select from 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
	Numeric
	Filled automatically after selecting the Employee No

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

	Date of Joining(Present Place)
	Read Only
	Date
	Filled automatically after selecting the Employee No

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


Field Description (Suspension Details)

	Field Name
	Field Type
	Data Type
	Description

	Suspension Eff Date
	Mandatory
	Date
	Select the Suspension Date

	Suspension Reason
	Non Mandatory
	Characters
	Enter the    Suspension Reason

	Subsistence Allowance (%)
	Mandatory
	Numeric
	Enter the Subsistence Allowance percentage

	Subsistence Eff Date
	Mandatory
	Date
	Select the Subsistence Effective Date
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Field Description (Revocation Details)

	Field Name
	Field Type
	Data Type
	Description

	Revocation Eff. Date
	Mandatory
	Date
	Select the Revocation  Effective Date

	Revocation Type
	Mandatory
	Characters
	Select the Revocation Type from the Drop Down List

	Subsistence Allowance (%)
	Read Only
	Numeric
	Filled automatically

	Subsistence Eff. Date
	Read Only
	Date
	Filled automatically
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Field Description (Salary Release)

	Field Name
	Field Type
	Data Type
	Description

	Year Month
	Mandatory
	Numeric
	Enter the Year Month


Note 1.0-   As per CR-653, A check has been applied which will see pending work flow of employee which is already a user in Apps, if found any pending workflow system will prompt a message to clear pending workflow  before initiating the process.
4.7. Employee Reinstate details

	Task Name: Maintain Employee Reinstate details


	Task Description:

The screen allows the user to view/create Employee Reinstate details. Any Employee who has been separated from the organization and after a period of time, the Site wants to re-join him, back into the organization.This screen is useful for employees/labours, who have not attained the age of 60 years.This functionality does not generate the arrear automatically. Hence the user has to use the arrear functionality separately (if applicable).

	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 Employee Information ( Maintain Employee Reinstate
2. The Employee Reinstate screen appears in Query mode.

3. To view all the existing reinstate 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 reinstate a new Employee, click on the Insert icon. Select the Employee No from the LOV, the Employee details are populated. Enter the reinstate details and save the data.
5. To save the data click on the Save button. After saving “Data saved successfully” is displayed.

6. Go button can be used to switch between different pages.

7. To close the screen click on the Exit button.
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Field Description (Detail Information of Employee)

	Field Name
	Field Type
	Data Type
	Description

	Employee No
	Mandatory
	Numeric
	Select the Employee no from the LOV

	Designation
	Read Only
	Characters
	Employee Designation is filled automatically

	Category
	Read Only
	Characters
	Employee Category is filled automatically

	Employee Type
	Read Only
	Characters
	Employee Type is filled automatically

	CPF Code
	Read Only
	Characters
	CPF Code is filled automatically

	Present Place of Posting
	Read Only
	Characters
	Filled automatically

	Date of joining (Present details)
	Read Only
	Characters
	Filled automatically

	Employee Status
	Read Only
	Characters
	Filled automatically


Field Description (Reinstate Details)

	Field Name
	Field Type
	Data Type
	Description

	Reinstate Eff. Date
	Mandatory
	Date
	Select the Reinstate Effective Date

	Reinstate reason
	Optional
	Characters
	Enter the Reinstate Reason

	Intervening Period
	Mandatory
	Characters
	Select the Reinstate Type from the Drop Down List


4.8. Employee Joining (Transfer)

	Task Name: Employee Joining



	Task Description:

The screen allows the user to view/create Employee Joining/Transfer details. The screen shows, the details of the employees who are transferred to the current location from any other location. The transferred employees can be made to join the current location, using 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 Employee Information ( Employee Joining(Transfer)
2. The Employee Joining screen appears in Query mode.

3. Select between the New Joinees or Already Joined option from the drop down list to view the details accordingly. To get details of all the employees transferred to this location, click on the Execute button. To get details of a particular employee, select the Employee No & then click on the Execute icon. The details are populated.

4. To make an Employee join the current location, select the Joining Date and Joining Time and save the data.

5. To save the data click on the Save button. After saving “Data saved successfully” is displayed.

6. Go button can be used to switch between different pages.

7. To close the screen click on the Exit button.
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Field Descriptions (Employee Header)

	Field Name
	Field Type
	Data Type
	Description

	Select
	Mandatory
	Characters
	Select to view details of New Joinees or Already Joined employees

	Employee No
	Mandatory
	Numeric
	Select from the LOV

	Employee Name


	Read Only
	Characters
	Filled automatically after selecting the Employee No

	Designation
	Read Only
	Characters
	Filled automatically after selecting the Employee No

	Category
	Read Only
	Numeric
	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

	Date of Joining (Present Place)
	Read Only
	Date
	Filled automatically after selecting the Employee No

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


Field Descriptions (Transfer Details)

	Field Name
	Field Type
	Data Type
	Description

	Transfer Location
	Read Only
	Characters
	Filled automatically after selecting the Employee No

	Reason of transfer
	Read Only
	Drop Down List
	Filled automatically after selecting the Employee No

	Transfer Date
	Read Only
	Date
	Filled automatically after selecting the Employee No

	Reliving Time
	Read Only
	Characters
	Filled automatically after selecting the Employee No

	Reliving date
	Read Only
	Date
	Filled automatically after selecting the Employee No


Field Descriptions (Joining Details)

	Field Name
	Field Type
	Data Type
	Description

	Joining Date
	Mandatory
	Date
	Select the Date, when the employee will join the current location.

	Joining Time
	Mandatory
	Drop Down List
	Select the time, when the employee will join the current location.


4.9. Employee Transfer

	Task Name: Employee Transfer



	Task Description:

The screen allows the user to view/create Employee Transfer details. The screen is used to transfer employees of the current location to some other location. The screen shows the details of the transferred employee, till he joins at the other location.

	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 Employee Information ( Employee Transfer
2. The Employee Transfer screen appears in Query mode.

3. To get details of all the transferred employees, click on the Execute button. To view details specific to an employee, select the Employee No from the LOV and then click on the Execute icon.

4. To transfer a new employee, click on the Insert icon. Fill in the details and save the data.

5. To save a detail click on the Save button. After saving “Data saved successfully” is displayed.

6. GO button can be used to switch between different records.

7. To Generate the Last Pay Certificate of the employee, click on the Generate LPC button.

8. To cancel the transfer of an employee, fetch the details of the employee, by selecting the Employee No and clicking on Execute icon and then click on the Cancel Transfer button.

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




The List of Values for selection of the employees  show all the employees for which the salary was made in a unit so that LPC can be taken out any time.
( Refer Supplementary user Guide Section 4.4)

Note: The employees on deputation can now be transferred. (Ref CR-585)
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Note: 

1) During initializing the transfer or separation of employee, the system will check all the pending invoices mentioned in the following table for Other Payments.

         If any pending invoices will be found system will give a warning message like ‘Please Pay Pending Invoices of Over and Above Arrear from the Screen OVER & ABOVE ARREAR PAYMENTS’.
System will not allow the transfer or separation until and unless there are no pending invoices left till date.
    2)    As per CR-653, A check has been applied which will see pending work flow of employee which is already a user in Apps, if found any pending workflow system will prompt a message to clear pending workflow before initiating the process.

Field Descriptions (Employee Header)

	Field Name
	Field Type
	Data Type
	Description

	Employee No
	Mandatory
	Numeric
	Select from the LOV

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

	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
	Numeric
	Filled automatically after selecting the Employee No

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

	Date of Joining (Present Place)
	Read Only
	Date
	Filled automatically after selecting the Employee No

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


Field Descriptions (Transfer Details)

	Field Name
	Field Type
	Data Type
	Description

	Location Transfer
	Mandatory
	Characters
	Select from the LOV

	Reason of Transfer
	Optional
	Characters
	Enter the reason for transfer

	Transfer Date
	Mandatory
	Date
	Select the date

	Reliving time
	Mandatory
	Drop Down List
	Select from the Drop Down List

	Reliving Date
	Mandatory
	Date
	Select the date


4.10. Release Salary

	Task Name: Release Salary  of Transferred Employees


	Task Description:

The screen allows the user to Release Salary of transferred employees. When an employee is transferred his salary is stopped till he rejoins the organization. His salary can then be released using this screen.

	Prerequisites for performing the task:

Payroll of the month for which salary is released should be processed.


	Users who can perform the task:

Users from HR/EDP/Finance departments.



	Task Procedure

	1. In the main menu select Employee Information ( Release Salary
2. The Release Salary screen appears in Query mode.

3. To release the salary of a particular employee, select the Employee No from the LOV, the Employee details are populated. Enter the Year Month & click on Release salary button, the salary is released. Salary cannot be released, if the payroll for the month has not been processed or the salary has already been released.

4. To close the screen click on the Exit button.
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Field Descriptions (Details)

	Field Name
	Field Type
	Data Type
	Description

	Employee No
	Mandatory
	Numeric
	Select from the LOV

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

	Designation
	Read Only
	Characters
	Filled automatically after selecting the Employee No

	Category
	Read Only
	Numeric
	Filled automatically after selecting the Employee No

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

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

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

	Date of joining (Present Date)
	Read Only
	Date
	Filled automatically after selecting the Employee No

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


Field Descriptions (Release Salary)

	Field Name
	Field Type
	Data Type
	Description

	Year Month
	Mandatory
	Numeric
	Enter the Year Month


NOTE:
If bank details of any supplier with type ‘FCI Employee’ is updated in APPS, then the same details will be updated in Payroll for salary processing with the following conditions:

1. The bank details  whenever required, should be attached at the current site of the supplier.

2. The bank account with highest priority at supplier site will flow to APPS (1 being highest and 99 lowest)

3. If there is no bank detail at supplier site level, and bank details from supplier level will be flown to APPS (if exist), based on the priority again(1 being highest and 99 lowest)

4. In case of employee transfer, the bank details in payroll will get updated in following manner:

· If a “FCI EMPLOYEE” type supplier is transferred from ‘A’ site with bank details ‘X’ to ‘B’ site and ‘B’ site does not have ‘X’ bank details. Then ‘B’ site will be updated with ‘X’ bank details and same will be transferred in PAYROLL.

· If a “FCI EMPLOYEE” type supplier is transferred from ‘A’ site with bank details ‘X’ to ‘B’ site and ‘B’ site have ‘X’ bank details active. Then the same bank details will be transferred in PAYROLL.

· If a “FCI EMPLOYEE” type supplier is transferred from ‘A’ site with bank details ‘X’ to ‘B’ site and ‘B’ site have ‘X’ bank details and it is end dated. Then it will active the ‘X’ bank details and same will be transferred in PAYROLL.

· In case any other bank Y exist on B site already which active, it will be end dated so X can become primary bank

4.11. Employee Selection Grade/Reversal

	Task Name: Employee Selection Grade/Reversal



	Task Description:

The screen allows the user to view/create Employee Selection Grade/Reversal details. The designation of the Employee remains the same, his Basic salary is revised and so is the Pay Scale Code.

	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  Employee Information ( Employee Selection Grade/Reversal
2. The Employee Selection Grade Information screen appears in Query mode.

3. To view all the employees who have been graded/reversed click on the Execute icon or to view the details of a particular employee select the Employee No & then click on the Execute icon.

4. To insert a new employee detail, click on the Insert icon. Select the Employee No from the LOV, the Employee’s details are populated.  Fill the Selection Grade details and save the data.

5. To save the details, click on the Save button. After successfully saving “Data successfully saved is displayed”.

6. GO button can be used to switch between different records.

7. To close the screen click on the Exit button.
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Field Descriptions (Detail information of employee)

	Field Name
	Field Type
	Data Type
	Description

	Employee No
	Mandatory
	Numeric
	Select Employee No from the LOV

	Category
	Read Only
	Numeric
	Filled automatically after selecting the Employee No

	Designation
	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
	Numeric
	Filled automatically after selecting the Employee No

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

	Date of Joining (Present Place)
	Read Only
	Date
	Filled automatically after selecting the Employee No


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

	Current Basic (Rs)
	Read Only
	Numeric
	Filled automatically after selecting the Employee No

	Previous Promotion Date
	Read Only
	Numeric
	Filled automatically after selecting the Employee No

	Personal Pay for SFN (Rs)
	Read Only
	Numeric
	Filled automatically after selecting the Employee No

	Personal Pay for Higher Qualification (Rs)
	Read Only
	Numeric
	Filled automatically after selecting the Employee No

	Personal Pay for Adv. Increment (Rs)
	Read Only
	Numeric
	Filled automatically after selecting the Employee No

	Stagnation Increment (Rs)
	Read Only
	Numeric
	Filled automatically after selecting the Employee No

	Personal Pay to be Absorbed in future increments (Rs)
	Read Only
	Numeric
	Filled automatically after selecting the Employee No


Field Descriptions (Selection Grade Details)
	Field Name
	Field Type
	Data Type
	Description

	Promotion/Reversal Type
	Mandatory
	Drop Down List
	Select the Promotion/Reversal Type from the Drop Down List

	Pay Scale Code
	Mandatory
	Numeric
	Select Pay Scale Code from the LOV

	New Basic (Rs)
	Mandatory
	Numeric
	Enter the new basic amount

	Selection/ Grade Reversal Effective Date
	Mandatory
	Date
	Select the Effective Date

	Remarks
	Optional
	Characters
	Enter the remarks


4.12. Employee Separation & Final Settlement
	Task Name: Employee Separation & Settlement

	Task Description:

The screen allows the user to maintain Final Settlement Details of the Employees. The functionality of Employee Separation is required to perform Employee Separation (i.e. Termination, Resignation, Death Cases and Deputation Case) Activity in Payroll Application.



	Prerequisites for performing the task:

Month End process should be performed.


	Users who can perform the task:

Users from HR/EDP/Finance departments.



	Task Procedure

	1. In the main menu select Employee Information ( Employee Separation and Final Settlement
2. The Compute Final Settlement screen appears in Query mode.

3. To view the existing details of already separated Employees, click on the Execute icon. To view specific Employee details, select the Employee No from the LOV and then click on the Execute icon. The details are populated.

4. To separate a new Employee, select the Employee No from the LOV, the Employee Details are populated. To make the separation, select the Separation Date and Separation Type and save the data.

5. To get the Deductions details, click on the Get Detail button. The deductions details are populated.

6. To add a new Deduction, click on the Add Row button.

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

8. After finalizing and saving the Deduction Details, enter the Final Settlement Parameters. Salary for the month should be processed first, before entering the Final Settlement Parameters. The deductions are settled through the Salary of the Employee, in case the outstanding amount is greater than the salary, then it can be settled through Leave Encashment amount & Gratuity.

9. Enter the Leave Encashment and Gratuity details. To enable deductions through the Gratuity amount, select the Adjust from Gratuity checkbox.

10. To adjust the deductions, click on the Adjust Deduction button.

11. To Release the Salary of the Employee, click on the Release Salary button. Month End process should be performed for the salary to be released.

12. To Pay Gratuity to the Employee, click on the Pay Gratuity button. Month End process should be performed.

13. To pay the leave encashment, click on the Pay Leave Encashment button. Month End process should be performed.

14. To generate the Last Pay Certificate of the Employee, click on the Generate LPC button.

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

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


If deduction is done from any of the income components (earned leave, half pay leave or gratuity) whether partly or fully, then that particular component(s) will be frozen and will  not allow further updation by the user.

Also the deduction components will be frozen by after the adjustment is done or once the Income Tax is deducted.

( Refer Supplementary user Guide Section 2.3)
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Field Description (Compute Final Settlement Detail)

	Field Name
	Field Type
	Data Type
	Description

	Employee No
	Mandatory
	Numeric
	Select the Employee No from the LOV

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

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

	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

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

	Date of Joining (Present Place)
	Read Only
	Characters
	Filled automatically after selecting the Employee No

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

	Separation Date
	Mandatory
	Date
	Select the Separation Date

	Separation Type
	Mandatory
	Characters
	Select the Separation Type from the Drop Down List


Field Description (Leave Encashment)

	Field Name
	Field Type
	Data Type
	Description

	Sanction No
	Optional
	Numeric
	Sanction number

	No of ELs
	Optional
	Numeric
	Number of Earned Leaves

	Sanction Date
	Optional
	Date
	Sanction Date

	Leave Encashment
	Read Only
	Numeric
	Calculated automatically


Field Description (Gratuity)

	Field Name
	Field Type
	Data Type
	Description

	Sanction No
	Optional
	Numeric
	Sanction Number

	Gratuity
	Optional
	Numeric
	Gratuity Amount

	Sanction Date
	Optional
	Date
	Sanction Date

	Net Earnings
	Mandatory
	Numeric
	Net Earnings Amount

	Adjust from Gratuity?
	Check box
	Check box
	Select to adjust from the Gratuity Amount

	Net Encashment Amount Payable
	Mandatory
	Numeric
	Net Encashment Amount Payable

	Net Gratuity  Amount Payable
	Mandatory
	Numeric
	Net Gratuity  Amount Payable


Field Description (Deductions Details)

	Field Name
	Field Type
	Data Type
	Description

	Pay Code
	Mandatory
	Numeric
	Select from the LOV

	Description
	Read Only
	Characters
	Filled automatically after selecting the Pay Code

	Amount
	Mandatory
	Numeric
	Enter the Amount

	Out Standing Amount
	Read Only
	Numeric
	Out Standing Amount is filled

	Total Deduction Amount
	Read Only
	Numeric
	Total Deduction Amount is filled


NOTE: 
· For recovering leaves, please add distribution of recovery under pay codes 100, 102 under deduction head.

· Please press tab on the keyboard after entering the no of leaves so that Leave Encashment Amount will get automatically updated.
· The terminal benefits for the person who is on deployment will be calculated on the basic   which is before the deployment.

Functionality of Buttons in case of various Seperations:
	Sr No.
	Seperation Type
	Adjust Deduction
	Release Salary
	Pay Gratuity
	Pay Leave Encashment
	Pay HPL Encashment
	Create Recovery
	Leave Encashment Field
	HPL Encashment Field
	Gratuity

Field

	1
	Compulsory Retirement
	Y
	Y
	Y
	Y
	Y
	Y
	Y
	Y
	Y

	2
	Deputation
	Y
	Y
	Y
	Y
	Y
	Y
	Y
	Y
	Y

	3
	Dismissal
	Y
	Y
	Y
	Y
	Y
	Y
	Y
	Y 
	Y

	4
	Expired
	Y
	Y
	Y
	Y
	Y
	Y
	Y
	Y
	Y

	5
	Relieved
	Y
	Y
	Y
	Y
	Y
	Y
	Y
	Y
	Y

	6
	Repatriate
	Y
	Y
	Y
	Y
	Y
	Y
	Y
	Y
	Y

	7
	Resigned
	Y
	Y
	Y
	Y
	Y
	Y
	Y
	Y
	Y

	8
	Resigned with Lien
	Y
	Y
	Y
	Y
	Y
	Y
	Y
	Y
	Y

	9
	Superannuation
	Y
	Y
	Y
	Y
	Y
	Y
	Y
	Y
	Y

	10
	Terminated
	Y
	Y
	Y
	Y
	Y
	Y
	Y
	Y
	Y

	11
	Voluntarily Retired
	Y
	Y
	Y
	Y
	Y
	Y
	Y
	Y
	Y


Pay codes which entered in Deduction Details head will be visible in all kind of separation types.

Rectifications:-
1. Suppose if deductions becomes greater than the salary amount and after adjustment of deduction from the salary, the salary figure becomes 0 then in this case an invoice of 0 amount can be generated through the release salary button.

2. Under deductions, if some outstanding amount is pending but no earning is left for the adjustment then an outstanding invoice amount will be generated upon clicking on the create recovery button. 
3. Separation date cannot be greater than retirement date.
Notes:-

1. Payslip report of the separated employees will not be available after they are made inactive in the system.
2. During initializing the transfer or separation of employee, the system will   check all the pending invoices mentioned in the following table for Other Payments.

If any pending invoices will be found system will give a warning message like ‘Please Pay Pending Invoices of Over and Above Arrear from the Screen OVER & ABOVE ARREAR PAYMENTS’.

System will not allow the transfer or separation until and unless there are no pending invoices left till date.
3.  As per CR-653, A check has been applied which will see pending work flow of employee which is already a user in Apps, if found any pending workflow system will prompt a message to clear pending workflow before initiating the process.
CR-709

During final settlement, user cannot delete the system generated entries but can delete the manual entries. Also, there will be separate demarcation between system generated and manual entries.

Initially, the Delete button is disabled for all cases.

1. If user checks System Generated Entry, alert message ‘Sorry You Don't Have permission to Delete System Generated Entry' pops up on the click of Delete button so that user cannot delete this entry.

2. If user checks User Generated Entry and click on Delete button, user is allowed to delete this entry.

3. If user checks multiple entries consisting of System Generated as well as User Generated Entry and then click on Delete button, user is not allowed to delete the entries. User first needs to uncheck the System Generated Entry and then proceed to delete the User Generated Entry.     

4.13. Maintain Employee Details(Super User)

The employee data loaded into the system is as on 31st March 2008. The employee data is to be updated for the cut-over date using the Maintain Employee Details ( Super User ) Screen.
	Task Name: Maintain Employee Details ( Super User)


	Task Description:

This screen allows the user to modify the Employee details. The access to this screen is restricted  to the Super user only. The  employee details can be modified thru this screen. The screen also maintains the financial details (like pay scale type, increment status, pay status etc.) of the employees.



	Prerequisites for performing the task:

Any user who has the super user permission can use the screen.



	Users who can perform the task:

Person from EDP/Finance departments who are dealing with Payroll.



	Task Procedure

	1. From the main menu select Employee Information ( Maintain Employee Details (Super user)
2. The Employee information (super user) screen appears in Query mode. To view the details of all the employees of the current location, click on the Execute icon. To view details, specific to a field, select the respective field on the screen and then click on the Execute icon.
3. If some Employee information is not coming correct, update the field

In addition, rectify the Payroll related details of the employee for Six Pay Commission requirements..

· Change the employee Pay Revision Flag to ‘Revised Pay Scale’.

· Update the designation to the correct designation. This will set the proper category, pay band / scale and grade  pay for the employee as per the revised scale. It is important to re-enter the designation for the first time for setting up the proper pay-band/ scale and grade pay.

4. To enter/view the Payroll details, click on the Payroll Details. To enter/view the Payroll Flag details, click on the Payroll Flag Details. To enter/view the HRMS Details, click on the HRMS Details. To enter/view Address Details click on the Address Details. Enter the details and save the data.

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

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

7. To close the screen click on the Exit button.
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Field Description Employee Details ( Super User)
	Field Name
	Field Type
	Data Type
	Description

	Pay Scale Type
	Read Only
	Character
	IDA/ CDA is displayed. Select the appropriate value

	Pay Commission Flag
	Mandatory
	Characters
	Select from Drop-down. Select Revised pay Scale for Salary Revision under Six Pay Commission

	Employee No
	Read Only
	Numeric
	Display only

	Staff Code
	Read Only
	Numeric
	Display only

	Prefix
	Non Mandatory
	Drop Down List
	Select from the  Drop Down List

	First Name
	Mandatory
	Characters
	Display only

	Middle Name
	Non Mandatory
	Characters
	Display only

	Last Name
	Mandatory
	Characters
	Display only

	Designation
	Mandatory
	Characters
	Select from the LOV

	Category
	Read Only
	Numeric
	Category is filled automatically.

	Cadre
	Non Mandatory
	Drop Down List
	Select the Cadre from the Drop Down List

	Section
	Non mandatory
	Characters
	Select the Section from the LOV

	Employee Type
	Mandatory
	Characters
	Select from the LOV

	Parent Zone
	Mandatory
	Drop Down List
	Select from the Drop Down List

	PF Type
	Mandatory
	Drop Down List
	Select from the Drop Down List

	CPF Code
	Mandatory
	Characters
	Display only

	FPS Number
	Non Mandatory
	Numeric
	Update the FPS Number

	Date of Joining FCI
	Non Mandatory
	Date
	Select the joining date

	Present Place of Joining
	Mandatory
	Characters
	Select from the LOV

	Date of Joining (Present Date)
	Non Mandatory
	Date
	Select the Date

	Employee Status
	Mandatory
	Drop Down List
	Select from the Drop Down List

	Deputation Type
	Read Only
	Drop Down List
	Select from the Drop Down List


Field Description ( Payroll Details)
	Field Name
	Field Type
	Data Type
	Description

	Pay Scale/ Pay Band Code
	Read Only
	Characters
	Filled automatically

	Current Basic (RS.)
	Mandatory
	Numeric
	Update the Basic pay

	Grade Pay
	Mandatory
	Numeric
	Filled Automatically

	Pay Status
	Mandatory
	Drop Down List
	Select from the Drop Down List

	Pay Mode
	Mandatory
	Drop Down List
	Select from the Drop Down List

	Pay Mode Type
	Mandatory
	Drop Down List
	Select from the Drop Down List in case the Pay Mode selected is Others

	Branch Name
	Mandatory
	Characters
	Select from the LOV

	Bank A/c No
	Mandatory
	Numeric
	Enter the Bank account number

	Pay Status Changed Date
	Mandatory
	Date
	Select the Date

	Stagnation Increment(Rs)
	Non Mandatory
	Numeric
	Enter the amount

	Stagnation Increment Eff Date
	Non Mandatory
	Date
	Select the Date

	Increment Status
	Mandatory
	Drop Down List
	Select from the Drop Down List

	Pan Number
	Non Mandatory
	Characters
	Pan number

	HRA City Type
	Read Only
	Characters
	Filled automatically

	MHS Member
	Non Mandatory
	Characters
	MHS Member

	FPS/EPS Number
	Non Mandatory
	Numeric
	FPS/EPS Number

	EPS Payment
	Non Mandatory
	Characters
	EPS Payment

	Entitlement Date
	Non Mandatory
	Date
	Entitlement Date

	EPS Separation Reason
	Non Mandatory
	Characters
	EPS Separation Reason

	EPS Separation Date
	Non Mandatory
	Date
	EPS Separation Date
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Field Description ( Payroll Flag Details)
	Field Name
	Field Type
	Data Type
	Description

	Washing Allowance
	Non Mandatory
	Check box
	Select to avail Washing Allowance

	NPA
	Non Mandatory
	Check box
	Select to  avail  NPA

	Lunch Subsidy
	Non Mandatory
	Check box
	Select to  avail  Lunch Subsidy

	Compensatory City Allowance
	Non Mandatory
	Check box
	Select to  avail  Compensatory City Allowance

	Station Compensatory Allowance
	Non Mandatory
	Check box
	Select to  avail   Station Compensatory Allowance

	Dusting Operator Allowance
	Non Mandatory
	Check box
	Select to  avail  Dusting Operator Allowance

	Productivity Linked Incentive
	Non Mandatory
	Check box
	Select to  avail Productivity Linked Incentive

	Transport Allowance
	Non Mandatory
	Check box
	Select to  avail Transport Allowance

	Special Compensatory Allowance Flag and  Amount(Rs)
	Mandatory if checkbox is selected
	Checkbox and Numeric
	Select the flag and enter amount

	Special Duty Allowance Flag and  Amount(Rs)
	Mandatory if checkbox is selected
	Checkbox and Numeric
	Select the flag and enter amount

	Special Compensatory Allowance Flag and  Amount(Rs)
	Mandatory if checkbox is selected
	Checkbox and Numeric
	Select the flag and enter amount
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Field Description (Other  Flag Details)
	Field Name
	Field Type
	Data Type
	Description

	Special Pay for Sportsmanship
	Non Mandatory
	Check box
	Select to avail the special pay for sportsmanship  and  enter related details

	Special Pay as Cash Allowance
	Non Mandatory
	Check box
	Select to  avail  the cash allowance  and  enter related details

	Personal Pay for SFN
	Non Mandatory
	Check box
	Select to  avail  the Personal Pay for SFN and  enter related details

	Personal pay for Higher Qualification
	Non Mandatory
	Check box
	Select to  avail  the Personal pay for Higher Qualificationand  enter related details

	Personal pay for Hindi Qualification, no of increment and amount
	Non Mandatory
	Check box
	Select to  avail  the Personal pay for Hindi Qualification and  enter related details
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	Field Name
	Field Type
	Data Type
	Description

	Date of Birth
	Non Mandatory
	Date
	Select the Date of Birth

	Gender
	Mandatory
	Drop Down List
	Select the Gender

	Marital Status
	Non Mandatory
	Drop Down List
	Select the Marital Status

	Father’s Name
	Non Mandatory
	Characters
	Enter the father’s name

	Hometown
	Non Mandatory
	Characters
	Enter the home town

	Handicapped
	Non Mandatory
	Drop Down List
	Select from the Drop Down List

	Handicapped Effective date
	Non Mandatory
	Date
	Select the date

	Previous Promotion Date
	Non Mandatory
	Date
	Select the date

	Retirement date
	Non Mandatory
	Date
	Select the date

	Category
	Mandatory
	Drop Down List
	Select from the Drop Down List

	Physically Handicapped Type
	Mandatory(if handicapped)
	Drop Down List
	Select from the Drop Down List

	Religion
	Mandatory
	Drop Down List
	Select from the Drop Down List

	Ex-servicemen
	Mandatory
	Drop Down List
	Select from the Drop Down List

	Aadhar Number
	Non Mandatory
	Numeric
	Enter Aadhar Number

	CPF Uan
	Mandatory
	Numeric
	Enter CPF Uan 


Field Description (HRMS Details)

4.14. Employee Master Search
	Task Name: Employee Master Search


	Task Description:

The screen allows the user to view Employee details and Update Present Place of Posting.  The present place of posting can only be changed only when the employee is on the old pay scale. Once the employee is moved to revised pay scale, the present place of posting can be changed from the transfer functionality.

	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 Employee Information ( Employee Master Search.
2. The Employee Master Search screen appears in Query mode.
3. To view the details of the employees, select any of following Employee Information - First Name, Last Name, Designation, Cadre, Employee Type, CPF Code, Present Place of Posting and then click on the Execute icon. Employee Details are displayed sorted in order of their Designation and Staff Code.
4. To Update Present Place of Posting, select desired Location from LOV and to save the details, click on the Save button. After successfully saving “Data successfully saved is displayed”.
5. To close the screen click on the Exit button.
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Field Descriptions (Detail information of employee)

	Field Name
	Field Type
	Data Type
	Description

	Employee Number
	Read Only
	Characters
	Filled automatically on pressing Execute

	Staff Code
	Read Only
	Characters
	Filled automatically on pressing Execute

	Prefix
	Read Only
	Characters
	Filled automatically on pressing Execute

	First Name
	Optional
	Characters
	Enter the First Name

	Middle Name
	Read Only
	Characters
	Filled automatically on pressing Execute

	Last Name
	Optional
	Characters
	Enter the Last Name

	Designation
	Optional
	Characters
	Select Designation from LOV

	Category
	Read Only
	Characters
	Filled automatically on pressing Execute

	Cadre
	Optional
	Characters
	Select Cadre from Drop Down List

	Section
	Read Only
	Characters
	Filled automatically on pressing Execute

	Employee Type
	Optional
	Characters
	Select Employee Type from LOV

	Parent Zone
	Read Only
	Characters
	Filled automatically on pressing Execute

	PF Type
	Read Only
	Characters
	Filled automatically on pressing Execute

	CPF Code
	Optional
	Numeric
	Enter the CPF Code

	Present Place of Posting
	Optional
	Characters
	Select Present Place of Posting from LOV

	Date of Joining FCI
	Read Only
	Date
	Filled automatically on pressing Execute

	Date of Joining(Present Place)
	Read Only
	Date
	Filled automatically on pressing Execute

	Employee Status
	Read Only
	Characters
	Filled automatically on pressing Execute

	Deputation Type
	Read Only
	Characters
	Filled automatically on pressing Execute

	Pay Scale Type
	Read Only
	Characters
	Filled automatically on pressing Execute

	Date of Birth
	Read Only
	Date
	Filled automatically on pressing Execute

	Retirement Date
	Read Only
	Date
	Filled automatically on pressing Execute

	Pay Scale Code
	Read Only
	Characters
	Filled automatically on pressing Execute

	Current Basic
	Read Only
	Numeric
	Filled automatically on pressing Execute

	Grade Pay
	Read Only
	Numeric
	Filled automatically on pressing Execute

	Pay Status
	Read Only
	Characters
	Filled automatically on pressing Execute

	Pay Mode
	Read Only
	Characters
	Filled automatically on pressing Execute

	Pay Mode Type
	Read Only
	Characters
	Filled automatically on pressing Execute

	Bank Name
	Read Only
	Characters
	Filled automatically on pressing Execute

	Branch Name
	Read Only
	Characters
	Filled automatically on pressing Execute

	Bank A/C No
	Read Only
	Characters
	Filled automatically on pressing Execute

	Pay Status Changed Date
	Read Only
	Date
	Filled automatically on pressing Execute

	Stagnation Increment
	Read Only
	Numeric
	Filled automatically on pressing Execute

	Stagnation Increment Eff. Date
	Read Only
	Date
	Filled automatically on pressing Execute

	Increment Status
	Read Only
	Characters
	Filled automatically on pressing Execute

	PAN
	Read Only
	Characters
	Filled automatically on pressing Execute

	HRA City Type
	Read Only
	Characters
	Filled automatically on pressing Execute

	MHS Member
	Read Only
	Characters
	Filled automatically on pressing Execute

	FPS/EPS Number
	Read Only
	Numeric
	Filled automatically on pressing Execute

	EPS Payment
	Read Only
	Characters
	Filled automatically on pressing Execute

	Entitlement Date
	Read Only
	Date
	Filled automatically on pressing Execute

	EPS Separation Reason
	Read Only
	Characters
	Filled automatically on pressing Execute

	EPS Separation Date
	Read Only
	Date
	Filled automatically on pressing Execute


4.16. Define Cafeteria Approach

	Task Name: Define Employee Cafeteria Approach


	Task Description:
The screen allows to define allowances as per Cafeteria  approach for  IDA, category 1 & category 2 employees FCI..


	Prerequisites for performing the task:
Any user who has the knowledge and permission of the payroll section can use the screen.


	Users who can perform the task:
Authorized usage. Only those can use who have access and permission to the screen.


	Task Procedure

	1. From the main menu select Employee Information  ( Define Cafeteria Approach.
2. The Define Employee Cafeteria Approach screen appears in Query mode.
3. To view details of all the employees who have received Cafeteria approach, select an Employee from the Employee LOV (Keep in mind that only those employees who are benefited with the Cafeteria approach can be searched in Query Mode i.e., IDA (1&2) category employees). Then click on the Execute icon. Then click on Get Detail button to view the details. By default selected first employee’s  cafeteria allowances can be viewed. If the selected employee has been paid through multiple transactions then no. of transactions can be viewed at top right corner of the screen. Click on Header Next button and then click on the Get Detail button to view this employee’s second transaction and so on. Details include Pay Code, Pay Code Description, Percentage, and Mode of Payment.
4. To make a new entry for Cafeteria approach, click on the Insert icon. Select an Employee from the Employee LOV.  Now user has to enter financial year, Effective date and Using Official Vehicle value (Whether he is using Government vehicle or not). Then click Add Row button. Now fill in the details in the newly added row. Select the pay code from the Pay Code Lov. Pay code description and Percentage will auto populate. Then select the mode of payment from the mode of payment combo box. The combo contains two entries (Reimbursement or Allowance) and by default entry will be allowance. So user can be benefited with different Reimbursement and Allowance but if employee using Government Vehicle then he is allowed to get 25% of Cafeteria benefit and  if employee is not using Government vehicle then he will be allowed to get 40% of it.
In case of excess allowances ( more than the defined limit ) user will be prompted to adjust the excess percentage. For this User will have to  enter the pay code in the ‘’Enter pay code to adjust’’ field and if the entered pay code is present in duplicate in the list then he will be prompted to enter the corresponding percentage of that pay code. Now the excess percentage will be adjusted from corresponding pay code.
5. After filling up the relevant data click on the Save button. After successful saving, message “Data Saved Successfully” will be displayed. If the employee is requesting to get cafeteria approach for the first time then he will allowed to do so but the employee can not be allowed to get cafeteria approach for the 2nd time in the same financial year.
6. If the employee is get promoted or transferred in the same financial year then he will be allowed to get cafeteria approach.
7. Cafeteria can be defined once for a financial year. In order to carry forward the cafeteria allowances to next financial year ‘ Go To Query Mode. Enter Employee Number. Press Execute button. The Cafeteria allowance for the employee are displayed.

Press button ‘Copy to next Financial Year’. The cafeteria allowances of last year will be copied to next financial year. The system will give a message ‘Effective date … is not in the Financial Year …..’. This is not an error.

Change the effective date to the current year start date. Add/update the details for the new year. Press Save Button to save the record for the new year.

8. To close the screen click on the Exit button.
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Press Copy to Next Financial Year , in order to copy cafeteria allowances to

the next financial year.

The record is copied to next financial year and  a message Effective date … is not in the Financial Year …..’. This is not an error.

Change the effective date to the current year start date.
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Make changes in the cafeteria allowances, if required.

Press Save button to save the updated record.

Message Data saved successfully will appear.
The message of Effective date not within financial Year will also disappear on saving.
Field Descriptions (Define Employee Cafeteria Approach - Employee Header)
	Field Name
	Field Type
	Data Type
	Description

	Employee
	Mandatory
(Insert mode/ Execute mode)
	Numeric
	Click on the LOV. Select one employee from the populated list.

	Name
	Read Only
	Characters
	Filled automatically after selecting the Employee

	Designation
	Read Only
	Characters
	Filled automatically after selecting the Employee

	Category
	Read Only
	Characters
	Filled automatically after selecting the Employee

	Employee type
	Read Only
	Characters
	Filled automatically after selecting the Employee

	CPF Code
	Read Only
	Numeric
	Filled automatically after selecting the Employee

	Present place of posting
	Read Only
	Characters
	Filled automatically after selecting the Employee

	Employee Status
	Read Only
	Characters
	Filled automatically after selecting the Employee

	Pay Scale/Band
	Read Only
	Characters
	Filled automatically after selecting the Employee

	Financial Year
	Mandatory for insert mode/ Optional in Query mode
	Numeric
	Enter Financial Year

e.g. 201011(For 2010-2011)

	Effective Date
	Mandatory for insert mode/ Optional in Query mode
	Date
	Select a date of the Financial year from calendar

	Using Official Vehicle
	Mandatory for insert mode/ Optional in Query mode
	Drop Down List
	Select Yes or No


Field Descriptions (Define Cafeteria Approach Footer)

	Field Name
	Field Type
	Data Type
	Description

	Enter Pay Code To Adjust
	Mandatory in insert mode if excess in percentage / Read only in Query mode
	Numeric
	Enter pay code present in the list of allowances selected by the user.

	Enter Percentage To Adjust
	Mandatory in insert mode if excess in percentage & Pay Code is duplicate/ Read only in Query mode
	Numeric
	Enter percentage of the corresponding pay code entered in the ‘Enter Pay Code To Adjust’ field.

	Excess Percentage
	Read Only
	Numeric
	Auto calculated.


4.17. Define Cafeteria Approach(Super user)

	Task Name: Define Employee Cafeteria Approach Super user


	Task Description:
The screen allows to modify allowances as per Cafeteria  approach for  IDA, category 1 & category 2 employees FCI.


	Prerequisites for performing the task:
Administrator only has permission of the payroll section can use the screen.


	Users who can perform the task:
Authorized usage. Only those can use who have access and permission to the screen.


	Task Procedure

	1. From the main menu select Employee Information  ( Define Cafeteria Approach Super user.
2. The Define Employee Cafeteria Approach Super user screen appears in Query mode only.
3. To view details of all the employees who have received Cafeteria approach, select an Employee from the Employee LOV (Keep in mind that only those employees who are benefited with the Cafeteria approach can be searched in Query Mode i.e., IDA (1&2) category employees). Then click on the Execute icon. Then click on Get Detail button to view the details. By default selected first employee’s cafeteria allowances can be viewed for latest defined cafeteria allowance. Details include Pay Code, Pay Code Description, Percentage, and Mode of Payment.

4. To modify the save entry for Cafeteria approach, 
Query the employee according to step 3. Then select the mode of payment from the mode of payment combo box. The combo contains two entries (Reimbursement or Allowance) and by default entry will be allowance. So user can be benefited with different Reimbursement and Allowance but if employee using Government Vehicle then he is allowed to get 25% of Cafeteria benefit and  if employee is not using Government vehicle then he will be allowed to get 40% of it.
In case of excess allowances ( more than the defined limit ) user will be prompted to adjust the excess percentage. For this User will have to  enter the pay code in the ‘’Enter pay code to adjust’’ field and if the entered pay code is present in duplicate in the list then he will be prompted to enter the corresponding percentage of that pay code. Now the excess percentage will be adjusted from corresponding pay code.
5. After filling up the relevant data click on the Save button. After successful saving, message “Data Saved Successfully” will be displayed. 
6. To close the screen click on the Exit button.



[image: image88.png]2 Payre lows Internet Explorer

etcome (5115132)
DEFINE EMPLOYEE CAFETERIA APPROACH SUPERUSER

Froployee Hesder
e N— Y Employes Name WY
Desgeatn e Cotegory |
Empioyes e G corcese =
Prsast Pace ot pesieg [SAT et Empioyes Sots FERM

e pay Gt st
e Comspanging Pacatage o Pay Cote 2 gt = )
e perertsze %

D]
— T T [T [3/0wemiroaninon T

UL E=Rivs





Field Descriptions (Define Employee Cafeteria Approach Super user - Employee Header)
	Field Name
	Field Type
	Data Type
	Description

	Employee
	Mandatory
(Execute mode)
	Numeric
	Click on the LOV. Select one employee from the populated list.

	Name
	Read Only
	Characters
	Filled automatically after selecting the Employee

	Designation
	Read Only
	Characters
	Filled automatically after selecting the Employee

	Category
	Read Only
	Characters
	Filled automatically after selecting the Employee

	Employee type
	Read Only
	Characters
	Filled automatically after selecting the Employee

	CPF Code
	Read Only
	Numeric
	Filled automatically after selecting the Employee

	Present place of posting
	Read Only
	Characters
	Filled automatically after selecting the Employee

	Employee Status
	Read Only
	Characters
	Filled automatically after selecting the Employee

	Pay Scale/Band
	Read Only
	Characters
	Filled automatically after selecting the Employee

	Financial Year
	Optional in Query mode
	Numeric
	Enter Financial Year

e.g. 201011(For 2010-2011)

	Effective Date
	Optional in Query mode
	Date
	Select a date of the Financial year from calendar

	Using Official Vehicle
	Optional in Query mode
	Drop Down List
	Select Yes or No


Field Descriptions (Define Cafeteria Approach Super user Footer)

	Field Name
	Field Type
	Data Type
	Description

	Enter Pay Code To Adjust
	Optional in Query mode
	Numeric
	Enter pay code present in the list of allowances selected by the user.

	Enter Percentage To Adjust
	Optional in Query mode
	Numeric
	Enter percentage of the corresponding pay code entered in the ‘Enter Pay Code To Adjust’ field.

	Excess Percentage
	Read Only
	Numeric
	Auto calculated.


4.18. Employee Penalty

	Task Name: Employee Penalty


	Task Description:
The screen allows imposing penalty on employees. The penalty can be of types: monetary, increment stop and demotion.


	Prerequisites for performing the task:
Any user who has the knowledge and permission of the payroll section can use the screen.


	Users who can perform the task:
Authorized usage. Only those can use who have access and permission to the screen.


	Task Procedure

	1. From the main menu select Employee Information  ( Employee Penalty.
2. The Employee Penalty screen appears in Query mode.
3. To view details of all the employees on which penalty is already imposed. Select an Employee from the Employee LOV (Keep in mind that only those employees on which penalty are imposed can be viewed in this mode). On clicking the Execute button penalty detail can be viewed. If no employee is selected, then upon executing all penalized employees of the site will be fetched. Then click on Header Next button to navigate through all the employees.
4. To make a new entry for Penalty, click on the Insert icon. Select an Employee from the Employee LOV.  Now user needs to select the appropriate penalty type from the drop down box provided. Upon selecting the penalty type, fields will be highlighted to enter corresponding details.
5. If penalty type is selected as Recovery then it’s a monetary recovery. User needs to provide total penalty amount, and installment amount, recovery yymm etc. The installment amount will be recovered from the employees and comes in the deduction side of pay image with the pay code of 327.

6. The above penalty can be re-scheduled on execute mode. The re-scheduling button will be active. On clicking installment amount and balance amount will be open to change. On saving total amount to be recovered and balance installment will auto change.

7. If penalty type is selected as Demotion, then demotion effective date, new designation and new basic needs to be entered. This date can be back dated and if so then an entry automatically flows into basic arrear. Upon running basic arrear, all the recoveries will be generated.

8. If penalty type is selected as Increment Stop, then effective from and to date are open to enter. Effective from date is mandatory but to date is optional. There is also a drop down box of increment type. It’s of three types: same day of increment stop (without cumulative), next incremented date (without cumulative) and no prior increment (cumulative).

If same day of increment stop then, upon running initialize payroll basic will automatically increase depending on the no of annual cycles fall during the phase of penalty.

If next incremented date, the increment will be effective from the next scheduled annual increment of the user. That means for IDA, effective from January and for CDA effective from July.

If no prior increment stop is selected then no previous increment will be restored. So this is a cumulative type of penalty but the other two are without cumulative type.

9. If monetary penalty is waved off by the organization then the waved off amount can be paid back to the penalized employee. You need to go to penalty waved off tab. Here the user can see already recovered amount which is system generated and non-editable. This amount can be paid back to the employee at once or in multiple times. There is an option to directly execute on this tab screen which will show you the no of times waved off is done.

10. Similarly a separate tab is provided for increment stop waiver. Here the user needs to enter the duration of waiver. If anything is recovered during the process of increment stop then same will be paid back. The payment will be on monthly basis.
11. The fourth tab is of Dismissal re-instatement. The employee LOV provided here will show all the dismissed employees of the site. If reinstatement date is back dated then an entry will be flowed to basic arrear automatically. So all back month payments will happen through basic arrear.


Field Descriptions (Define Employee Penalty- Header)
	Field Name
	Field Type
	Data Type
	Description

	Employee
	Mandatory
(Insert mode/ Execute mode)
	Numeric
	Click on the LOV. Select one employee from the populated list.

	Name
	Read Only
	Characters
	Filled automatically after selecting the Employee

	Designation
	Read Only
	Characters
	Filled automatically after selecting the Employee

	Category
	Read Only
	Characters
	Filled automatically after selecting the Employee

	Employee type
	Read Only
	Characters
	Filled automatically after selecting the Employee

	CPF Code
	Read Only
	Numeric
	Filled automatically after selecting the Employee

	Present Place Of Posting
	Read Only
	Characters
	Filled automatically after selecting the Employee

	Date Of Joining(Present Place)
	Read Only
	Date
	Filled automatically after selecting the Employee

	Employee Status
	Read Only
	Characters
	Filled automatically after selecting the Employee

	Current Basic
	Read Only
	Numeric
	Filled automatically after selecting the Employee

	Pay Band
	Read Only
	Characters
	Filled automatically after selecting the Employee

	Pay Scale
	Read Only
	Numeric
	Filled automatically after selecting the Employee


Field Descriptions (Define Employee Penalty- Detail)
	Field Name
	Field Type
	Data Type
	Description

	Penalty Type
	Mandatory
(Insert mode/ Execute mode)
	Characters
	Click on the Drop Down. Select one type of penalty from the list.

	Total Amount To be Recovered
	Mandatory/ Read Only
	Numeric
	Enter amount of penalty is penalized to employee (in case of Recovery Penalty only)

	First Installment Amount
	Mandatory/ Read Only
	Numeric
	Enter first installment amount (in case of Recovery Penalty only)

	Installment Amount
	Read Only
	Numeric
	Enter first installment amount (in case of Recovery Penalty only)

	No. Of Installment
	Read Only
	Numeric
	Filled automatically after selecting the Penalty type.

	Recovery YYYYMM
	Read Only
	Numeric
	Feed year month onwards recovery to be started (in case of Recovery Penalty only).

	Balance Amount
	Read Only
	Numeric
	Filled automatically after selecting the Penalty type.

	Balance Installment
	Read Only
	Numeric
	Filled automatically after selecting the Penalty type.

	New Designation
	Mandatory
	Characters
	Fill new designation as per penalty applied on employee (in case of demotion only)

	Pay Band
	Read Only
	Characters
	Filled automatically after selecting the Penalty type.

	Demotion Basic
	Mandatory
	Numeric
	Enter new basic for penalized employee (in case of demotion only)

	Penalty Effective From
	Mandatory
	Date
	Enter date from which penalty will be applied.

	Penalty Effective To
	Optional/ Mandatory
	Date
	Enter date till which penalty will be applied.

	Increment Stop Type
	Mandatory/ Read Only
	Characters
	Choose any one type of increment stop from drop down.

	Remarks
	Optional
	Characters
	Enter reason/remarks for penalty.


Field Descriptions (Penalty waive off)
	Field Name
	Field Type
	Data Type
	Description

	Penalty Amount Recovered
	Read Only
	Numeric
	Filled automatically after selecting the Employee.

	Part Waiver Amount
	Mandatory
	Numeric
	Enterable field, amount to feed in the system as amount.

	Wave Off Date
	Mandatory

(Insert/update Mode)
	Date
	Feed the date from which penalty is waved off.

	Remaining Waiver Amount
	Read Only
	Numeric
	Filled automatically after selecting the Employee


Field Descriptions (Increment Re-instate)
	Field Name
	Field Type
	Data Type
	Description

	Increment Re-instate Effective From
	Mandatory

	Date
	Select the date from re-instate is applied.

	Increment Re-instate Effective To
	Mandatory

	Date
	Select the date from re-instate is applied.


Field Descriptions (Dismissal Re-instate)
	Field Name
	Field Type
	Data Type
	Description

	Dismiss Re-instate Effective From
	Mandatory
(Insert mode/ Execute mode)
	Date
	Select the date from re-instate is applied.

	Reason
	Optional
	Characters
	Feed the reason why dismiss re-instate is done.


Screenshot For Penalty in Employee Information:
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Screenshot of Employee Penalty Screen:
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Screenshot of Penalty Wave Off:
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Screenshot Of Increment Re-instate:
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Screenshot Of Dismissal Re-Instate:
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5. MISC TRANSACTIONS
5.1. Lease Accommodation Details
	Task Name: Lease Accommodation Details


	Task Description:
This screen allows user to view/create lease accommodation details of the employees of the organization. Lease Amount is charged only for Self Lease and 3rd Party Lease Accommodation. No License Fee or Lease Amount is charged for Spouse Accommodation.

	Prerequisites for performing the task:

None


	Users who can perform the task:

Users from EDP department who are dealing with Payroll.



	Task Procedure

	1. In the main menu select Misc Transactions ( Lease Accommodation Details
2. The Lease Accommodation Details screen appears in Query mode.

3. To view details of all the employees who have availed lease accommodation, 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 Update the Lease Accommodation details for an employee, End date all the previously saved records, by selecting the To Date, save the data and then add a new row by clicking on the Add Row button.
5. To delete a row, select the row and then click on the Delete Row button. Already saved rows cannot be deleted.

6. To insert a new Lease Accommodation Entry for an Employee, click on the Insert icon. Select the Employee No from the LOV, fill the details and Save the data.

7. To save the data, click on the Save icon. After successfully saving, the message “Data saved successfully” is displayed.
8. GO button can be used to switch between records.

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




For FCI accommodation and Govt. accommodation, population percentage for lease perquisites is mandatory and user can select any one of the available options out of 7.5, 10 and 15. For spouse accommodation, no need to select population percentage For third party lease and self lease, population percentage is fixed by the system.
( Refer Supplementary user Guide Section 2.1)
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Field Descriptions (Header)

	Field Name
	Field Type
	Data Type
	Description

	Employee No
	Mandatory
	Numeric
	Select the employee no from the LOV


Field Descriptions (Details)

	Field Name
	Field Type
	Data Type
	Description

	Accommodation Type
	Mandatory
	Characters
	Select the Accommodation Type from the Drop Down List

	License Fee
	Mandatory
	Numeric
	Enter the License fee amount

	Lease Amount
	Mandatory
	Numeric
	Enter the Lease Amount fee amount for Self Release and 3rd Party Lease Accommodation Type

	From Date
	Mandatory
	Date
	Select the Effective From Date

	To Date
	Optional
	Date
	Select the To Date to end a record


5.2. Maintain House Rent Receipt Details

	Task Name: Maintain House Rent Receipt Details



	Task Description:

The screen allows the user to view/create House Rent Receipt Details for the Employees of the organization.

	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  Misc Transactions ( House Rent Receipt
2. The Maintain House Rent Receipt Details screen appears in Query mode.

3. To view the House Rent Receipts details, of an employee select the Employee No from the LOV and click on the Execute icon. To view details specific to a Financial Year, enter the Financial Year also and then click on Execute icon

4. To insert a new House Rent Receipt, click on the Insert icon. Select the Employee from the LOV, enter the Financial Year and the Rent Amount and click on the Get Detail button. The entered Rent Amount is filled automatically corresponding for every month of the Financial Year. Updation of Rent Amount is allowed.
5. To save a record, click on the Save button. After successfully saving “Data successfully saved is displayed”.
6. To close the screen click on the Exit button.
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Field Descriptions (Header) (Query Mode)
	Field Name
	Field Type
	Data Type
	Description

	Employee No
	Mandatory
	Numeric
	Select the Employee No from the LOV

	Financial Year
	Mandatory
	Numeric
	Enter the financial year


Field Descriptions (Details)
	Field Name
	Field Type
	Data Type
	Description

	YYMM
	Read only
	Characters
	Month is specified

	Amount
	Optional
	Numeric
	Monthly House Rent Amount is filled
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Field Descriptions (Header) (Insert Mode)
	Field Name
	Field Type
	Data Type
	Description

	Employee No
	Mandatory
	Numeric
	Select the Employee No from the LOV

	Financial Year
	Mandatory
	Numeric
	Enter the financial year

	Rent Amount
	Mandatory
	Numeric
	Enter the Monthly Rent Amount


5.3. Maintain Interest Rates of Loan
	Task Name: Maintain Interest Rate of Loan


	Task Description:

This screen maintains the interest rates that are applicable for a particular type of loan for a definite period of time. The rates thus maintained are taken into account for computing interest for the various types of loans.  Interest rates differ for different types of loan and also for different slabs. When payroll computation takes place, the system automatically fetches the interest rate that is applicable for a particular loan and calculates the interest accordingly. The interest rates as well as the principal amounts and validity dates can be updated in case of revision.



	Prerequisites for performing the task:

The relevant loan type should exist in the module and the interest rates on various loans relevant to the organization should be known before performing this task.



	Users who can perform the task:

Users from HR/EDP departments who are dealing with Payroll/HR.



	Task Procedure

	1. From the main menu select Masters ( Payroll Masters ( Maintain Loan Interest Rates.
2. The Maintain Interest Rates on Loans screen appears in Query mode.

3. Select the Loan type from the LOV to view the specific loan type records and then click on Get Detail or Click on the Get detail button, to view all the records.

4. For inserting a new row into the grid click on the Add Row button. A new blank row is inserted at the end of the grid.

5. To delete a row, select the row and click on the Delete Row button. Already saved rows cannot be deleted.

6. To save the data click on the Save button. After successful saving, message “Data Saved Successfully” is displayed.

7. GO button can be used to switch between records.

8. To close the screen click on the Exit button.
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Field Descriptions (Header)

	Field Name
	Field Type
	Data Type
	Description

	Loan Type
	Optional
	Numeric
	Select the Loan Type from the LOV.


Field Descriptions (Loan Interest Details)

	Field Name
	Field Type
	Data Type
	Description

	Loan Type
	Optional
	Numeric
	Select the Loan Type from the LOV.

	Description
	Read only
	Characters
	Filled automatically after selecting the loan type.

	Date From
	Mandatory
	Date
	It is the date from which the loan type is effective. The user has to select the date from the date LOV.

	Date To
	Optional
	Date
	It is the date till which the loan type is valid. The user has to select the date, if applicable.

	Interest Applicable?
	Mandatory
	Drop Down List
	Select whether the interest is applicable or not

	Interest Rate (%)
	Mandatory
	Numeric
	Enter the Interest Rate




5.4. Loan/Advance Details

	Task Name: Maintain Loan/Advance Details



	Task Description:

This screen maintains the details regarding the disbursal of the loan/advances to the employees of the organization.



	Prerequisites for performing the task:

The relevant loan type should exist in the module.



	Users who can perform the task:

Users from HR/EDP departments who are dealing with Payroll/HR.



	Task Procedure

	1. From the main menu select Misc Transactions( Loan/Advance Details
2. The Loan/Advance Details screen appears in Query mode.

3. To view all the loans disbursed, click on the Execute icon. To view loans disbursed, specific to an employee, select the Employee No from the LOV and then click on the Execute icon.

4. To disburse a new loan to this employee, click on the Add Row button. A new blank row is inserted at the end. Enter the relevant details and click on the save button.

5. To delete a row, select the row and click on the Delete Row button. Already saved rows cannot be deleted.

6. To disburse a new loan, click on the Insert icon. Select the Employee No from the LOV, fill in the relevant details and save the data.

7. To save the data click on the Save button. After successful saving, message “Data Saved Successfully” is displayed.

8. GO button can be used to switch between records.

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



	Note

	1. Whenever a new loan is disbursed, an invoice is send to the Accounts Payable Module for payment to employee.
2. As per new Cr-532 Loan and advance process has become two-step process. To save a loan/advance record following approach will be consider.
· First user will save the loan/advance record in system and when require he can    send invoice in Apps.

· User can delete or edit the record until the invoices are not sent to Apps or Send invoices are cancelled in Apps.

· User cannot save recovery start date for a loan/advance greater than one month from the date when loan is sanctioned.
· User cannot save the loan/advance entry if the number of installments is exceeding the retire month of the employee.
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Field Descriptions (Header for 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

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


Field Descriptions (Details)

	Field Name
	Field Type
	Data Type
	Description

	Loan Type
	Mandatory
	Numeric
	Select the Loan Type from the LOV

	Loan Desc
	Read Only
	Characters
	Loan Description, filled automatically after selecting the Loan Type

	Loan Amount
	Mandatory
	Numeric
	Enter the Loan Amount

	Sanction Date
	Mandatory
	Date
	Select the date of sanctioning of the loan

	Sanction No
	Mandatory
	Numeric
	Enter the loan sanction no

	Recovery Start (YYYYMM)
	Mandatory
	Numeric
	Enter the Year Month of starting the recovery of the loan

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

	No of Interest Install
	Mandatory in case of Loan and Optional in case of Advance
	Numeric
	Enter the no of Interest Installments

	Install Amount
	Mandatory
	Numeric
	Enter the Installment Amount

	First Install Amount
	Mandatory
	Numeric
	Enter the amount of first installment

	Interest Install Amount
	Read Only
	Numeric
	Filled automatically


Note:-  Only 1 loan/Advance of same type can be Active at a time. User can only feed the loan/advance of same type if the previous has been over. 
Maintain Loan Foreclosure

	Task Name: Maintain Loan Foreclosure


	Task Description:

This screen enables the user to foreclose an existing loan or advance. User can pay the remaining amount of the loan/advance as a whole lump sum payment and the interest is adjusted accordingly.


	Prerequisites for performing the task:

The relevant loan type should exist in the module.



	Users who can perform the task:

Users from HR/EDP departments who are dealing with Payroll/HR.



	Task Procedure

	1. From the main menu select Misc Transactions( Loan Fore Closure
2. The Loan Foreclosure screen appears in Query mode.

3. To view all the loans/advances foreclosed from the current location, click on the Execute icon. To view loans/advances foreclosed, specific to an employee, select the Employee No from the LOV and then click on the Execute icon.

4. To foreclose a new loan/advance, select the Employee from the LOV, Employee’s details appear on the screen. Select the loan/advance to be foreclosed from the LOV, the outstanding Principal as well as outstanding Interest amount also appears in the LOV. The details regarding the selected Loan/Advance appear on the screen, along with the adjusted interest during foreclosure.
5. To foreclose the Loan/Advance, enter the Receipt No & Receipt amount and click on the ForeClose button. The record gets saved and the message “Data saved successfully” appears on the screen. Receipt amount shouldn’t be lesser than the summation of Paid Principal & Paid Interest during foreclosure.
6. GO button can be used to switch between records.

7. To close the screen click on the Exit button.
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Field Descriptions (Header for Employee Details)

	Field Name
	Field Type
	Data Type
	Description

	Employee No
	Mandatory
	Numeric
	Select the Employee No from the LOV

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

	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

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

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


Field Descriptions (Loan/Advances Details)

	Field Name
	Field Type
	Data Type
	Description

	Loan/Advance
	Mandatory
	Numeric
	Select the Loan/Advance from the LOV

	Description
	Read Only
	Characters
	Filled automatically after selecting the Loan/Advance

	Outstanding Principal
	Read Only
	Numeric
	Filled automatically after selecting the Loan/Advance

	Outstanding Interest
	Read Only
	Numeric
	Filled automatically after selecting the Loan/Advance

	Loan Amount
	Read Only
	Numeric
	Filled automatically after clicking on the Get Details button

	Total no of Principal Installs
	Read Only
	Numeric
	Filled automatically after clicking on the Get Details button

	Total no of Interest Installs
	Read Only
	Numeric
	Filled automatically after clicking on the Get Details button

	Balance no of Principal Installs
	Read Only
	Numeric
	Filled automatically after clicking on the Get Details button

	Balance no of Interest Installs
	Read Only
	Numeric
	Filled automatically after clicking on the Get Details button

	Monthly Principal Installment Amount
	Read Only
	Numeric
	Filled automatically after clicking on the Get Details button

	Monthly Interest Installment Amount
	Read Only
	Numeric
	Filled automatically after clicking on the Get Details button

	Paid Principle during foreclosure
	Read Only
	Numeric
	Lump Sum Amount paid during foreclosure

	Paid Interest during Foreclosure
	Read Only
	Numeric
	Calculated automatically after clicking on the Calculate Interest button

	Receipt No
	Non Mandatory
	Characters
	Receipt No of the Loan/Advance foreclosed

	Foreclosure Date
	Read Only
	Date
	Foreclosure date


5.5. Maintain Loan Rescheduling

	Task Name: Maintain Loan Rescheduling


	Task Description:

This screen enables the user to reschedule an existing loan or advance. It provides the provision to change the number of Installments of a Loan/Advance and hence adjusting the interest amount accordingly.


	Prerequisites for performing the task:

The relevant loan type should exist in the module.



	Users who can perform the task:

Users from HR/EDP departments who are dealing with Payroll/HR.



	Task Procedure

	1. From the main menu select Misc Transactions( Loan Reschedule
2. The Loan Reschedule screen appears in Query mode.

3. To view all the loans/advances rescheduled from the current location, click on the Execute icon. To view loans/advances rescheduled, specific to an employee, select the Employee No from the LOV and then click on the Execute icon.

4. To reschedule a new loan/advance, select the Employee from the LOV, Employee’s details appear on the screen. Select the loan/advance to be rescheduled from the LOV, the outstanding Principal as well as outstanding Interest amount also appears in the LOV. The details regarding the selected Loan/Advance appear on the screen.
5. Enter the new number of Principal/Interest installments. Based on the number entered, the new monthly principal and the new monthly interest amount are calculated and appear on the screen. If the principal recovery of a Loan/Advance is going on, user is allowed to change only the principal number of installments. If the interest recovery of a loan is going on, user is allowed to change only the number of interest installments. Incase of a Benevolent Fund Loan, the interest installment number is filled automatically equal to the changed number of Principal Installments.
6. To reschedule the Loan/Advance, click on the Reschedule button. The record gets saved and the message “Data saved successfully” appears on the screen.
7. GO button can be used to switch between records.

8. To close the screen click on the Exit button.
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Field Descriptions (Header for Employee Details)

	Field Name
	Field Type
	Data Type
	Description

	Employee No
	Mandatory
	Numeric
	Select the Employee No from the LOV

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

	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

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

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


Field Descriptions (Loan/Advances Details)

	Field Name
	Field Type
	Data Type
	Description

	Loan/Advance
	Mandatory
	Numeric
	Select the Loan/Advance from the LOV

	Description
	Read Only
	Characters
	Filled automatically after selecting the Loan/Advance

	Outstanding Principal
	Read Only
	Numeric
	Filled automatically after selecting the Loan/Advance

	Outstanding Interest
	Read Only
	Numeric
	Filled automatically after selecting the Loan/Advance

	Loan Amount
	Read Only
	Numeric
	Filled automatically after clicking on the Get Details button

	Total no of Principal Installs
	Read Only
	Numeric
	Filled automatically after clicking on the Get Details button

	Total no of Interest Installs
	Read Only
	Numeric
	Filled automatically after clicking on the Get Details button

	Balance no of Principal Installs
	Read Only
	Numeric
	Filled automatically after clicking on the Get Details button

	Balance no of Interest Installs
	Read Only
	Numeric
	Filled automatically after clicking on the Get Details button

	Monthly Principal Installment Amount
	Read Only
	Numeric
	Filled automatically after clicking on the Get Details button

	Monthly Interest Installment Amount
	Read Only
	Numeric
	Filled automatically after clicking on the Get Details button

	New No of Principal Installments
	Non Mandatory
	Numeric
	Enter the New number of principal Installments

	New No of Interest Installments
	Non Mandatory
	Numeric
	Enter the New number of Interest Installments

	Reschedule Date
	Read Only
	Date
	Reschedule Date is filled

	New Monthly Principal Amount
	Read Only
	Numeric
	The new monthly principal Installment amount is calculated and filled

	New Monthly Interest Amount
	Read Only
	Numeric
	The new monthly Interest Installment amount is calculated and filled


5.6. Medical Claim

	Task Name: Medical Claim


	Task Description:

This screen enables the user to enter medical bills claim. Income is computed automatically for the month of March.

Medical Bills can be submitted under different medical codes i.e.Indoor Treatment Reimbursement, Indoor Treatment (Direct Payment System), Outdoor Treatment, Quarterly Medical payment, Quarterly Medical payment(Arrear), Outdoor Treatment (Specified Diseases),

	Prerequisites for performing the task:

None.



	Users who can perform the task:

Users from HR/EDP departments who are dealing with Payroll/HR.



	Task Procedure

	1. From the main menu select Misc Transactions( Medical Claim
2. The Medical Claim screen appears in Query mode.
3. To view all the existing details from the current location, 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 insert a new entry, click on the insert mode.

5. Select the payment code.

6. Select the Employee from the LOV, enter the details and save the data.

7. To send the invoice click on the Send Invoice button.

8. GO button can be used to switch between records.
9. To close the screen click on the Exit button.
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Field Descriptions (Header for Employee Details)

	Field Name
	Field Type
	Data Type
	Description

	Employee No
	Mandatory
	Numeric
	Select the Employee No from the LOV

	Payment Code
	Mandatory
	Characters
	Select the Payment Code

	Financial Year
	Mandatory
	Numeric
	Enter Financial year in YYYYYY format

	Quarter
	Mandatory
	Characters
	Select from Drop down

	Medical Amount
	Mandatory
	Numeric
	Enter the amount

	Bill Date
	Mandatory
	Date
	Select the Date

	From Date
	Mandatory
	Date
	Select the Date

	To Date
	Mandatory
	Date
	Select the Date

	Bill Against
	Optional
	Characters
	Select from the List

	Dependent Name
	Mandatory if Bill Against Dependent
	Characters
	Select from the LOV

	Taxable Indicator
	Mandatory
	Characters
	It can be Yes/No.

	IT Ded Amount
	Optional
	Numeric
	Enter the amount

	Supplier Number
	Disable
	Characters
	It is disabled for all medical codes. Except for direct payment system 

	Supplier Site
	Disable
	Characters
	It is disabled for all medical codes. Except for direct payment system

	Remarks
	Optional
	Characters
	Enter the remarks

	Invoice Number
	Read Only
	Numeric
	Filled automatically

	Net Amount
	Read Only
	Numeric
	Filled automatically
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A cancel button has been provided in Medical Claim screen. In case FCI End User sends invoice of wrong amount or wrong employee then they will be able to cancel/delete the invoice from Payroll after cancellation of the invoice from Apps. 

The user will be able to cancel/delete an invoice from payroll only if the invoice is posted from that site and remittance of that payroll month is not done and the invoice is cancelled from Apps.

In case of transfer , the user will not be able to cancel the invoices posted at previous site (i.e the site from which they are transferred).

The user will not be able to cancel /delete an invoice after remittance has been done.

The user will not be able to cancel /delete an invoice if the invoice is not cancelled from Apps.

The user can cancel the invoice before posting of salary is done of the current payroll month.

	Sno
	CATEGORY
	Applicable pay codes

	1
	Category -I
	Indoor Treatment (DPS)

	2
	Category -II
	Indoor Treatment (DPS)

	3
	Category -III
	Indoor Treatment (DPS)

	4
	Category -IV
	Indoor Treatment (DPS)

	5
	DPS labour
	Indoor Treatment (DPS)

	6
	Departmental Labour
	Indoor Treatment (DPS)

	7
	Category -I
	Indoor Treatment Reim

	8
	Category -II
	Indoor Treatment Reim

	9
	Category -III
	Indoor Treatment Reim

	10
	Category -IV
	Indoor Treatment Reim

	11
	DPS labour
	Indoor Treatment Reim

	12
	Departmental Labour
	Indoor Treatment Reim

	13
	Category -I
	Outdoor Treatment

	14
	Category -II
	Outdoor Treatment

	15
	Category -III
	Outdoor Treatment (Specified Diseases)

	16
	Category -IV
	Outdoor Treatment (Specified Diseases)

	17
	DPS labour
	Outdoor Treatment (Specified Diseases)

	18
	Departmental Labour
	Outdoor Treatment (Specified Diseases)

	19
	Category -III
	Quarterly Medical Payment

	20
	Category -IV
	Quarterly Medical Payment

	21
	Departmental Labour
	Quarterly Medical Payment

	22
	Category -I
	Quarterly Medical Payment(Arrear)

	23
	Category -II
	Quarterly Medical Payment(Arrear)

	24
	Category -III
	Quarterly Medical Payment(Arrear)

	25
	Category -IV
	Quarterly Medical Payment(Arrear)

	26
	DPS labour
	Quarterly Medical Payment(Arrear)


5.7. Maintain Direct Payroll transaction

	Task Name: Maintain Direct Payroll Transactions



	Task Description:
This function maintains all adhoc payments or deductions that are made through payroll. This function deals with the miscellaneous payments or deductions that may be very adhoc or remainder from the past payroll computations. Payments or recovery can be made spanning any time period or at a single transaction. This functionality enables the user to deal with any payment/recovery that is not within the scope of the regular payroll process e.g.  the excess third party lease amount can be recovered from employees salary by entering an instruction using this functionality. Other recoveries  like, Society recoveries, court recoveries, bank loan recoveries, backdated leave recoveries can also be handled thru this screen. This function takes care of any income tax implications for the adhoc payment/deduction. During insertion, Effective Year Month cannot be lesser than the current Year Month. No Updation is allowed in the screen. During payroll processing insertion and deletion is not allowed in the screen. Entries which have been processed during the payroll cannot be deleted from the screen.


	Prerequisites for performing the task:

None


	Users who can perform the task:

Users from EDP/Finance departments having appropriate access rights.



	Task Procedure

	1. In the main menu select Misc. Transactions ( Maintain Direct Payroll.

2. The Maintain Direct Payroll Transaction screen appears in Query mode.

3. Three option buttons (Employee Wise, Pay Code Wise, and Miscellaneous) are present. These are provided for the convenience of data entry and viewing.

4. To view details specific to an employee select the employee wise option and select the Employee no. To view details specific to a pay code, select the Pay code wise option and select the Pay code. To view all the details select the miscellaneous option.

5. To get the details, click on the Get detail button.
6. To insert a new transaction, click on the Insert toolbar icon and Select the respective tab.

7. For inserting a new row into the grid click on the Add Row button. An empty new row is added at the end of the list.

8. For deleting a row of the grid, select the row and click on the Delete Row button. The selected row is deleted.

9. To save the changes click on the Save button. After successful saving, message “Data Saved Successfully” is displayed.

10. GO button can be used to switch between different records.

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



	Note

	1. Once Monthly Payroll has been run for the month, the records are locked and no data modification is allowed on the record.

2. To modify the record for a particular employee Undo the Monthly payroll for the particular employee and then you can proceed to do any changes.

3. If you are inserting a new record after Monthly Payroll has been run, then the valid from Year month for the new entered record should not be lesser than the current year month.
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Field Descriptions (Header)

	Field Name
	Field Type
	Data Type
	Description

	Pay Code
	Mandatory
	Numeric
	Select from LOV


Field Descriptions (Details)

	Field Name
	Field Type
	Data Type
	Description

	Employee No
	Mandatory
	Numeric
	Select the Employee Number from the LOV.

	Name
	Mandatory
	Characters
	Filled automatically populated after selecting the Employee Number.

	Pay Code
	Mandatory
	Numeric
	The user has to click on the Pay Code LOV and select this value from the look-up screen. It is the Earning or Deduction Code.

	Description
	Mandatory
	Characters
	It is the Description of concerned Pay Code. This field is automatically populated when you select the pay code.

	Pay Mode
	Mandatory
	Drop Down List
	The user has to select the value from the drop down box. The options available are Current Payment/Current Recovery/Arrear Payment/Arrear Recovery.

	From YYYYMM
	Mandatory
	Date
	It is the month from which the transaction will take place. The user has to enter this value.

	Total Amount
	Mandatory
	Numeric
	It is the Total Transaction Amount. The user has to enter this value.

	Installment Amount
	Mandatory
	Numeric
	It is the Monthly installment amount. The user has to enter this value.

	No Of Installments
	Mandatory
	Numeric
	It is the total number of installments. Filled automatically

	Agency Code
	Optional
	Numeric
	Select the Agency Code from the LOV

	Agency Site Code
	Optional
	Numeric
	Select the Agency Site Code from the LOV


Points To Be Remembered:-

1. Pay Code 399(EOL HPL Recovery) is not allowed from Maintain Direct Payroll. Already a Functionality of Leave recovery is automatically present in the System.
2. For deputationist   employee agency code and agency site code will be mandatory for the given pay codes  (93,92,90,88,86,83,81,67,62,61,60,501,500,369,359,357,353,330,327,314,203).
5.8. Medical Reimbursement ( Bulk)

The Medical Reimbursement (Bulk) will be used to pay the medical reimbursement to all the employees of a site excluding some employees which can be selected from a list.
This screen takes the employee number of all those employees which are to be excluded from the payment of medical reimbursement. The payment is will be given to the rest of the employees.

This screen takes medical amount , date, quarter, monthyear, taxable indicator, medical code  ‘ and ‘Employee Number’ of all those employees which are to be excluded from the reimbursement payment from LOV as inputs.

In the Employee Number to be excluded LOV, list of all those employees which are to be excluded from the payment of medical reimbursement are to be selected. By pressing save button the list of the employee which are to be excluded are shown in the detail box. The payment will be made to the rest of the employees on pressing the Save button..

The  ‘Employee Number’, ‘Employee Name’, ‘Designation’, ‘Category’ and ‘Present Place of Posting’ of the employees which are excluded from making the payment are shown in the detail block on pressing the Get Detail button.
Validation included to check the retirement date for section of eligible employees for medical  reimbursement to avoid the Medical reimbursement to retired employee even if  the separation is not initiated thru the payroll system.

( Also Refer Supplementary user Guide Section 4.3)

	Task Name: Medical Reimbursement ( Bulk)


	Task Description:
The Medical Reimbursement (Bulk) will be used to pay the medical reimbursement to all the employees of a site excluding some employees which can be selected from a list.
This screen takes the employee number of all those employees which are to be excluded from the payment of medical reimbursement. The payment is will be given to the rest of the employees.

	Prerequisites for performing the task:

None


	Users who can perform the task:

Users from EDP/Finance departments having appropriate access rights.



	Task Procedure

	1. In the main menu select Misc. Transactions ( Medical Reimbursement ( Bulk).

2. The Medical Reimbursement ( Bulk) screen appears in Query mode.

3. To view details of  employee which are excluded for Bulk Payment, query the details for a particular quarter, year month and press execute.

4. The master block is populated for the records fetched using the query.

5. Go into the detail block and Press Get Detail button.

6. The details of the employees which are excluded for the bulk payment are displayed on the screen.

7. In order to a medical reimbursement in Bulk press ‘Insert ‘ button. System comes in the insert mode.

8. This screen takes medical amount , date, quarter, monthyear, taxable indicator, medical code  .
9. Select the ‘Employee Number’ of all those employees which are to be excluded from the reimbursement payment from LOV as inputs.
10. Press Save Button.
11. Press Get Detail Button in the Detail Block
12. The  ‘Employee Number’, ‘Employee Name’, ‘Designation’, ‘Category’ and ‘Present Place of Posting’ of the employees which are excluded from making the payment are shown in the detail block.
13. To close the screen click on the Exit button.


	Note

	1. Once Monthly Payroll has been run for the month, the records are locked and no data modification is allowed on the record.

2. To modify the record for a particular employee Undo the Monthly payroll for the particular employee and then you can proceed to do any changes.

3. If you are inserting a new record after Monthly Payroll has been run, then the valid from Year month for the new entered record should not be lesser than the current year month.




If medical code is quarterly payment, then only category III & IV employees will be fetched in the employee LOV.

For indoor and outdoor treatments, only category I & II employees will be fetched in the employee LOV.
( Refer Supplementary user Guide Section 2.4)
Bulk payment of conveyance allowance to be paid via “Bulk reimbursement screen”.

User will enter the payment amount, Year month of the payment and exclude the employee if required.
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Field Descriptions (Header)

	Field Name
	Field Type
	Data Type
	Description

	Medical Amount
	Mandatory
	Numeric
	Enter the medical amount

	Date
	Mandatory
	Date
	Enter the date of payment

	Quarter
	Mandatory
	Characters
	Select from Drop down

	Financial Year
	Mandatory
	Numeric
	Enter Financial Year in YYYYYY Format

	Taxable Indicator
	Mandatory
	Character
	Select the taxable indicator

	Medical Code
	Mandatory
	Character
	Select the medical code

	Taxable Indicator
	Mandatory
	Characters
	Select between Yes/No.

	Employees to be excluded
	Optional
	Numeric
	Select the employees to be excluded from the LoV. Multiple employees can be selected.


Field Descriptions (Detail Block)

	Field Name
	Field Type
	Data Type
	Description

	Employee Number
	Read only
	Numeric
	Employee Number of excluded employees is displayed

	Employee Name
	Read only
	Characters
	Employee Name of excluded employees is displayed

	Designation
	Read only
	Characters
	Designation of excluded employees is displayed

	Category
	Read only
	Characters
	Category of excluded employees is displayed

	Present Place of Posting
	Read only
	Characters
	Present Place of posting  of excluded employees is displayed


5.9. CPF Stop / Start

	Task Name: CPF Stop/Start


	Task Description:
The screen allows Starting or Stopping CPF for the employees of the organization.


	Prerequisites for performing the task:
Any user who has the knowledge and permission of the payroll section can use the screen.


	Users who can perform the task:
Authorized usage. Only those can use who have access and permission to the screen.


	Task Procedure

	7. From the main menu select Misc Transactions  ( CPF Stop/Start
8. The CPF Recovery screen appears in Query mode.
9. To change status of the employees, choose Insert mode and select an Employee from the Employee LOV.
10. After that you can see your current status of CPF from “CPF Status Field”. Now the user can toggle the status of CPF by clicking on the appropriate button, present at the bottom of the screen. CPF for the employee will be stopped by clicking on the Stop CPF button & can be started by clicking on the Start CPF button.
11. After each change you will need to click on the Save button. After successful saving, message “Data Saved Successfully” will be displayed.
12. To close the screen click on the Exit button.
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Field Descriptions (CPF Stop/Start Header-Employee Header)
	Field Name
	Field Type
	Data Type
	Description

	Employee
	Mandatory
(Insert mode)
	Numeric
	Click on the LOV. Select one employee from the populated list.

	Name
	Read Only
	Characters
	Filled automatically after selecting the Employee

	Designation
	Read Only
	Characters
	Filled automatically after selecting the Employee

	Category
	Read Only
	Characters
	Filled automatically after selecting the Employee

	Employee Type
	Read Only
	Characters
	Filled automatically after selecting the Employee

	CPF Code
	Read Only
	Numeric
	Filled automatically after selecting the Employee

	Present Place of Posting
	Read Only
	Characters
	Filled automatically after selecting the Employee

	Date of Joining( Present Place)
	Read Only
	Date
	Filled automatically after selecting the Employee

	CPF Status
	Read Only
	Characters
	Filled automatically after selecting the Employee


5.11 Loan/Advance Details(Admin)
	Task Name: Maintain Loan/Advance Details(Admin)


	Task Description:

This screen maintains the details regarding the disbursal of the loan/advances to the employees of the organization.



	Prerequisites for performing the task:

The relevant loan type should exist in the module.



	Users who can perform the task:

Users from HR/EDP departments who are dealing with Payroll/HR.



	Task Procedure

	1.From the main menu select Misc Transactions( Loan/Advance Details(Admin)
2.The Loan/Advance Details(Admin)  screen appears in Query mode.

3.To view all the loans disbursed, click on the Execute icon. To view loans disbursed, specific to an employee, select the Employee No from the LOV and then click on the Execute icon.

4.To disburse a new loan to this employee, click on the Add Row button. A new blank row is inserted at the end. Enter the relevant details and click on the save button.

5.To delete a row, select the row and click on the Delete Row button. Already saved rows cannot be deleted.

6.To disburse a new loan, click on the Insert icon. Select the Employee No from the LOV, fill in the relevant details and save the data.

7.To save the data click on the Save button. After successful saving, message “Data Saved Successfully” is displayed.

8.GO button can be used to switch between records.

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



	Note

	1.Whenever a new loan is disbursed, an invoice is send to the Accounts Payable Module for payment to employee.
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Field Descriptions (Header for 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

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


Field Descriptions (Details)

	Field Name
	Field Type
	Data Type
	Description

	Loan Type
	Mandatory
	Numeric
	Select the Loan Type from the LOV

	Loan Desc
	Read Only
	Characters
	Loan Description, filled automatically after selecting the Loan Type

	Loan Amount
	Mandatory
	Numeric
	Enter the Loan Amount

	Sanction Date
	Mandatory
	Date
	Select the date of sanctioning of the loan

	Sanction No
	Mandatory
	Numeric
	Enter the loan sanction no

	Recovery Start (YYYYMM)
	Mandatory
	Numeric
	Enter the Year Month of starting the recovery of the loan

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

	No of Interest Install
	Mandatory in case of Loan and Optional in case of Advance
	Numeric
	Enter the no of Interest Installments

	Install Amount
	Mandatory
	Numeric
	Enter the Installment Amount

	First Install Amount
	Mandatory
	Numeric
	Enter the amount of first installment

	Interest Install Amount
	Read Only
	Numeric
	Filled automatically


5.12 Maintain Direct Payroll transaction(Bulk)

	Task Name: Maintain Direct Payroll Transactions(Bulk)


	Task Description:
This function maintains all adhoc payments or deductions that are made through payroll. This function deals with the miscellaneous payments or deductions that may be very adhoc or remainder from the past payroll computations. Payments or recovery can be made spanning any time period or at a single transaction. This functionality enables the user to deal with any payment/recovery that is not within the scope of the regular payroll process e.g.  the excess third party lease amount can be recovered from employees salary by entering an instruction using this functionality. Other recoveries  like, Society recoveries, court recoveries, bank loan recoveries, backdated leave recoveries can also be handled thru this screen. This function takes care of any income tax implications for the adhoc payment/deduction. During insertion, Effective Year Month cannot be lesser than the current Year Month. No Updation is allowed in the screen. During payroll processing insertion and deletion is not allowed in the screen. Entries which have been processed during the payroll cannot be deleted from the screen.



	Prerequisites for performing the task:

None


	Users who can perform the task:

Users from EDP/Finance departments having appropriate access rights.



	Task Procedure

	1.In the main menu select Misc. Transactions ( Maintain Direct Payroll(Bulk).

2.The Maintain Direct Payroll Transaction(Bulk)  screen appears in Query mode.

3.Three option buttons (Employee Wise, Pay Code Wise, and Miscellaneous) are present. These are provided for the convenience of data entry and viewing.

4.To view details specific to an employee select the employee wise option and select the Employee no. To view details specific to a pay code, select the Pay code wise option and select the Pay code. To view all the details select the miscellaneous option.

5.To get the details, click on the Get detail button.

6.To insert a new transaction, click on the Insert toolbar icon and Select the respective tab.

7.For inserting a new row into the grid click on the Add Row button. An empty new row is added at the end of the list.

8.For deleting a row of the grid, select the row and click on the Delete Row button. The selected row is deleted.

9.To save the changes click on the Save button. After successful saving, message “Data Saved Successfully” is displayed.

10.GO button can be used to switch between different records.

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



	Note

	1.Once Monthly Payroll has been run for the month, the records are locked and no data modification is allowed on the record.

2.To modify the record for a particular employee Undo the Monthly payroll for the particular employee and then you can proceed to do any changes.

3.If you are inserting a new record after Monthly Payroll has been run, then the valid from Year month for the new entered record should not be lesser than the current year month.
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Field Descriptions (Header)

	Field Name
	Field Type
	Data Type
	Description

	Pay Mode
	Mandatory
	Drop Down List
	The user has to select the value from the drop down box. The options available are Current Payment/Current Recovery/Arrear Payment/Arrear Recovery.

	From YYYYMM
	Mandatory
	Date
	It is the month from which the transaction will take place. The user has to enter this value.

	Total Amount
	Mandatory
	Numeric
	It is the Total Transaction Amount. The user has to enter this value.

	Installment Amount
	Mandatory
	Numeric
	It is the Monthly installment amount. The user has to enter this value.

	No Of Installments
	Mandatory
	Numeric
	It is the total number of installments. Filled automatically

	Pay Code
	Mandatory
	Numeric
	Select from LOV

	Agency Site Code
	Optional
	Numeric
	Select the Agency Site Code from the LOV


Field Descriptions (Details)

	Field Name
	Field Type
	Data Type
	Description

	Employee No
	Mandatory
	Numeric
	Select the Employee Number from the LOV.

	Name
	Mandatory
	Characters
	Filled automatically populated after selecting the Employee Number.

	Designation
	Mandatory
	Mandatory
	Filled automatically populated after selecting the Employee Number

	Category
	Mandatory
	Mandatory
	Filled automatically populated after selecting the Employee Number

	Present Place Of Posting
	Mandatory
	Mandatory
	Filled automatically populated after selecting the Employee Number


5.13 Loan/Advance Details(Bulk)
	Task Name: Maintain Loan/Advance Details(Bulk)


	Task Description:

This screen maintains the details regarding the disbursal of the loan/advances to the employees of the organization.



	Prerequisites for performing the task:

The relevant loan type should exist in the module.



	Users who can perform the task:

Users from HR/EDP departments who are dealing with Payroll/HR.



	Task Procedure

	1. From the main menu select Misc Transactions( Loan/Advance Details(Bulk)
2. The Loan/Advance Details (Bulk) screen appears in Query mode.

3. To view all the loans disbursed, click on the Execute icon. To view loans disbursed, specific to an employee, select the Employee No from the LOV and then click on the Execute icon.

4. To disburse a new loan to this employee, click on the Add Row button. A new blank row is inserted at the end. Enter the relevant details and click on the save button.

5. To delete a row, select the row and click on the Delete Row button. Already saved rows cannot be deleted.

6. To disburse a new loan, click on the Insert icon. Select the Employee No from the LOV, fill in the relevant details and save the data.

7. To save the data click on the Save button. After successful saving, message “Data Saved Successfully” is displayed.

8. GO button can be used to switch between records.

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



	Note

	Whenever a new loan is disbursed, an invoice is send to the Accounts Payable Module for payment to employee.
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Field Descriptions (Header for Employee Details)

	Field Name
	Field Type
	Data Type
	Description

	Location/Depot Name
	Optional
	Characters
	Select the Location Name from the LOV

	Gang Name
	Optional
	Characters
	Select the Gang Name from the LOV

	Loan Type
	Mandatory
	Numeric
	Select the Loan Type from the LOV

	Loan Desc
	Read Only
	Characters
	Loan Description, filled automatically after selecting the Loan Type

	Loan Amount
	Mandatory
	Numeric
	Enter the Loan Amount

	Sanction Date
	Mandatory
	Date
	Select the date of sanctioning of the loan

	Sanction No
	Mandatory
	Numeric
	Enter the loan sanction no

	Recovery Start (YYYYMM)
	Mandatory
	Numeric
	Enter the Year Month of starting the recovery of the loan

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

	No of Interest Install
	Mandatory in case of Loan and Optional in case of Advance
	Numeric
	Enter the no of Interest Installments

	Install Amount
	Mandatory
	Numeric
	Enter the Installment Amount

	First Install Amount
	Mandatory
	Numeric
	Enter the amount of first installment

	Interest Install Amount
	Read Only
	Numeric
	Filled automatically


Field Descriptions (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

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


5.14 Loan/Advance Details(Super User)
	Task Name: Maintain Loan/Advance Details



	Task Description:

This screen maintains the details regarding the disbursal of the loan/advances to the employees of the organization.



	Prerequisites for performing the task:

The relevant loan type should exist in the module.



	Users who can perform the task:

Users from HR/EDP departments who are dealing with Payroll/HR.



	Task Procedure

	1. From the main menu select Misc Transactions( Loan/Advance Details(Super User)
2. The Loan/Advance Details(Super User) screen appears in Query mode.

3. To view all the loans disbursed, click on the Execute icon. To view loans disbursed, specific to an employee, select the Employee No from the LOV and then click on the Execute icon.

4. To disburse a new loan to this employee, click on the Add Row button. A new blank row is inserted at the end. Enter the relevant details and click on the save button.

5. To delete a row, select the row and click on the Delete Row button. Already saved rows cannot be deleted.

6. To disburse a new loan, click on the Insert icon. Select the Employee No from the LOV, fill in the relevant details and save the data.

7. To save the data click on the Save button. After successful saving, message “Data Saved Successfully” is displayed.

8. GO button can be used to switch between records.

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



	Note

	Whenever a new loan is disbursed, an invoice is send to the Accounts Payable Module for payment to employee.
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Field Descriptions (Header for 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

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


Field Descriptions (Details)

	Field Name
	Field Type
	Data Type
	Description

	Loan Type
	Mandatory
	Numeric
	Select the Loan Type from the LOV

	Loan Desc
	Read Only
	Characters
	Loan Description, filled automatically after selecting the Loan Type

	Loan Amount
	Mandatory
	Numeric
	Enter the Loan Amount

	Sanction Date
	Mandatory
	Date
	Select the date of sanctioning of the loan

	Sanction No
	Mandatory
	Numeric
	Enter the loan sanction no

	Recovery Start (YYYYMM)
	Mandatory
	Numeric
	Enter the Year Month of starting the recovery of the loan

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

	No of Interest Install
	Mandatory in case of Loan and Optional in case of Advance
	Numeric
	Enter the no of Interest Installments

	Install Amount
	Mandatory
	Numeric
	Enter the Installment Amount

	First Install Amount
	Mandatory
	Numeric
	Enter the amount of first installment

	Interest Install Amount
	Read Only
	Numeric
	Filled automatically


6. LOAN AND ADVANCES ADJUSTMENT SCREEN
	Task Name: LOAN AND ADVANCES ADJUSTMENT


	Task Description: 
 The purpose of the screen is to modify opening balance, installment amount or remaining amount of an active loan or advance. 



	Prerequisites for performing the task:

The loan or advance should be active and user should be authenticated for accessing the screen.


	Users who can perform the task:

Users from EDP department who are dealing with Payroll.



	Task Procedure

	

	1. In the main menu select Other Payments( Loan and Advances     Adjustment Screen.

2. The Loan and advances adjustment screen appears in query mode.

3. To non-enterable field will be provided to enter year month, on basis of which outstanding as on 201303 is calculated. This field will be hard coded for 201304.

4. We suppose to provide a separate screen where we will provide an employee LOV and employees will be shown as per their present location. A LOV to search for any active loan and advance of the employee will be provided.

5. Then upon executing, the existing active loan or advance will be populated with details like total amount, balance amount, total/principle installments, paid installment and installment amount etc. Please note that, a field will be provided to show balance amount as on 31 March.

6. Only Active loan/Advance can be adjusted with this screen.
7. The user can modify the outstanding as on entered year month only. The balance amount to be recovered can be increased or decreased. If balance amount is increased then the loan opening balance will increase accordingly and vice versa. The balance amount cannot be less than amount recovered till date. Any odd installment amount or remaining will be adjusted in the last installment.

8. No modification can be performed if period is closed for the month of    March 2014  in Apps.

9. The loans to be recovered from 201304 or ahead will not be adjusted using this screen.

10. Adjustment in loans cannot be reduced then 1 Rs. As on today. due to consideration of interest calculation functionality.

11. Functionality to be developed to recover remaining Amount at last installment of loans and Advances at place of installment amount.



	


7. MONTHLY PAYROLL
7.1. Initialize Payroll Data
	Task Name: Initialise Payroll Data



	Task Description:
Retrieve leave related data from Leave Details & uses the same for the payroll process.
Initialize payroll should be the first task to be performed leading to the payroll run.



	Prerequisites for performing the task:

All the Leave related information should be updated before initialize payroll process.


	Users who can perform the task:

Users from EDP department who are dealing with Payroll.



	Task Procedure

	1. In the main menu select Monthly Payroll ( Initialize Payroll Data.

2. The Initialise Payroll Data screen appears in Query mode.

3. Click on the Initialise Payroll Data button. The Initialize Payroll Update process begins to run.

4. After completion message box “Initialize Payroll Data Done Successfully” is displayed.

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




	Checks on the Screen.

	· Retirement Check ;

· This check display employee(s) who are going to retire in the current month.
· Duplicate FPS Check:

· System will pop-up a message displaying the employee number(s) of active employee(s) whose FPS number is matching with some other employee’s FPS in the system.
· Null FPS Check:
· System will display active employee number(s) whose FPS number is empty or null , considering the following conditions  :

· Employee’s company joining date is greater than 16th Nov, 1995.
·  Employee’s EPS Flag is ‘N’ and FPS number is null.

·  Employee status should be ‘Permanent’, ‘Transferred’ or      ‘Suspended’.
· APPS Period Close Check:

·   A check is implemented on the screen, that will check that whether the last three months (whichever number given by FCI Helpdesk), (for which the user is processing salary), have been custom closed in APPS or not. If not, user will not be able to process salary of that month, he will have to first close those periods, and then only he can process salary. 

· For instance, if he is trying to process the salary for month of Oct15-16 (and the lookup ‘FCI PERIOD FOR PAYROLL PROCESS’ contains value 5), then he will get an error if the periods up to MAY15-16 are not closed in APPS. He will have to first close the period and then only he can process the salary in Payroll.

· This check of months on payroll initialize will be governed by a lookup ‘FCI PERIOD FOR PAYROLL PROCESS’ in APPS, and it will contain number of months till which the custom close period in APPS will be checked. For instance, if the lookup contains value 5 , and the salary has to be processed for month of OCT15-16 , then system will check that whether 5 months prior to OCT 15-16 (i.e MAY15-16) has been custom closed in APPS or not.This lookup can be updated by FCI HelpDesk only.



	Note

	1. Initialize payroll data should be the first process to be run in the Monthly payroll cycle.

2. Initialize payroll data can be ran any number of times.

3. Initialize payroll data cannot be run once monthly payroll has been run for the current month.
4. Checks are incorporated in a single display message.

5. Initialize button remain disabled until all checks are cleared.
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7.2. Create Pay Roll Transaction
	Task Name: Create Payroll Transaction



	Task Description:
The screen deals with the creation of different payroll related transactions related to leave, loans, and Savings. The objective is to store all transactions related to leave, attendance, loans, advances and salary savings so that  transactions can be undone in case of any error and hence minimize total payroll computation time in case of multiple runs.



	Prerequisites for performing the task:

None


	Users who can perform the task:

Users from EDP department who are dealing with Payroll.



	Task Procedure

	1. In the main menu select Monthly Payroll ( Create Payroll Transactions.

2. The Create Payroll Transaction screen appears in Query mode.

3. Click on the Create Transaction button. The Transaction creation process is initiated.
4. To close the screen click on the Exit button.
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Types of Transactions

	Name
	Description

	Leave/Attendance
	It creates transactions related to leave

	Loans
	It creates transactions related to loans.



	Advances

	It creates transactions related to advances.



	Salary Savings

	It creates transactions related to salary savings.



	PF Advances

	It creates transactions related to PF Advances.




7.3. Compute Income Tax
	Task Name: Compute Income Tax


	Task Description:
The screen computes Income Tax for employees based on projected/actual savings made by the employee. It will compute monthly IT deduction of the employees based on the actual earnings of employees till date and the projected earnings for the remaining period in the financial year. Income Tax computation is mandatory from March-2011 onwards for Employee Payroll whereas for labour payroll, it is optional.  For the months of January and February, only the actual savings are considered. System will also take care of Rebate for Infrastructure Bonds under Section 80CCF.


	Prerequisites for performing the task:

None

	Users who can perform the task:

Users from EDP department who are dealing with Payroll.



	Task Procedure

	1. In the main menu select Monthly Payroll ( Compute Income Tax
2. The Compute Income Tax screen appears in Query mode.
3. Select the Consider Maximum Rebate check box, to consider the maximum rebate under Section 80C for all the employees.
4. Click on the Compute Income Tax button, to initiate the Income Tax computation process.
5. After successful completion, the message “Income Tax computation Successful” is displayed.

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




Following functionality is recently included

· Taxable Medical Reimbursements are considered for Income Tax calculation after the applicable rebate

· Transport allowance rebate  in proportion to the months in-service in the current financial years for retirement cases

· Children Education Allowance to be considered for income tax after applicable exemption.

For IDA  I and II Category the applicable exemption is to be dentered  for the employee thru External savings screen under Pay Code 587 (Children Education Allowance Rebate)

.

For other employees the rebate will be provided for the reimbursement done thru Over and Above payments made thru pay Code  116 ( Children Education Allowance )

7.4. Monthly Payroll

	Task Name: Compute Monthly Payroll Process


	Task Description:
The process computes the monthly payroll for the employees of the organization working on a particular location for the current month. Monthly payroll computation takes care of all kind of transactions, which are taking place through salary. It takes into account all leave information, which results in payment or deduction in employee monthly salary. Similarly the claims and settlement of advances through salary are being taken care of. Loan can be recovered through salary and the monthly installment amount is deducted periodically from the employee. Savings can also be done through salary. All earnings and deductions of an employee - both permanent and current month specific - should also be reflected in the pay slip. More over based on the income of the employee, yearly income tax is projected and monthly deductible amount is calculated. So, when the monthly payroll for the location is calculated, the payroll computation procedure ensures that all the above mentioned important activities are performed and are subsequently reflected in the monthly pay slip of the employee.



	Prerequisites for performing the task:

Initialize Payroll process and Create Payroll Transactions should be completed before running the Monthly Payroll process. Besides, any DA, Basic arrears or income tax processing need to be processed before the monthly payroll process.


	Users who can perform the task:

Users from EDP department who are dealing with Payroll.



	Task Procedure

	1. In the main menu select Monthly Payroll ( Monthly Payroll
2. The Compute Monthly Payroll Process screen appears in Query mode.

3. Click on the Compute Monthly Payroll button. After successful saving, the message “Monthly payroll ran successfully for the current month” is displayed.

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



	Note

	1. Compute Monthly Payroll cannot be run unless and until all transactions have been created for the employee.




Note: With Reference to CR 290: We have created a process for deducting a fixed amount from an employee’s salary towards PM Relief Fund (pay code - 398). This has been done while computing monthly payroll of July 2013 only.
According to CR 287: Salary of the casual labours will be prepared for those pay codes defined in Classification Vs Pay Code Screen. 
7.5. Generate Arrear Transactions for Basic
	Task Name: Generate Arrear Transaction for Basic



	Task Description:
The screen maintains and computes Basic Arrear Transaction for the employees. It computes the arrear of the employees due to change in basic (due to promotion) of an employee. It calculates the arrear amount, payable to an employee, for the given time period. Basic and any other component depending on basic are taken into account while calculating the arrear amount. Option is provided for undoing basic arrear calculation if there is some error.


	Prerequisites for performing the task:

None


	Users who can perform the task:

Users from HR/EDP departments who are dealing with Payroll.



	Task Procedure

	1. In the main menu select Monthly Payroll ( Generate Basic Arrear.
2. The Generate Arrear Transaction for Basic screen appears in Query mode.

3. Click on the Execute icon to view all the records.  To execute specific records, select the Payroll Year Month from the LOV and then click on the Execute icon.
4. To view existing records/add new record/delete existing record click on the Get Detail button.

5. For inserting a new row into the grid click on the Add Row button. A new blank row is inserted at the end of the grid as shown below.
6. But before inserting a new row please check from the query mode that data corresponding to the same financial year is already entered or not if in case already entered please insert a new row in query mode itself otherwise go for the process mentioned in point 5.
7. For deleting a row of the grid, select the row and click on the Delete Row button. The selected row is deleted.

8. To insert a new set of record, click on the Insert toolbar icon. Enter the Year Month for processing.

9. The Add Row button gets enabled. Click on the Add Row button and Insert new record.

10. To save the data click on the Save button. After successful saving, message “Data Saved Successfully” is displayed.

11. Data should be saved before clicking on the Generate Basic Arrear button to generate the arrear.

12. GO button can be used to switch between records

13. To undo the arrear, select the Payroll Year Month and click on the   Undo Basic Arrear.

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




	Note

	1. Generate Basic Arrear has to be run before monthly payroll for the current month is done.

2. Generate Basic Arrear cannot be undone once monthly payroll for the current month has been completed.
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Field Descriptions (Header)

	Field Name
	Field Type
	Data Type
	Description

	Payroll Year Month
	Mandatory
	Numeric
	It is the Year Month of payroll for arrear calculation.

In the Query mode the user has to click on the LOV and select the Payroll Year month from the look-up screen.

In the Insert mode the user has to enter the value of Payroll Year Month.


Field Descriptions (Details)

	Field Name
	Field Type
	Data Type
	Description

	Employee No
	Mandatory
	Numeric
	The user has to click on the LOV and select the Employee Number from the look-up screen.

	Employee Name
	Read Only
	Characters
	It is the name of the employee. Filled automatically after selecting the Employee No

	From Date
	Mandatory
	Date
	It is the date from which arrear will be given. The user has to select the “From Date” from the calendar.

	Up to Month (YYYYMM)
	Mandatory
	Date
	It is the month up to which arrear will be given. The user has to enter this value.


7.6. Generate DA Arrear
	Task Name: Generate DA Arrear



	Task Description:
The screen computes DA Arrear for employees based on the changed value of DA rate of IDA/CDA pattern. Data is entered and saved for calculation of DA arrear amount. Then DA arrear is computed for all the employees of the location. If required, due to any reason, DA arrear calculation can be reversed and re-generated.



	Prerequisites for performing the task:

None


	Users who can perform the task:

Users from EDP department who are dealing with Payroll.



	Task Procedure

	1. In the main menu select Monthly Payroll ( Generate DA Arrear.

2. The Generate DA Arrear screen appears in Query mode.

3. To execute all the records, click on the Execute icon.

4. To execute records, specific to a Payroll Year Month, select the Payroll Year Month from the LOV and then click on the Execute icon.
5. To insert a new set of record click on the Insert toolbar icon. Select the Payroll Year Month. Enter Start Year Month, DA Type, Up to Year Month.

6. To save the data click on the Save button. After successful saving, message “Data Saved Successfully” is displayed.

7. Data should be saved before clicking on the Generate DA Arrear button to generate the arrear.
8. Click on the Undo DA Arrear button to undo the arrear in case of any error.

9. GO button can be used to switch between records.

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



	Note

	1. Generate DA arrear has to be run before monthly payroll for the current              month is done.

2. Generate DA arrear cannot be undone once monthly payroll for the current month is done.
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Field Descriptions

	Field Name
	Field Type
	Data Type
	Description

	Payroll Year Month
	Mandatory
	Numeric
	In the Query mode the user has to click on the LOV and select the Payroll Year month from the look-up screen.

In the Insert mode the user has to enter the value of Payroll Year Month.

It is the Current Year Month.

	Start Year Month
	Mandatory
	Numeric
	It is the year from which arrear will be given. The user has to enter this value.

	DA Type
	Mandatory
	Drop Down List
	The user has to click on the LOV and select the type of DA. The options available are IDA/CDA.

	Up to Year Month
	Mandatory
	Numeric
	It is the year month up to which DA arrear would be given. The user has to enter this value.


7.7. Undo Payroll Transactions
	Task Name: Undo Payroll Transactions



	Task Description:
The screen is used to undo the monthly payroll and leave, loan, advance or salary savings transactions. After this process is executed, payroll transactions have to be created again and monthly payroll needs to be re-done. Once the payroll computation is over, before generating the pay slips the user can view the pay image. If any discrepancy is found or any change is required, the payroll process can be undone, rectification/Updation done and payroll computed once again.



	Prerequisites for performing the task:

Create Payroll Transactions and Monthly Payroll done for all employees.


	Users who can perform the task:

Users from EDP department who are dealing with Payroll.



	Task Procedure

	1. In the main menu select Monthly Payroll ( Undo Payroll Transactions.

2. The Undo Payroll Transaction screen appears in Query mode.

3. Click on the Undo Transaction button. After successful execution the message, “Payroll Transaction Undone Successfully” is displayed.
4. To close the screen click on the Exit button.
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Field Description
	Name
	Description

	Leave/Attendance
	It undoes Leave/Attendance related transactions.

	Loan

	It undoes Loan related transactions.

	Advance
	It undoes Advance related transactions.

	Salary Savings
	It undoes Salary Savings related transactions

	PF Advance Recovery
	It undoes all PF Advance related transactions.

	Monthly Payroll

	It is used to undo the main monthly payroll process executed at the time of running the process 'compute monthly payroll’.


7.8. Enquire Pay Image
	Task Name: Enquire Pay Image



	Task Description:

When the payroll computation is over, all the salary transaction details come to the Enquire Pay Image screen. The screen also displays the gross earning, gross deduction and net earnings of the employee. Previous month’s financial details can also be viewed using this screen. The user can only view the screen. No updating, insertion or deletion is allowed through the screen.
                                User can fetch pay image of 12 months in a go for a particular employee. The ‘employee no’, ‘from year month’ and ‘to year month’ are mandatory fields. If user wants to see pay image of a single month then the ‘from year month’ and ‘to year month’ would be same.

	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 Monthly Payroll ( Pay Image Details.

2. The Enquire Pay Image screen appears in Query mode.

3. To view records select an Employee No from the LOV. Also user can enter the employee no and execute the query. 
4. User must select the from year month and to year month. To Year Month
would always show the current year month but it is editable. Also user cannot exceed the range beyond 12 months.

5. To view detail portion click on the Get Detail button.

6. GO button can be used to switch between different records.

7. To close the screen click on the Exit button.
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Field Descriptions (Header)

	Field Name
	Field Type
	Data Type
	Description

	Employee No
	Mandatory
	Numeric
	Select employee Number from the LOV or user can directly enter it.

	Cadre
	Read Only
	Characters
	Filled automatically after execution

	Category
	Read Only
	Numeric
	Filled automatically after execution

	Designation
	Read Only
	Characters
	Filled automatically after execution

	From Year Month
	Mandatory
	Numeric
	User can directly enter it.

	To Year Month
	Mandatory
	Numeric
	User can directly enter it.


Field Descriptions (Details)
	Field Name
	Field Type
	Data Type
	Description

	Pay Code
	Read Only
	Numeric
	Pay Code.

	Description
	Read Only
	Characters
	Description of the Pay Code

	Srl No
	Read Only
	Numeric
	Serial Number.

	Pay Mode
	Read Only
	Numeric
	Pay Mode.

1. Current Payment.

2. Current Recovery.

4. Arrear Payment.

5. Arrear Recovery.

	Amount
	Read Only
	Numeric
	Transaction Amount.

	Gross Earning
	Read Only
	Numeric
	Gross Earning amount.

	Gross Deduction
	Read Only
	Numeric
	Gross Deduction amount.

	Net earning
	Read Only
	Numeric
	Net Earning Amount.


8. MONTH END
8.1. Perform Month End Update
	Task Name: Perform Month End Update


	Task Description:
This screen is used to do the month end update process. This process is done at the end of the month when payroll computation is successfully over. The process terminates the current month’s payroll related activities and keeps the system ready for the next month's activities. After this process is initiated, payroll for the current month is blocked and any Updation pertaining to current month’s payroll data is blocked. If loan recovery has started, then loan balance, installments paid and balance installment values are updated. CPF Balances are also updated. Employee wise year to month figures are updated. Payroll flags are updated. System is made ready for next month’s payroll activities.



	Prerequisites for performing the task:

Monthly Payroll process needs to be completed.


	Users who can perform the task:

Users from EDP department who are dealing with Payroll.



	Task Procedure

	1. In the main screen, select Month End ( Perform Month End Update
2. The Perform month End Update screen appears in Query mode.

3. Click on the Perform Month End button to start the month end update process.

4. After successful execution, the success message is displayed.

5. To close the screen click on the Exit button.
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8.2. Post Salary Invoices to AP

	Task Name: Post Salary Invoices to AP


	Task Description:
This process posts the salary invoices of the location to the Accounts Payable of that location.



	Prerequisites for performing the task:

Month End Updates should be performed first.


	Users who can perform the task:

Users from EDP department who are dealing with Payroll.



	Task Procedure

	1. In the main screen, select Month End ( Post Salary Invoices to AP.
2. The Post Salary Invoices to AP screen appears in Query mode.

3. Click on the Post Salary button to start the execution of the process.
4. After successful execution, the success message is displayed.

5. To close the screen click on the Exit button.
Important Note: The Invoice Number follows the nomenclature (YYYYMMNNNNNN) where YYYYMM is the Payroll Year-Month, NNNNNN is running serial number. User can search the invoice thru AP Invoices Enquiry screen in Oracle Apps for a particular month giving the supplier name/supplier number and Year-Month in YYYYMM format. The invoice date is the system date on which the invoice is sent from the payroll system.


	Note: The scheme code for employees who are present on depot will be considered as of depot.


8.3. Post Remittances to AP
	Task Name: Post Remittances to AP


	Task Description:
This process posts the consolidated Remittances of the location to the Accounts Payable module of that location.



	Prerequisites for performing the task:

Month End Updates should be performed and salary Invoices must be posted.


	Users who can perform the task:

Users from EDP department who are dealing with Payroll.



	Task Procedure

	1. In the main screen, select Month End ( Post Remittances to AP.
2. The Post Remittances to AP screen appears in Query mode.

3. Click on the Post Remittances to AP button to start the execution of the process.

4. After successful execution, the success message is displayed.

5. To close the screen click on the Exit button.
Important Note: The Invoice Number follows the nomenclature (YYYYMMNNNNNN) where YYYYMM is the Payroll Year-Month, NNNNNN is running serial number. User can search the invoice thru AP Invoices Enquiry screen in Oracle Apps for a particular month giving the supplier name/supplier number and Year-Month in YYYYMM format. The invoice date is the system date on which the invoice is sent from the payroll system.
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Remittances for Employees on Deputations\

HRA Remittances for employees on deputation are being generated in the system. The functionality is now taken care in the system. Unit will have to  declare the agency and agency site to which it want to remit this Expense in Pay Code Vs Agency Code Screen corresponding to  pay code 912.

(Refer Supplementary user Guide Section 4.10)

Note:-

1. The Remittance amount of a pay code for the entire site will be remit to the agency for which a mapping of that pay code exist against that agency code in Pay Code Vs Agency Code screen.
2. If an employee specifically mapped in screen Pay Code Vs Agency Code then the remittance of the pay code for that employee will remit to the corresponding mapped agency. In case employee is transferred the mapping done by the transfer site for that employee would not come into effect.  If applicable joining site will have to create a new mapping specifically for that employee in same screen.
3. If the mapping is done in Maintain Internal Savings then the remittance will go to the society which is mapped against a pay code for that employee. In case transfer mapping will keep exist
and remittance will keep going to the same society until or unless site does not remove that mapping from the screen.
4. Remittance of a sites would be help up in case if  the salary/incentives of suspended/separated employees/Labors did not get released.

5. Before remittance process all the pending invoices of retired/suspended employee should get release.

7.4 Post Year End Remittances to AP
	Task Name: Post Year End Remittances to AP


	Task Description:
This process posts the consolidated Remittances of the location to the Accounts Payable module of that location.



	Prerequisites for performing the task:

Month End Updates should be performed and salary Invoices must be posted.


	Users who can perform the task:

Users from EDP department who are dealing with Payroll.



	Task Procedure

	1. In the main screen, select Month End ( Post Year End Remittances to AP.
2. The Post Year End Remittances to AP screen appears in Query mode.

3. Click on the Post Year End Remittances to AP button to start the execution of the process.

4. After successful execution, the success message is displayed.

5. To close the screen click on the Exit button.
Important Note: The Invoice Number follows the nomenclature (YYYYMMNNNNNN) where YYYYMM is the Payroll Year-Month, NNNNNN is running serial number. User can search the invoice thru AP Invoices Enquiry screen in Oracle Apps for a particular month giving the supplier name/supplier number and Year-Month in YYYYMM format. The invoice date is the system date on which the invoice is sent from the payroll system.
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9. OTHER PAYMENTS
LTC Encashment
	Task Name: LTC Encashment



	Task Description:

The screen allows the user to view/create Leave Travel Concession details. Income Tax is auto computated for the month of March.

	Prerequisites for performing the task:

Salary of the month for which leave encashment is availed, should be processed first.


	Users who can perform the task:

Users from HR/EDP/Finance departments.



	Task Procedure

	1. In the main menu select  Other payments ( LTC Encashment
2. The LTC Encashment screen appears in Query mode.

3. To get details of all the employees who have availed LTC encashment, click on the Execute icon. To view records of a particular Employee, select the Employee No from the LOV and then click on the Execute icon.
4. To make a new encashment, click on the Insert icon. Fill the relevant details and save the data. LTC encashment cannot be availed more than once in a block year. Income Tax deductions will be disabled for the month of February till 31st March. Income Tax due thereafter will be deducted automatically.
5. To save a record click on the Save button. After saving “Data saved successfully” is displayed.
6. To send the invoice click on the Send Invoice button.
7. GO button can be used to switch between different records.

8. To close the screen click on the Exit button.
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Field Descriptions (Employee Header)

	Field Name
	Field Type
	Data Type
	Description

	Employee No
	Mandatory
	Numeric
	Select employee Number from the LOV.

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

	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
	Numeric
	Filled automatically after selecting the Employee No

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

	Date of Joining(Present Date)
	Read Only
	Date
	Filled automatically after selecting the Employee No

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

	Current Basic (Rs.)
	Read Only
	Numeric
	Filled automatically after selecting the Employee No


Field Descriptions (Encashment Details)

	Field Name
	Field Type
	Data Type
	Description

	Application Date
	Mandatory
	Date
	Select the Date

	Sanction Date
	Mandatory
	Date
	Select the Date

	Block Year
	Mandatory
	Numeric
	Filled automatically after selecting the Application Date

	LTC Type
	Mandatory
	Drop Down List
	Select from the Drop Down List

	Encashment Amount
	Mandatory
	Numeric
	Enter the encashment amount

	Remarks
	Optional
	Characters
	Enter the remarks

	IT Deductions
	Optional
	Numeric
	Enter the income tax amount to be deducted. This is filled automatically for the period between February payroll and 31st March.

	Net Amount Payable
	Mandatory
	Numeric
	Calculated automatically


NOTE Please press tab on the keyboard after entering the no of leaves so that Leave Encashment Amount will get automatically updated.
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A cancel button has been provided in LTC Encashment screen. In case FCI End User sends invoice of wrong amount or wrong employee then they will be able to cancel/delete the invoice from Payroll after cancellation of the invoice from Apps. 

The user will be able to cancel/delete an invoice from payroll only if the invoice is posted from that site and remittance of that payroll month is not done and the invoice is cancelled from Apps.

In case of transfer , the user will not be able to cancel the invoices posted at previous site (i.e the site from which they are transferred).

The user will not be able to cancel /delete an invoice after remittance has been done.

The user will not be able to cancel /delete an invoice if the invoice is not cancelled from Apps.

The user can cancel the invoice before posting of salary is done of the current payroll month.

9.1. Arrear Payments

	Task Name: Arrear Payments for Over and Above Salary Components.


	Task Description:
This screen allows user to view and make arrear payments. Income Tax is auto computed for the month of March.

	Prerequisites for performing the task:

None


	Users who can perform the task:

Users from EDP department who are dealing with Payroll.



	Task Procedure

	1. In the main menu select Other Payments ( Arrear Payments
2. The Arrear Payments screen appears in Query mode.

3. To view details of all the employees who have availed or eligible for arrear payments, 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 make the payment, click on the Send Invoice button. Invoice is send to the Accounts Payable module of the Oracle Apps. Invoice Id field is filled automatically.

5. GO button can be used to switch between records.

6. To close the screen click on the Exit button.
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Field Descriptions (Details)

	Field Name
	Field Type
	Data Type
	Description

	Employee No
	Mandatory
	Numeric
	Select the employee no from the LOV

	Pay Code
	Mandatory
	Characters
	Select from the Drop Down List

	Arrear Amount
	Read Only
	Numeric
	Filled automatically after execution.

	Invoice Id
	Read Only
	Characters
	Filled automatically

	IT Deductions
	Read Only
	
	Filled automatically

	CPF Deduction
	Read Only
	Numeric
	Filled automatically after execution.


9.2. Leave Encashment
	Task Name: Leave Encashment



	Task Description:

The screen allows the user to view/create Leave encashment details. Income Tax is auto computed for the month of March.

	Prerequisites for performing the task:

Salary for the month of the application date should be processed before calculating the leave encashment amount.


	Users who can perform the task:

Users from HR/EDP/Finance departments.



	Task Procedure

	1. In the main menu select Other payments ( Leave Encashment
2. The Leave Encashment screen appears in Query mode.

3. To get details of all the employees who have availed leave encashment, click on the Execute icon. To view specific Employee details, select the Employee from the LOV and click on the Execute icon.
4. To make a new payment, click on the Insert icon. Select the Employee No from the LOV. Fill the relevant details and save the data. Leave encashment can be availed only once in the entire calendar year for a particular employee and  will depend on the application date entered by the user. Income Tax deduction field will be disabled after the salary processing for the month of February till 31st March. Income tax any due thereafter will be deducted automatically.
5. To save a record click on the Save button. After saving “Data saved successfully” is displayed.
6. After saving, click on the Send Invoice button and an invoice is send to the Accounts Payable module of the Oracle Apps.
7. GO button can be used to switch between different records.

8. To close the screen click on the Exit button.
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Field Descriptions (Employee Header)

	Field Name
	Field Type
	Data Type
	Description

	Employee No
	Mandatory
	Numeric
	Select from the LOV

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

	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 Joining
	Read Only
	Characters
	Filled automatically after selecting the Employee No

	Date of Joining (Present Date)
	Read Only
	Date
	Filled automatically after selecting the Employee No

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

	Current Basic (Rs)
	Read Only
	Characters
	Filled automatically after selecting the Employee No


Field Descriptions (Encashment Details)

	Field Name
	Field Type
	Data Type
	Description

	Application Date
	Mandatory
	Date
	Select the Application Date

	Sanctioned ELs
	Mandatory
	Numeric
	Enter the number of Sanctioned Earned leaves

	Sanction Date
	Mandatory
	Date
	Select the Sanction Date

	Encashment Amount
	Mandatory
	Numeric
	Calculated automatically


Field Descriptions (Deductions)

	Field Name
	Field Type
	Data Type
	Description

	CPF Employee Contribution
	Mandatory
	Numeric
	Calculated automatically

	IT Deductions
	Optional
	Numeric
	Enter the income tax amount to be deducted. This is filled automatically for the period between February payroll and 31st March.

	Remarks
	Optional
	Characters
	Enter the Remarks

	Net Amount Payable
	Mandatory
	Numeric
	Calculated automatically


Note: The leave enchashment for the person who is on deployment will be calculated on the basic which is before the deployment.
Note: The cancel invoice button has been provided to cancel the invoice which was paid on apps.
9.3. OTA Payment

	Task Name: OTA Payment



	Task Description:

The screen allows user to enter / view details of Over Time Allowance payments for the employees of the organization. Income Tax can also be deducted from OTA if User wishes and is auto computed for the month of March.
There is ceiling of 1/3 of Gross Earnings (i.e. DA, DP, NPA, HRA, CCA, Spl Pay cash, Spl Pay Stagnation Increment, Spl Pay for Sports, Personal pay for higher education, Personal pay for small family allowance, Personal pay as Advance Increment, Personal Pay for Hindi and SCA ) on OTA payment and a ceiling of 90 hrs for DRIVER designation. This ceiling can be overridden by selecting appropriate option from screen.


	Prerequisites for performing the task:

Any user who has the knowledge and permission of the payroll section can use the screen. Salary of the month for which the OTA is being claimed should be processed first.


	Users who can perform the task:

Authorized usage. Only those can use who have access and permission to the screen.



	Task Procedure

	1. From the main menu select Other Payments  ( OTA Payment.
2. The OTA Payment screen appears in Query mode.
3. To view details of all the employees who have availed OTA payment, click on the Execute icon. To view specific employee detail, select the employee no. from the LOV and then click on the Execute icon.
4. To view the Payment details, click on the Get Detail button.
5. To make a new OTA Payment, click on the Insert icon. Select the Employee No from the LOV and fill the relevant details. Fill the Payment Details by clicking on the Get Detail button.
6. To add a row in Payment Details, click on the Add Row button and fill the OTA Hours and OTA Rate, the Emoluments are calculated automatically.
7. To delete a row, select the row and click on the Delete Row button.
8. To save the data click on the Save button. After successful saving,         message “Data Saved Successfully” is displayed.
9. If Deduction data have to be added then click on Deduction Details Header, click on Get Detail button then click on the Add Row button, select Pay Code from LOV, fill the amount and save the data by clicking Save button. After successful saving,         message “Data Saved Successfully” is displayed.

10. To delete a row, select the row and click on the Delete Row button.
11. To send the Invoice, click on the Send Invoice button. Invoice is send to the Accounts Payable module of the Oracle Apps and the Invoice ID field id filled. No Updation is allowed after the Invoice is sent.
12. GO button can be used to switch between pages.
13. To close the screen click on the Exit button.
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Field Descriptions (Employee Header)

	Field Name
	Field Type
	Data Type
	Description

	Employee No
	Mandatory
	Numeric
	Select the employee no from the LOV

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

	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

	Date of Joining (Present Place)
	Read Only
	Characters
	Filled automatically after selecting the Employee No

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

	Current Basic (Rs)
	Read Only
	Numeric
	Filled automatically after selecting the Employee No


Field Descriptions (Overtime Header)

	Field Name
	Field Type
	Data Type
	Description

	Year Month
	Mandatory
	Numeric
	Enter the Year Month

	IT Deductions
	Optional
	Numeric
	Enter the IT Deductions

	Net Amount
	Optional
	Numeric
	Calculated automatically

	Remarks
	Optional
	Characters
	Enter the Remarks

	Invoice ID
	Read Only
	Characters
	Invoice ID is filled automatically

	Ceiling Applicable?
	Drop Down List
	Characters
	Select between Yes/No


Field Descriptions (Payment Details)

	Field Name
	Field Type
	Data Type
	Description

	OTA Hrs
	Mandatory
	Numeric
	Enter the OTA Hours

	OTA Rate
	Mandatory
	Numeric
	Enter the OTA Rate

	Emoluments
	Read Only
	Numeric
	Calculated automatically after entering the OTA hours and OTA Rates

	Gross Amount
	Read Only
	Numeric
	Calculated automatically


Field Descriptions (Deduction Details)

	Field Name
	Field Type
	Data Type
	Description

	Pay Code
	Mandatory
	Numeric
	Select pay Code from LOV

	Description
	Read Only
	Characters
	Pay Code description will come automatically after selecting Pay Code

	Amount
	Mandatory
	Numeric
	Enter amount

	Other Deduction
	Read Only
	Numeric
	Calculated automatically


NOTE Please  prees tab on the keyboard after entering the no of leaves so that Leave Encashment Amount will get automatically updated.

9.4. Over & Above Payment

	Task Name: Over & Above Payment



	Task Description:

The screen allows user to enter / view details of Over & Above payments for the employees of the organization. Income Tax is auto computated for the month of March.
Following types of payments can be done through this:

1. HOUSE MESSANGER PAYMENT
2. OVERTIME ALLOWANCE
3. CHILDREN EDUCATION ALLOW
4. REIM. OF CONVEYANCE
5. NIGHT SHIFT ALLOWANCE
6. PLI PAYMENT
7. COMPUTER ALLOWANCE
8. CASH INCENTIVE
9. OUT OF POCKET ALLOWANCE
10. Hindi Incentive Payment



	Prerequisites for performing the task:

Any user who has the knowledge and permission of the payroll section can use the screen.



	Users who can perform the task:

Authorized usage. Only those can use who have access and permission to the screen.



	Task Procedure

	1. From the main menu select Other Payments  ( Over & Above Payment.
2. The Over & above Payment screen appears in Query mode.
3. To view details of all the employees who have availed Over & Above payment, click on the Execute icon. To view specific employee detail, select the employee no. from the LOV and then click on the Execute icon.
4. To make a new Payment, click on the Insert icon. Select the Employee No from the LOV and fill the relevant details and save the data.
5. To save the data click on the Save button. After successful saving,         message “Data Saved Successfully” is displayed.
6. To send the Invoice, click on the Send Invoice button. Invoice is send to the Accounts Payable module of the Oracle Apps and the Invoice ID field id filled.
7. GO button can be used to switch between pages.
8. To close the screen click on the Exit button.
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Field Descriptions (Employee Header)

	Field Name
	Field Type
	Data Type
	Description

	Employee No
	Mandatory
	Numeric
	Select the employee no from the LOV

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

	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

	Date of Joining (Present Place)
	Read Only
	Characters
	Filled automatically after selecting the Employee No

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

	Current Basic (Rs)
	Read Only
	Numeric
	Filled automatically after selecting the Employee No


Field Descriptions ( Over & Above Details)

	Field Name
	Field Type
	Data Type
	Description

	Pay Code
	Mandatory
	Numeric
	Select the Pay code.

	Agency Code
	Optional
	Numeric
	Select the Agency code.

	Agency Site Code
	Optional
	Numeric
	Select the Agency Site code.

	Application Date
	Mandatory
	Characters
	Select the Date

	Invoice ID
	Read Only
	Characters
	Invoice ID is filled automatically


Field Descriptions (Deductions)

	Field Name
	Field Type
	Data Type
	Description

	IT Deductions
	Optional
	Numeric
	Enter the amount

	Net Amount Payable
	Read Only
	Numeric
	Filled automatically


9.5. PLI Payment

	Task Name: PLI Payment



	Task Description:

The screen allows user to enter / view PLI Advance payment details or PLI Final payment details for the employees of the organization.


	Prerequisites for performing the task:

Any user who has the knowledge and permission of the payroll section can use the screen.



	Users who can perform the task:

Authorized usage. Only those can use who have access and permission to the screen.



	Task Procedure

	1. From the main menu select Other Payments  ( PLI Payment.
2. The PLI Payment screen appears in Query mode.
3. To view details of all the employees who have got either PLI Advance Payment or PLI Final Payment, select PLI Type from drop down list, enter Financial Year (YYYYYY) (Optional), and click on the Execute icon. Then click on Get Detail button to view the details of all the employees of entered Financial Year. To view specific employee PLI Payment details, select PLI Type from drop down list, enter Financial Year (YYYYYY) (Optional), select the employee no. from the LOV and then click on the Execute icon. Then click on Get Detail button to view the details of selected employee of entered Financial Year. Details include Employee No., Name, Designation, Previous PLI paid amount, PLI amount, Income tax, Leave Adjustment, and Net payable amount.
4. To make a new Payment in case of ALL, click on the Insert icon. Select PLI Type, enter Financial Year (YYYYYY), and fill the relevant details, if any particular employee has to be excluded then click Add Row button, Select the Employee No from the LOV in Employees to be excluded Tab, To remove any added employee from exclusion, select the check box present against the desired employee row, click Delete Row button and Then save the data. To make a new Payment in case of single employee, click on the Insert icon. Select PLI Type, enter Financial Year (YYYYYY), Select the Employee No from the LOV and fill the relevant details, and then save the data.
5. To save the data click on the Save button. After successful saving,         message “Data Saved Successfully” is displayed.
6. GO button can be used to switch between pages.
7. To close the screen click on the Exit button.
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Field Descriptions (PLI Payment Header-For ALL Employees)

	Field Name
	Field Type
	Data Type
	Description

	Financial Year
	Mandatory(in Insert mode)/Optional(in Query mode)
	Numeric
	Enter Financial Year (YYYYYY) for which PLI Payment has to be made or to view its details

	PLI Type
	Mandatory
	Drop Down List
	Select PLI Type (PLI Advance Payment or PLI Final Payment) from drop down list

	PLI Percentage
	Mandatory
	Numeric
	For new entry
Enter PLI Percentage if PLI Type “PLI Final Payment” has been selected. For “PLI Advance Payment”, it will be disabled.
In Query mode

Filled automatically after selecting the PLI Type as “PLI Final Payment” for particular Financial Year (YYYYYY).

	PLI Advance Amount
	Mandatory
	Numeric
	For new entry

Enter PLI Advance Amount if PLI Type “PLI Advance Payment” has been selected. For “PLI Final Payment”, it will be disabled.

In Query mode

Filled automatically after selecting the PLI Type as “PLI Advance Payment” for particular Financial Year (YYYYYY).For “PLI Final Payment”, it will be disabled.
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Field Descriptions (PLI Payment Header-For single Employee)

	Field Name
	Field Type
	Data Type
	Description

	Financial Year
	Mandatory(in Insert mode)/Optional(in Query mode)
	Numeric
	Enter Financial Year (YYYYYY) for which PLI Payment has to be made or to view its details

	PLI Type
	Mandatory
	Drop Down List
	Select PLI Type (PLI Advance Payment or PLI Final Payment) from drop down list

	PLI Percentage
	Mandatory
	Numeric
	For new entry

Enter PLI Percentage if PLI Type “PLI Final Payment” has been selected. For “PLI Advance Payment”, it will be disabled.

In Query mode

Filled automatically after selecting the PLI Type as “PLI Final Payment” for particular Financial Year (YYYYYY).

	PLI Advance Amount
	Mandatory
	Numeric
	For new entry

Enter PLI Advance Amount if PLI Type “PLI Advance Payment” has been selected. For “PLI Final Payment”, it will be disabled.

In Query mode

Filled automatically after selecting the PLI Type as “PLI Advance Payment” for particular Financial Year (YYYYYY).For “PLI Final Payment”, it will be disabled.

	Employee
	Mandatory
	Numeric
	Select Employee Number from LOV.


 Note:- In employee wise PLI actual payment the user entered amount will be considered.

             Moreover the advance given will be deducted from that amount w.r.t financial year.
            i.e  PLI payment account will be debited with Rs. Y amount and PLI advance account     will be credited with Rs.X amount and Employee Liability account will be credited with Rs.(Y-X) amount.

L
PLI CANCEL SCREEN
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Note: The PLI CANCEL SCREEN is provided to cancel the invoice which is been paid in apps.


Supplementary Payment

	Task Name: Supplementary Payment



	Task Description:

The screen allows paying arrear for the employees of the organization.


	Prerequisites for performing the task:

Any user who has the knowledge and permission of the payroll section can use the screen.



	Users who can perform the task:

Authorized usage. Only those can use who have access and permission to the screen.



	Task Procedure

	13. From the main menu select Other Payments  ( Supplementary Payment.
14. The Supplementary Payment screen appears in Query mode.
15. To view details of all the employees who have received arrear Payment, select an Employee from the Employee LOV (Keep in mind that only those employees whose arrear has been paid can be searched in Query Mode). Then click on the Execute icon. Then click on Get Detail button to view the details. By default selected employees first transaction can be viewed. If the selected employee has been paid through multiple transactions then no. of transactions can be viewed at top right corner of the screen. Click on Header Next button and then click on the Get Detail button to view this employee’s second transaction and so on. Details include Pay Code, Pay Code Description, Pay Year, Pay Mode and amount to be paid.
16. To make a new Payment, click on the Insert icon. Select an Employee from the Employee LOV then click Add Row button. Now fill in the details in the newly added row. Select the pay code from the Pay Code Lov. Pay code description will auto populate. Then fill in the pay year month (keep in mind that this year month cannot exceed the current year month). Then select the pay mode from the pay mode combo box. The combo contains four entries (1, 4 – arrear payment & 2, 5 – arrear deduction). Now enter the amount. Depending on the pay mode the CPF will be calculated. If income tax is supposed to be paid then fill in the tax amount at the bottom right corner of the screen in the text box provided for income tax.
17. After filling up the relevant data click on the Save button. After successful saving, message “Data Saved Successfully” will be displayed. Now at the bottom of the screen you can find calculated CPF if applicable and NET AMOUNT. Now if another payment is needed to be done for the same employee & for the same transaction then go to execute mode. Then select the proper transaction and repeat the above operation again. If another payment is needed to be done for the same employee but in a completely different transaction then user can go into the insert mode by clicking on the Insert button and repeat the above operation.
18. Now invoice of the employee can be sent by clicking on the send invoice button present at the bottom of the screen. When the user will click on the button the message ‘do you want to send invoice’, will pop up. Invoice will be sent depending on the user’s confirmation of the message. Once the invoice is sent successfully the message ‘Invoice is sent successfully’, will populate. The relevant invoice no will populate in the invoice no box present at the employee footer. Now the user cannot perform any modification on this employee for this transaction.
19. GO button can be used to switch between pages.
20. To close the screen click on the Exit button.
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Field Descriptions (Supplementary Payment Header-Employee Header)
	Field Name
	Field Type
	Data Type
	Description

	Employee
	Mandatory
(Insert mode/ Execute mode)
	Numeric
	Click on the LOV. Select one employee from the populated list.

	Name
	Read Only
	Characters
	Filled automatically after selecting the Employee

	Designation
	Read Only
	Characters
	Filled automatically after selecting the Employee

	Pay scale/Band
	Read Only
	Characters
	Filled automatically after selecting the Employee

	Staff Code
	Read Only
	Characters
	Filled automatically after selecting the Employee

	CPF Code
	Read Only
	Numeric
	Filled automatically after selecting the Employee

	Category
	Read Only
	Characters
	Filled automatically after selecting the Employee


Field Descriptions (Supplementary Payment Footer)
	Field Name
	Field Type
	Data Type
	Description

	CPF Deduction
	Read Only
	Numeric
	Filled automatically after selecting the Employee

	Invoice No
	Read Only
	Numeric
	Filled automatically after selecting the Employee

	Income Tax
	Optional
	Numeric
	Input Field

	Net Amount
	Read Only
	Numeric
	Filled automatically after selecting the Employee


The CPF deducted thru Supplementary payments will be updated immediately at the time of payments now. Earlier this was done after 1st of next month.
(Also Refer Supplementary user Guide Section 4.2)
Note:-

CPF of Deputinist employee can be recovered through Supplementary Payment Screen. Functionality is available.
Note:-

1. CPF pay codes are non-editable from supplementary screen,
Employee contribution (516), Employer contribution (952) And Employer contribution for retired employees (416) will update automatically on updating CPF deductible components of the supplementary payment.
2. No Supplementary payment will done when employee will be at transfer state. For reference kindly refer issues payroll mantis id : 29602
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Cancellation Functionality
A cancel button has been provided in Suppplementary screen. In case FCI End User sends other payment invoice of wrong amount or wrong employee then they will be able to cancel/delete the invoice from Payroll after cancellation of the invoice from Apps. 

The user will be able to cancel/delete an invoice from payroll only if the invoice is posted from that site and remittance of that payroll month is not done and the invoice is cancelled from Apps.

In case of transfer , the user will not be able to cancel the invoices posted at previous site (i.e the site from which they are transferred).

The user will not be able to cancel /delete an invoice after remittance has been done.

The user will not be able to cancel /delete an invoice if the invoice is not cancelled from Apps.

The user can cancel the invoice before posting of salary is done of the current payroll month.

SAVINGS & YTD FIGURES
9.6. Maintain Internal Savings
	Task Name: Maintain Internal Savings



	Task Description:

The screen allows the user to view/create Internal Savings Details of the Employees. The screen maintains all the savings that are done through the salary. It configures the different internal savings that are directly used by the organization for tax deduction at source. The Saving’s Valid up to Year Month cannot be lesser than the current year month. Updation/Deletion of internal savings is not allowed after the savings have been processed.

	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  Savings & YTD Figures ( Maintain Internal Savings
2. The Maintain Internal Savings screen appears in Query mode.

3. Select between the Savings Code Wise/ Employee Code Wise/ Miscellaneous options. To view/enter Internal Savings details, Savings Code wise, select the Savings Code option and then select the Saving Code.  To view/enter details Employee Wise, select the Employee Wise option and then select the Employee No. To view all the Internal Savings details select the miscellaneous option.

4. To get the details of the Savings click on the Get Detail button.

5. To insert a new Internal Saving, click on the Insert icon. Select the respective option.
6. To add a row, click on the Add row button. A new row is added at the end.
7. To delete a row, select the row and then click on the Delete Row button.

8. To save a saving, click on the Save button. After successfully saving, the message “Data successfully saved is displayed”.

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

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


Note:-  Internal saving pay codes like pay codes 506(Postal Life Insurance) ,   518(Jeevan Suraksha),520(PLI-Service Tax) and 522 (PPF Direct Saving) merged with pay code 504(Life Insurance). Employees savings will be reflect with pay code 504 only in all reports and data.
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Field Descriptions (Header)
	Field Name
	Field Type
	Data Type
	Description

	Savings Code Wise
	Optional
	Radio Button
	Select to view records Savings Code Wise

	Employee Wise
	Optional
	Radio Button
	Select to view records Employee No wise

	Miscellaneous
	Optional
	Radio Button
	Select to view all the records


Field Descriptions (Details)
	Field Name
	Field Type
	Data Type
	Description

	Emp No
	Mandatory
	Numeric
	Select the employee number from the LOV

	Name
	Read Only
	Characters
	Filled automatically after selecting the Emp No

	Savings Code
	Mandatory
	Numeric
	Select the Savings Code from the LOV

	Description
	Read Only
	Characters
	Filled automatically after selecting the Savings Code

	Savings Number
	Optional
	Characters
	Enter the savings number

	Valid Up to (YYYYMM)
	Mandatory
	Numeric
	Enter the Year Month (YYYYMM)

	Savings Date
	Mandatory
	Date
	Select the Savings Date

	Amount
	Mandatory
	Numeric
	Enter the Savings amount


9.7. Maintain External Savings

	Task Name: Maintain External Savings



	Task Description:

The screen allows the user to view/create External Savings Details. It configures the different external savings that are to be declared by the employee in order to get tax benefits only without affecting the salary. Once external savings are declared, they can be used to recalculate the projected and later actual YTD figures During the payroll process, no Updation or deletion is allowed in 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  Savings & YTD Figures ( Maintain External Savings
2. The Maintain External Savings screen appears in Query mode.

3. Select the Financial Year from the LOV.

4. Select between the Savings Code Wise/ Employee Code Wise/ Miscellaneous options. To view/enter External Savings details, Savings Code wise, select the Savings Code option and then select the Saving Code. To view/enter details Employee Wise, select the Employee Wise option and then select the Employee No. To view all the details select the miscellaneous option.

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

6. To insert a new External Saving, click on the Insert icon. Enter the Financial Year and Select the respective tab option.
7. To add a row, click on the Add row button.

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

9. To save a saving, click on the Save button. After successfully saving, the message “Data successfully saved is displayed”.

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

11. To close the screen click on the Exit button.
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Field Descriptions (Header)
	Field Name
	Field Type
	Data Type
	Description

	Financial Year
	Mandatory
	Numeric
	Select/Enter the Financial Year

	Savings Code Wise
	Optional
	Check Box
	Select to view records Savings Code Wise

	Employee Wise
	Optional
	Check Box
	Select to view records Employee No wise

	Miscellaneous
	Optional
	Check Box
	Select to view all the records


Field Descriptions (Details)
	Field Name
	Field Type
	Data Type
	Description

	Emp No
	Mandatory
	Numeric
	Select the employee number from the LOV

	Name
	Read Only
	Characters
	Filled automatically after selecting the Emp No

	Savings Code
	Mandatory
	Numeric
	Select the Savings Code from the LOV

	Description
	Read Only
	Characters
	Filled automatically after selecting the Savings Code

	Type
	Mandatory
	Characters
	Select the Savings Type from the Drop Down List

	Savings Number
	Optional
	Characters
	Enter the savings number

	Savings Year
	Optional
	Numeric
	Enter the Savings Year

	Amount
	Mandatory
	Numeric
	Enter the Savings amount


A new pay code introduced in the externals savings screen is Sukanya samridhi Account"U/S 80c(550).  For the purpose of exemption under 80c of IT Act, it is required to add “Sukanya samridhi account” which is a special deposit for girl child.
Following new pay codes have been introduced in external savings for exemption/rebate under mapped sections.
	Pay Code
	Pay Code Description
	Sections
	Remarks

	600
	National Pension Scheme
	80CCD(1B)
	CR-513

	601
	Swachh Bharat Kosh
	80G
	CR-513

	602
	Clean Ganga Fund
	80G
	CR-513

	603
	National Fund for Control of drug Abuse
	80G
	CR-513

	604
	80 DDB 80000 rebate
	80DDB
	CR-513

	606
	Hostel expenditure allowance
	10(14)
	CR-574


9.8. Maintain Detail Income

	Task Name: Maintain Detail Income


	Task Description:

The screen allows the user to enter/ view year to month income details, savings and tax amounts prior to the cut-over date for the Financial Year if the Go-live date is not on  the Financial Year start date. The system will consider the above details for income tax forecast for rest of the year.

During the payroll process, no Updation or deletion is allowed in 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  Savings & YTD Figures ( Maintain Detail Income
2. The Maintain Detail Income screen appears in Query mode.

3. Select the Financial Year from the LOV.
4. Select the Employee No from LOV

5. Press Execute to Query the income details of an employee is already entered into the system.
6. To insert a new Record, click on the Insert icon. Enter the Financial Year and Select the employee no.

7. Enter the year to month income details, savings and tax amounts prior to the  cut-over date for the Financial Year.

8. To close the screen click on the Exit button.
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Field Descriptions (Header)
	Field Name
	Field Type
	Data Type
	Description

	Financial Year
	Mandatory
	Numeric
	Select/Enter the Financial Year

	Employee No
	Mandatory
	Numeric
	Select/Enter the Employee Number


Field Descriptions (Details)
	Field Name
	Field Type
	Data Type
	Description

	Gross Income
	Mandatory
	Numeric
	Enter Gross Income

	Taxable Income
	Mandatory
	Numeric
	Enter Taxable Income

	Transport Allowance
	Mandatory
	Numeric
	Enter Transport Allowance

	Transport Rebate
	Mandatory
	Numeric
	Enter Transport Rebate

	House Rent Allowance
	Optional
	Numeric
	Enter House Rent Allowance

	Taxable HRR
	Mandatory
	Numeric
	Enter Taxable HRR

	Income Tax paid
	Mandatory
	Numeric
	Enter Income Tax paid

	Professional Tax
	Mandatory
	Numeric
	Enter Professional Tax

	Education Cess
	Mandatory
	Numeric
	Enter Education Cess

	Higher Education Cess
	Mandatory
	Numeric
	Enter Higher Education Cess

	Surcharge Paid
	Mandatory
	Numeric
	Enter Surcharge Paid

	House Rent Paid
	Optional
	Numeric
	Enter House Rent Paid

	Tax Due to Apportion
	Optional
	Numeric
	Enter Tax Due to Apportion

	Apportion Amount
	Optional
	Numeric
	Enter Apportion Amount

	External Income
	Optional
	Numeric
	Enter External Income

	GIS
	Optional
	Numeric
	Enter GIS

	CPF
	Optional
	Numeric
	Enter CPF

	EPF
	Optional
	Numeric
	Enter EPF

	FPF
	Optional
	Numeric
	Enter FPF

	LIC
	Optional
	Numeric
	Enter LIC

	VPF
	Optional
	Numeric
	Enter VPF

	Other deductions
	Optional
	Numeric
	Enter Other deductions

	CTD
	Optional
	Numeric
	Enter CTD

	PLI
	Optional
	Numeric
	Enter PLI

	ULI
	Optional
	Numeric
	Enter ULI Investment

	GPF
	Optional
	Numeric
	Enter GPF

	HBA Interest
	Optional
	Numeric
	Enter HBA Interest

	HBA Principal
	Optional
	Numeric
	Enter HBA Principal

	Salary Previous Employer
	Optional
	Numeric
	Enter Salary Previous Employer

	ENCPF
	Optional
	Numeric
	Enter ENCPF

	Bonus
	Optional
	Numeric
	Enter Bonus


8.10 Maintain Annual Income

	Task Name: Maintain Annual Income


	Task Description:

The screen allows the user to enter/ view year to month income details, savings and tax amounts prior to the cut-over date for the Financial Year if the Go-live date is not on  the Financial Year start date. The system will consider the above details for income tax forecast for rest of the year.

During the payroll process, no Updation or deletion is allowed in 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  Savings & YTD Figures ( Maintain Annual Income
2. The Maintain Annual Income screen appears in Query mode.

3. Select the Financial Year from the LOV.
4. Select the Employee No from LOV

5. Press Execute to Query the income details of an employee is already entered into the system.
6. To insert a new Record, click on the Insert icon. Enter the Financial Year and Select the employee no.

7. Enter the year to month income details, savings and tax amounts prior to the  cut-over date for the Financial Year.

8. To close the screen click on the Exit button.
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Field Descriptions (Header)
	Field Name
	Field Type
	Data Type
	Description

	Financial Year
	Mandatory
	Numeric
	Select/Enter the Financial Year

	Employee No
	Mandatory
	Numeric
	Select/Enter the Employee Number


Field Descriptions (Details)
	Field Name
	Field Type
	Data Type
	Description

	Gross Income
	Mandatory
	Numeric
	Enter Gross Income

	Taxable Income
	Mandatory
	Numeric
	Enter Taxable Income

	Transport Allowance
	Mandatory
	Numeric
	Enter Transport Allowance

	Transport Rebate
	Mandatory
	Numeric
	Enter Transport Rebate

	House Rent Allowance
	Optional
	Numeric
	Enter House Rent Allowance

	Taxable HRR
	Mandatory
	Numeric
	Enter Taxable HRR

	Income Tax paid
	Mandatory
	Numeric
	Enter Income Tax paid

	Professional Tax
	Mandatory
	Numeric
	Enter Professional Tax

	Education Cess
	Mandatory
	Numeric
	Enter Education Cess

	Higher Education Cess
	Mandatory
	Numeric
	Enter Higher Education Cess

	Surcharge Paid
	Mandatory
	Numeric
	Enter Surcharge Paid

	House Rent Paid
	Optional
	Numeric
	Enter House Rent Paid

	Tax Due to Apportion
	Optional
	Numeric
	Enter Tax Due to Apportion

	Apportion Amount
	Optional
	Numeric
	Enter Apportion Amount

	External Income
	Optional
	Numeric
	Enter External Income

	GIS
	Optional
	Numeric
	Enter GIS

	CPF
	Optional
	Numeric
	Enter CPF

	EPF
	Optional
	Numeric
	Enter EPF

	FPF
	Optional
	Numeric
	Enter FPF

	LIC
	Optional
	Numeric
	Enter LIC

	VPF
	Optional
	Numeric
	Enter VPF

	Other deductions
	Optional
	Numeric
	Enter Other deductions

	CTD
	Optional
	Numeric
	Enter CTD

	PLI
	Optional
	Numeric
	Enter PLI

	ULI
	Optional
	Numeric
	Enter ULI Investment

	GPF
	Optional
	Numeric
	Enter GPF

	HBA Interest
	Optional
	Numeric
	Enter HBA Interest

	HBA Principal
	Optional
	Numeric
	Enter HBA Principal

	Salary Previous Employer
	Optional
	Numeric
	Enter Salary Previous Employer

	ENCPF
	Optional
	Numeric
	Enter ENCPF

	Bonus
	Optional
	Numeric
	Enter Bonus


8.11. Arrear Payment(LE)
	Task Name: Arrear generation and Undo arrear for Over and Above Components.


	Task Description:
This screen allows user to generate arrear payments.


	Prerequisites for performing the task:

None


	Users who can perform the task:

Users from EDP department who are dealing with Payroll.



	Task Procedure

	7. In the main menu select Other Payments ( Arrear Payments(LE)
8. The Arrear Payments (LE) screen appears in Query mode.

9. To view details of arrear payments generated, click on the Execute icon. To view details specific to an specific period, enter start year month and end year month and then click on the Execute icon.

10. To undo the payment, click on the UNDO ARREAR button. Details of all the payments generated earlier would be deleted except for those whose invoices are already sent.

11. To generate arrears, Open screen in New Mode and enter the details in specific fields of Start Year Month, End Year Month, DA Type and then click on Generate Arrear button.

12. To view the details of generated arrears Open Arrear Payment screen (Details mentioned in next heading.).
13. GO button can be used to switch between records.

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



	Note:

	1. Arrear from screen should be run right after basic arrear or DA arrear generation process.

2. Payments will be generated for a month only when either Basic arrear or DA arrear or both Basic arrear and DA arrear has already been generated for that year month.

3. Undo Arrear will be Allowed in only Two stages:

4. When Payroll is in un-initialized state i.e. salary calculation of that month has yet not been started.

5. When Month end of salary process has already been done.

6. Undo arrear will delete the details of all the payments generated except for those whose invoices are already sent.

7. For those whose recovery (not payments only recoveries) has been generated via arrear generation process, undo done after month-end will not delete their details.
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Arrear Payments (LE) in Query Mode

Field Descriptions (Query Mode)

	Field Name
	Field Type
	Data Type
	Description

	Payroll Year Month
	Optional
	Numeric
	Enter Payroll Year Month for which generated payments needs to be queried.

	Start Year Month
	Optional
	Numeric
	Enter Start Year Month for which generated payments needs to be queried.

	End Year Month
	Optional
	Numeric
	Enter End Year Month for which generated payments needs to be queried.

	DA Type
	Optional
	Characters
	Select DA type from drop down.
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Arrear Payment (LE) in insert mode

Field Descriptions (Insert Mode)

	Field Name
	Field Type
	Data Type
	Description

	Payroll Year Month
	Read-Only
	Numeric
	Current Payroll Month of site Auto populated.

	Start Year Month
	Mandatory
	Numeric
	Enter Start Year Month for which generated payments needs to be generated.

	End Year Month
	Mandatory
	Numeric
	Enter End Year Month for which generated payments needs to be generated.

	DA Type
	Mandatory
	Characters
	Select DA type from drop down.


8.12 Maintain Transport Rebate

	Task Name: Maintain Transport Rebate.


	Task Description:
This screen allows user to maintain transport Rebate.

	Prerequisites for performing the task:

None


	Users who can perform the task:

Users from EDP department who are dealing with Payroll.



	Task Procedure

	1. In the main menu select Savings&YTD Figures ( Transport Rebate
2. The Transport  Rebate screen appears in Query mode.

3. To view details of all the employees who have availed or eligible for arrear payments, 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. GO button can be used to switch between records.

5. To close the screen click on the Exit button.
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Field Descriptions (Header)

	Field Name
	Field Type
	Data Type
	Description

	Employee No
	Mandatory
	Numeric
	Select the employee no from the LOV

	Financial Year
	Mandatory
	Numeric
	Enter the Financial Year.

	Monthly Rebate
	Mandatory
	Numeric
	Enter the Monthly Rebate you want to give.


Field Descriptions (Details)

	Field Name
	Field Type
	Data Type
	Description

	YYMM
	Mandatory
	Numeric
	Enter the YYMM.

	Amount
	Mandatory
	Numeric
	Enter the Amount.


10. REPORTS
10.1 Form 16 Report

	Task Name: Form 16 Report

	Task Description:

The Form No.16 Report will be used to get income Tax details of all employees at given location. 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. In the main menu select Reports ( Form 16
2. The Form 16 Report screen appears in Query mode.

3. To view the report for all the Employees, enter the Financial Year and then click on the Generate Form 16 Report button. To view the report for a particular Employee, select the Employee No or CPF code from the LOV and then click on the button.
4. To close the screen click on the Exit button.
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Field Description (Details)

	Field Name
	Field Type
	Data Type
	Description

	Employee Number
	Optional
	Numeric
	Select from the LOV

	Financial Year
	Mandatory
	Numeric
	Enter the Financial Year


Format of Form16 is as follows -

Form 16

Certificate under Section 203 of the Income –Tax Act, 1961 for tax deducted at source from Income chargeable under the head

“Salaries”
	Name And Address Of Employer

Name & Designation of Employee

Food Corporation Of India
(Address)

PAN no OF Deductor

TAN no of Deductor

PAN no of Employee

ABC

XYZ

Period

Assessment Year

From

To

2014-15

DETAILS OF SALARY PAID AND ANY OTHER INCOME AND TAX DEDUCTED

1.Gross Salary
  a)Salary as per Provisions contained in sec 17(1)                     

  b)Value of perquisites u/s 17(2)

  c)Profit in lieu of salary under section 17(3) (as per Form No. 

     12BA , wherever applicable)

  d)TOTAL

2. Less: Allowance to the extent exempt under section 10

   House Rent Allowance

  Transport Allowance as per section 10(14)

   Any special Allow as per section 10(14) children

3. Balance(1-2)
4.Deduction:

a)Entertainment Allowance

  b)Tax On Employment
5.Aggregate of 4(a) and 4(b)

6.Income Chargeable under the head ‘salaries’(3-5)

7.Add:Any other income reported by employee

a)Income under the Head ‘Income from House Property’

  b)Income under the Head ‘Income from Other Sources’

   Less: Loss due to House Property

8.Gross Total Income(6+7)

9.Deduction under Chapter VI-A

 A)Section 80C, 80CCC, and 80CCD

   a)Section 80C

       PF Recognised Provident Fund, Govt Fund

      (i)LIC Premium
      (ii)PF(Recognised PF,Govt PF)

   b)Section 80CCC

   c)Section 80CCD



	2. Aggregate Amount deductible under three section 80C,80CCC,80CCD shall not exceed one lakh rupees.


B)Other Sections

 a)Section 80CCA

 b)Section 80CCB

 c)Section 80CCF

 d)Section 80D

 e)Section 80DD

 f)Section 80DDB

 g)Section 80E

 h)Section 80G

 i)Section 80GG

 j)Section 80GGA 

 k)Section 80GGC

 l)Section 80U

 m)Section 80TTA

10.Aggregate of deductible amount under chapter VI-A

11.Total Income(8-10)

12.Tax on Total Income

13.Education Cess @ 3%(on tax computed at S.no 12)

14.Tax Payable(12+13)

15.Less:Relief under section 89(attach details)

16.Tax Payable(14-15)


Verification

I,……………………………., son/daughter of…………………………………………….working in the capacity of…………………. (designation) do hereby certify that the information given above is true , complete and correct and is based on the books of account,documents,TDS statements, and other available records.




	Place    
	
	                   (Signature of person responsible for deduction of tax)

	Date
	
	

	Designation:
	Full Name:


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

	Sr. No.
	Field Name 
	Description

	1.
	Name and Address of Employer
	Display present location of posting of employee.

	2.
	Name and designation of employee
	Display Name and designation of the employee.

	3.
	Pan no of deductor
	Display employer pan no.

	4.
	Tan no of deductor
	Display employer tan no.

	5.
	Pan no of employee.
	Display employee pan number.

	6.
	Period
	Display starting date (i.e 1st APR) to end date (i.e 31st MAR) of fiscal year.

	7.
	Quarter
	Display Q1, Q2,Q3,Q4 for quarter1 , quater2, quarter 3 and quater4 respectively. 

	8.
	Acknowledgement No.
	Display Acknowledgement number of respective quarter. 

	9.
	Assessment Year
	Display current financial year.

	10.
	Gross Salary
	Display Gross salary of financial year of the employee.

	11.
	Less
	Display Amount which is exempted from TDS under section 10.

	12.
	Balance
	Display Difference of amount in Gross salary and Less columns.

	13.
	Deduction
	Display amount against Entertainment Allowance and Tax on Employment.*

	14.
	Aggregate of 4(a) and 4(b).
	Display aggregate of Entertainment Allowance (4a) and Tax on Employment (4b).

	15.
	Income Chargeable under the head ‘salaries’(3-5)
	Display Chargeable salary of the employee with difference of header BALANCE and (Aggregate of 4(a) and 4(b)).

	16.
	Add: Any other income reported by employee
	Display interest added to the employee closing balance if year-end interest is run or final payment is made to the employee.

	17.
	Gross Total Income(6+7)


	Display total taxable amount which is sum of point number 13 and 14.

	18.
	Deduction under Chapter VI-A
	Display deduction under different section of Chapter V1-A.**

	19.
	Aggregate of deductible amount under chapter VI-A
	Display total of all the deductions.

	20.
	Total Income(8-10)


	Display difference of amount in point 15 and 17.

	21.
	Tax on Total Income


	Display Tax deducted on total income.

	22.
	Education Cess @ 3%(on tax computed at S.no 12)
	Display charge of 3% that is applicable on tax on total income.

	23.
	Tax Payable(12+13)


	Display TDS(Tax Deducted at source).

	24.
	Less:Relief under section 89(attach details)
	Display tax deducted by employer which has been  paid to the Income Tax Department already

	25.
	Tax Payable(14-15)


	Display remaining Tax payable or refund due.


10.2 Last Pay Certificate Report

	Task Name: Last Pay Certificate Report

	Task Description:

The Last Pay Certificate Report will be used to generate the Last Pay Certificate for an employee after transfer order.



	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 Reports ( Last Pay Certificate Report
2. The Last Pay Certificate Report screen appears in Query mode.

3. To view the report, select the Employee No or CPF code from the LOV and click on the Generate Last Pay Certificate Button.
4. To close the screen click on the Exit button.
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Field Description (Details)

	Field Name
	Field Type
	Data Type
	Description

	Employee Number
	Optional
	Numeric
	Select the Employee Number from the LOV


10.3 Income Tax Report

	Task Name: Income Tax Report

	Task Description:

The Income Tax Report will be used to get Income Tax details of all employees at given location. 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. In the main menu select Reports ( Income Tax Report
2. The Income Tax Report screen appears in Query mode.

3. To view the report, enter the Year Month and click on the Generate Income Tax Report button. To view the report for a specific Employee, select the Employee No or CPF code  from the LOV and then click on the button.
4. To close the screen click on the Exit button.
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Field Description (Details)

	Field Name
	Field Type
	Data Type
	Description

	Employee Number
	Optional
	Numeric
	Select the Employee Number from the LOV

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


10.4 Deduction Details Report

	Task Name: Deduction Details Report

	Task Description:

The Deduction Report will be used for getting deduction details of all employees at given location. This will be a monthly report.
Enter Category as 1,2,3,4, All.The report will be generated for the respective category.

For Employee Pay Code Description of ‘BASIC’ will be shown as ‘BASIC’ and for Labour, it will be ‘PAY’.


	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 Reports ( Deduction Details Report
2. The Deduction Details Report screen appears in Query mode.

3. To view the report, enter the Year Month and click on the Generate Deduction Details Report button.
4. To close the screen click on the Exit button.
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Field Description (Details)

	Field Name
	Field Type
	Data Type
	Description

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


10.5 Earnings Details Report

	Task Name: Earnings Details Report

	Task Description:

The Earnings Report will be used for getting earning details of all employees at given location. This will be a monthly report.
Enter Category as 1,2,3,4, All. The report will be generated for the respective category.

For Employee Pay Code Description of ‘BASIC’ will be shown as ‘BASIC’ and for Labour, it will be ‘PAY’.


	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 Reports ( Earnings Details Report
2. The Earnings Details Report screen appears in Query mode.

3. To view the report, enter the Year Month and click on the Generate Earnings Details Report button.
4. To close the screen click on the Exit button.
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Field Description (Details)

	Field Name
	Field Type
	Data Type
	Description

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


10.6 Pay Slip Report
	Task Name: Pay Slips Report

	Task Description:

The Pay-Slip Report will be used for generating individual employee pay-slip or pay-slip for all employees at particular location for given Year Month.

Report Details includes Earning components, Deduction components, Loan/Advance/Other Recovery Installments details i.e. No of Paid/Unpaid Installments, Projection i.e. (Taxable Earning, Income Tax), YTD i.e. (Taxable Earning, Income Tax, Professional Tax, CPF, VPF) and Annual Details i.e. (Transport, HR Rebate, Rebate u/s 80) also.


	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 Reports ( Generate Pay Slip
2. The Pay Slip Report screen appears in Query mode.

3. To view the report, enter the Year Month and click on the Generate Pay Slip Report button. To view the report for a particular Employee, select the Employee No or CPF code  from the LOV and then click on the button.
4. To close the screen click on the Exit button.


Note: 
Payslip report of the separated employees will not be available after they are made inactive in the system.
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Field Description (Details)

	Field Name
	Field Type
	Data Type
	Description

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

	Employee Number
	Optional
	Numeric
	Select the Employee Number from the LOV


10.7 Medical Health Scheme Deduction Report
	Task Name: Medical Health Scheme Deduction Report

	Task Description:

The Medical Health Scheme Deduction Report will be used to get details of Medical Health Deduction of all employees at given location.

Report will be available for a particular employee, Location as well as for a particular period.

.



	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 Reports ( Medical Health Scheme Deduction Report
2. The Medical Health Scheme Deduction Report screen appears in Query mode.

3. To view the report, enter the From Year Month, To Year Month and click on the Generate Med Health Scheme Deduction Report button. To view the report for a particular Employee, select the Employee No or CPF code  from the LOV and then click on the button.
4. To close the screen click on the Exit button.
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Field Description (Details)

	Field Name
	Field Type
	Data Type
	Description

	Employee Number
	Optional
	Numeric
	Select the Employee Number from the LOV

	From Year Month
	Mandatory
	Numeric
	Enter the From Year Month for which the report is needed

	To Year Month
	Mandatory
	Numeric
	Enter the To Year Month for which the report is needed


10.8 HRA Detail Report

	Task Name: HRA Detail Report

	Task Description:

The HRA Detail Report will be used to get details of House Rent Allowance of all employees at given location. Report Details include Basic, NPA, DA, DP, Special Pay, Leave Adjusted, Rent paid, Salary, HRA, and Rebate Amount for all month’s in particular financial year along with Total House Rent Rebate amount for that financial year.
Report will be available for a particular Employee or for all employees of particular Category as well as for a particular period.


	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 Reports ( HRA Report
2. The HRA Report screen appears in Query mode.

3. To view the report for all employees for particular period, enter Financial Year (YYYYMM) and click on the Generate HRA Report button. To view the report for a particular Employee, select the Employee Number or CPF code  from the LOV, select Employee Category (Optional) from drop down list, enter Financial Year (YYYYMM) and then click on the Generate HRA Report button. To view the report for particular Employee category, select Employee Category from drop down list, enter Financial Year (YYYYMM) and then click on the Generate HRA Report button.
4. To close the screen click on the Exit button.
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Field Description (Details)

	Field Name
	Field Type
	Data Type
	Description

	Employee Number
	Optional
	Numeric
	Select the Employee Number from the LOV

	Employee Category
	Optional
	Drop Down List
	Select Employee Category from drop down list

	Financial Year
	Mandatory
	Numeric
	Enter the Financial Year(YYYYMM) for which the report is needed


10.9 IT Forecast Report

	Task Name: IT Forecast Detail Report

	Task Description:

The IT Forecast Detail Report will be used to get projected tax details of all the employees at given location.
Report will be available for a particular employee for a particular month.


	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 Reports ( IT FORECAST Report
2. The IT FORECAST Report screen appears in Query mode.

3. To view the report for all employees for particular month, enter the Year month (YYYYMM) and click on the Generate IT FORECAST Report button. To view the report for a particular Employee, select the Employee Number or CPF code  from the LOV, enter Year month (YYYYMM) and then click on the Generate IT FORECAST Report button.
4. To close the screen click on the Exit button.
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Field Description (Details)

	Field Name
	Field Type
	Data Type
	Description

	Employee Number
	Optional
	Numeric
	Select the Employee Number from the LOV

	Year month
	Mandatory
	Numeric
	Enter the Year month (YYYYMM) for which the report is needed


NOTE :

As per the Central Finance Budget 2013, a new Income Tax Section has introduce under section 87A, where can get relief as well as Rebate Maximum Rs. 2,000/- who’s taxable income up to 5,00,000/-.

The same has been deployed in our system and the rebate can be shown in the IT Forecast Report.
10.10 Arrear Calculation Report

	Task Name: Arrear Calculation Report

	Task Description:

The Arrear Calculation Report will be used to get details of Arrear Payments or recoveries of particular employee for particular Year month at given location.
Report Details include amount paid/deducted against its pay code head for particular Year month i.e. paid for year month and paid in year month.



	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 Reports ( Arrear Calculation
2. The Arrear Calculation Report screen appears in Query mode.

3. To view the report for a particular Employee, select the Employee Number or CPF code  from the LOV, enter Paid In Year month (YYYYMM) and then click on the Arrear Calculation Report button.
4. To close the screen click on the Exit button.
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Field Description (Details)

	Field Name
	Field Type
	Data Type
	Description

	Employee Number
	Mandatory
	Numeric
	Select the Employee Number from the LOV

	Year month
	Mandatory
	Numeric
	Enter the Year month (YYYYMM) for which the report is needed (year month in which arrear is paid)


10.11 PLI Report

	Task Name: PLI Report

	Task Description:

PLI report is of two types i.e. PLI Advance Report and PLI Actual Report. The PLI Report will be used to get details of PLI Advance paid to employee/employees in PLI Advance Report and actual PLI actual payment calculations in PLI Actual Report. If report runs for District Office, It will show the details of its respective Depots also.

Report Details include PLI advance amount paid/deducted, Income Tax, Leave Adjustment and PLI Actual Payment for particular period.


	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 Reports ( PLI Report
2. The PLI Report screen appears in Query mode.

3. To view the report for all Employees, select the PLI Type from the drop down list, enter Financial Year (YYYYYY) and then click on the Generate PLI Report button. To view the report for particular employee, select Employee Number from LOV, select Employee Category (Optional) from drop down list, select the PLI Type from the drop down list, enter Financial Year (YYYYYY) and then click on the Generate PLI Report button. To view the report for particular employee category, select Employee Category from drop down list, select the PLI Type from the drop down list, enter Financial Year (YYYYYY) and then click on the Generate PLI Report button.
4. To close the screen click on the Exit button.
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PLI Advance Report Output
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PLI Actual Report Output
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Field Description (Details)

	Field Name
	Field Type
	Data Type
	Description

	Employee Number
	Optional
	Numeric
	Select the Employee Number from the LOV

	Employee Category
	Optional
	Drop Down List
	Select Employee Category from drop down list

	PLI Type
	Mandatory
	Drop Down List
	Select PLI Type from drop down list

	Financial Year
	Mandatory
	Numeric
	Enter the Financial Year(YYYYYY) for which the report is needed


10.12 Payroll Employee Master Query Report

	Task Name: Payroll Employee Master Query Report

	Task Description:

This is a Oracle Discoverer Report. In order to know steps to view this Report please refer to “Apps Go-Live – System Guide” available on FAP Screen.


	Prerequisites for performing the task:

None


	Users who can perform the task:

Users from HR/EDP/Finance departments.



	Task Procedure

	1. In the Discoverer Work Book select Payroll Employee Master Query Report
2. Select PayrollEmpMastQryReportSheet under selected Report.
3. Provide suitable values in Parameters Needed form and press Go



Parameter Field Description
	Field Name
	Field Type
	Data Type
	Description

	First Name
	Optional
	Characters
	Enter value

	Last Name
	Optional
	Characters
	Enter value

	Designation
	Optional
	LOV
	Select Designation from LOV

	Employee Type
	Optional
	Characters
	Select Employee Type from LOV

	CPF Code
	Optional
	Numeric
	Enter value

	Cadre
	Optional
	Characters
	Select Cadre Type from LOV

	Present Place of Posting
	Optional
	Characters
	Select Present Place of Posting Type from LOV

	Date of Joining  FCI
	Optional
	Date
	Enter value

	Date of Joining Present Place
	Optional
	Date
	Enter value

	Date of Birth From
	Optional
	Date
	Enter value

	Date of Birth Till
	Optional
	Date
	Enter value

	Date of Retirement From
	Optional
	Date
	Enter value

	Date of Retirement Till
	Optional
	Date
	Enter values

	Pay Status
	Optional
	Characters
	Enter values

	Gender
	Optional
	Characters
	Enter values

	Category
	Optional
	Characters
	Enter values

	Employee Status
	Optional
	Characters
	Enter values
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10.13 Online Pay Slip Report
	Task Name: Pay Slips Report

	Task Description:

The Online Pay-Slip Report will be used for generating individual employee pay-slip or pay-slip for all employees at particular location for given Year Month.

Report Details includes Earning components, Deduction components, Loan/Advance/Other Recovery Installments details i.e. No of Paid/Unpaid Installments, Projection i.e. (Taxable Earning, Income Tax), YTD i.e. (Taxable Earning, Income Tax, Professional Tax, CPF, VPF) and Annual Details i.e. (Transport, HR Rebate, Rebate u/s 80) also.


	Prerequisites for performing the task:

None


	Users who can perform the task:

Users from HR/EDP/Finance departments.



	Task Procedure

	5. In the main menu select Reports ( Online Pay Slip
6. The Online Pay Slip Report screen appears in Query mode.

7. To view the report, enter the Year Month, Employee No, Access Key and click on the Generate Pay Slip Report button. To view the report for a particular Employee, select the Employee No or CPF code from the LOV and then click on the button.
8. To close the screen click on the Exit button.


Note:
Online Payslip report of the separated employees will not be available after they are made inactive in the system.
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Field Description (Details)

	Field Name
	Field Type
	Data Type
	Description

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

	Employee Number
	Mandatory
	Numeric
	Select the Employee Number from the LOV

	Access Key
	Mandatory
	Password Type
	Enter Password in to Access Key


10.14 Online I.T. Forecast Report
	Task Name: I.T. Forecast Report

	Task Description:

The Online Pay-Slip Report will be used for generating individual employee pay-slip or pay-slip for all employees at particular location for given Year Month.

Report Details includes Earning components, Deduction components, Loan/Advance/Other Recovery Installments details i.e. No of Paid/Unpaid Installments, Projection i.e. (Taxable Earning, Income Tax), YTD i.e. (Taxable Earning, Income Tax, Professional Tax, CPF, VPF) and Annual Details i.e. (Transport, HR Rebate, Rebate u/s 80) also.


	Prerequisites for performing the task:

None


	Users who can perform the task:

Users from HR/EDP/Finance departments.



	Task Procedure

	9. In the main menu select Reports ( Online Pay Slip
10. The Online Pay Slip Report screen appears in Query mode.

11. To view the report, enter the Year Month, Employee No, Access Key and click on the Generate Pay Slip Report button. To view the report for a particular Employee, select the Employee No or CPF code from the LOV and then click on the button.
12. To close the screen click on the Exit button.


Note:

Online Payslip report of the separated employees will not be available after they are made inactive in the system.
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Field Description (Details)

	Field Name
	Field Type
	Data Type
	Description

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

	Employee Number
	Mandatory
	Numeric
	Select the Employee Number from the LOV

	Access Key
	Mandatory
	Password Type
	Enter Password in to Access Key


Field Description (Details)

	Field Name
	Field Type
	Data Type
	Description

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

	Employee Number
	Mandatory
	Numeric
	Select the Employee Number from the LOV

	Access Key
	Mandatory
	Password Type
	Enter Password in to Access Key


10.14. PLI Payment Report
	Task Name: Pay Slips Report

	Task Description:

The PLI Payment Report will be used for generating employees PLI Payment report for  employees at particular location for given Financial Year.

Report Details includes Earning components, Deduction components, Loan/Advance/Other Recovery Instalments details i.e. No of Paid/Unpaid Instalments, Projection i.e. (Taxable Earning, Income Tax), YTD i.e. (Taxable Earning, Income Tax, Professional Tax, CPF, VPF) and Annual Details i.e. (Transport, HR Rebate, Rebate u/s 80) also. This report will show Invoice Number, PLI Advance amount and PLI Balance Amount of a particular employee for that Financial Year


	Prerequisites for performing the task:

None


	Users who can perform the task:

Users from HR/EDP/Finance departments.



	Task Procedure

	13. In the main menu select Reports ( Over & Above Reports( PLI Payment Report 
14. The PLI Payment Report screen appears in Query mode.

15. To view the report, enter the Financial Year (YYYYYY), Employee No and click on the Generate PLI Report button. To view the report for a particular Employee, select the Employee No or CPF code from the LOV and then click on the button.
16. To close the screen click on the Exit button.


Field Description (Details)

	Field Name
	Field Type
	Data Type
	Description

	Financial Year
	Mandatory
	Numeric
	Enter the Financial Year(YYYYYY) for which the report needs to be generated

	Employee Number
	Optional
	Numeric
	Select the Employee Number from the LOV
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10.15 Salary Invoice Report
	Task Name: Salary Invoice Report

	Task Description:

The Salary Invoice Report will be used for generating employees Salary Invoice report for employees at particular location for given Year Month.



	Prerequisites for performing the task:

None


	Users who can perform the task:

Users from HR/EDP/Finance departments.



	Task Procedure

	17. In the main menu select Reports ( Salary Invoice Report
18. The Salary Invoice Report screen appears in Query mode.

19. To view the report, enter the Year Month and click on the Generate Salary Invoice Report button.

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


Field Description (Details)

	Field Name
	Field Type
	Data Type
	Description

	Year Month
	Mandatory
	Numeric
	Enter the Year Month for which the report needs to be generated
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10.16 Remittance Invoice Report
	Task Name: Remittance Invoice Report

	Task Description:

The Remittances Invoice Report will be used for generating employees Remittances Invoice report for employees at particular location for given Year Month.



	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 Reports ( Remittances Invoice Report
2.  The Remittances Invoice Report screen appears in Query mode.

3. To view the report, enter the Year Month and click on the Generate Remittance Invoice Report button.
4.To close the screen click on the Exit button.


Field Description (Details)

	Field Name
	Field Type
	Data Type
	Description

	Year Month
	Mandatory
	Numeric
	Enter the Year Month for which the report needs to be generated
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10.17 Online PF Slip Report
	Task Name: PF Slips Report

	Task Description:

The Online PF-Slip Report will be used for generating individual employee PF-Slip or pay-slip for all employees at particular location for given Year Month.

Report Details includes Earning components, Deduction components, Loan/Advance/Other Recovery Installments details i.e. No of Paid/Unpaid Installments, Projection i.e. (Taxable Earning, Income Tax), YTD i.e. (Taxable Earning, Income Tax, Professional Tax, CPF, VPF) and Annual Details i.e. (Transport, HR Rebate, Rebate u/s 80) also.


	Prerequisites for performing the task:

None


	Users who can perform the task:

Users from HR/EDP/Finance departments.



	Task Procedure

	21. In the main menu select Reports ( Misc Report ( Online PF Slip
22. The Online PF Slip Report screen appears in Query mode.

23. To view the report, enter the From Year Month,To Year Month, Employee No, Access Key and click on the Generate PF Slip Report button. To view the report for a particular Employee, select the Employee No or CPF code from the LOV and then click on the button.
24. To close the screen click on the Exit button.
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Field Description (Details)

	Field Name
	Field Type
	Data Type
	Description

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

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

	Employee Number
	Mandatory
	Numeric
	Select the Employee Number from the LOV

	Access Key
	Mandatory
	Password Type
	Enter Password in to Access Key


10.18 Invoice Report
	Task Name: PF Slips Report

	Task Description:

The Invoice Report can be taken out to print the invoices generated thru  the payroll module.  The invoice can be generated by providing the corresponding  Pay code and the other parameters .
Invoices for salary, Other Payments and  medical payments, can also be printed



	Prerequisites for performing the task:

None


	Users who can perform the task:

Users from HR/EDP/Finance departments.



	Task Procedure

	25. In the main menu select Reports ( Invoice Report
26. The Invoice Report screen appears in Query mode.

27. To view the report, enter the From Year Month,To Year Month, Employee No, Access Key and click on the Generate Invoice Report button. To view the report for a particular Employee, select the Employee No or CPF code from the LOV and then click on the button.
28. To close the screen click on the Exit button.
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Field Description (Details)

	Field Name
	Field Type
	Data Type
	Description

	From Year Month
	Non-Mandatory
	Date
	Enter the From Year Month for which the report needs to be generated

	To Year Month
	Non-Mandatory
	Date
	Enter the To Year Month for which the report needs to be generated

	Employee Number
	Non-Mandatory
	Numeric
	Select the Employee Number from the LOV

	Invoice Nos
	Non-Mandatory
	Numeric
	Enter Invoice No

	Pay code
	Non-Mandatory
	Numeric
	Enter Paycode


10.19  Quarterly E - returns through Discoverer
Process to access the same is as follows.

· Enter Discoverer Login Credentials with FCI Discoverer responsibility.
· Select ‘24_q’ report.
· Enter the following parameters :-
· Financial Year (eg 201314).
· Employee Type (e.g. E/L/D).
· Quarter (Q1/Q2/Q3/Q4).
· Location Desc (select site code from LOV).
10.18. IT Supplimentary Payment Report
	11. Task Name: IT Supplimentary Payment Report

	Task Description:

IT Supplimentary Payment Report Reports will be used for generating IT Supplimentary Payment Report  for employees at particular location for given duration of Year Month.



	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 Reports ( Income Tax Reports
2.  The IT Supplimentary Payment Report screen appears in Query mode.

3. To view the report, enter the Year Month and click on the  GENERATE SUPPLEMENTARY PAYMENT REPORT button.
4.To close the screen click on the Exit button.
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Field Description (Details)

	Field Name
	Field Type
	Data Type
	Description

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


10.19 Advance Outstanding Report

	Task Name: Advance Outstanding Report

	Task Description:

Advance Outstanding  Reports will be used for generating Advance Outstanding Report for employees at particular location for given duration of Year Month. This report displays opening balance of the advance, Recovery amount of the advance, record of a new advance, and outstanding amount which has to be recovered onwards.
Field  Description:
           (i) Opening Balance:-This field shows opening balance of the financial year. 

Suppose the invoice creation date of any advance is March but the recovery has to be start from the next month then the advance amount will become the opening balance of next financial year.   

(ii) Payment Made During the Year:-This field contains the information of a new advance entered in the financial year. It displays the record on the basis of Invoice creation date.

(iii) Recoveries Made during the Year:-This field contains the record of advance recovery done in the financial year done via salary or incentive. If any advance is marked foreclose in that financial year then the outstanding amount is summed up with the recovery amount.

(iv) Outstanding Balance:- It shows the advance balance up till the given year month.

NOTE:- There may be a  scenario in case like transfer.

For e.g.:-Suppose an employee was present on 16 august on site X. On that date if site generates the report of August month then the employee will be appeared. If site transfer the employee and the employee joins site Y and then the site X generates the report of the same year month, the employee would not be appeared in report. 



	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 Reports ( Loan And Advances Reports
2.  The Advance Outstanding Report screen appears in Query mode.

3. To view the report, enter the Year Month and click on the  ADVANCE OUTSTANDING REPORT button.
4.To close the screen click on the Exit button.
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Field Description (Details)

	Field Name
	Field Type
	Data Type
	Description

	Outstanding as on (YYYYMM)
	Mandatory
	Numeric
	Enter the OUTSTANDING Year Month for which the report needs to be generated

	Advance Type
	Mandatory
	Characters
	Select the AdvanceType for which the report needs to be generated


10.20. Loan Outstanding Report
	1.Task Name: Loan Outstanding Report

	Task Description:

Loan Outstanding Reports will be used for generating Loan Outstanding Reports  for employees at particular location for given duration of Year Month. This report displays opening balance of the loan, Recovery amount of the loan, record of a new loan, Interest recovered from the loan and outstanding amount which has to be recovered onwards.

Field Description:
            (i) Opening Balance:-This field shows opening balance of the financial year.            
Suppose the invoice creation date of any loan is March but the recovery has to be start from the next month then the loan amount will become the opening balance of next financial year.   

(ii) Payment Made During the Year:-This field contains the information of a new loan entered in the financial year. It displays the record on the basis of Invoice creation date.

(iii) Recoveries Made during the Year:-This field contains the record of loan recovery done in the financial year done via salary or incentive. If any loan is marked foreclose in that financial year then the outstanding amount is summed up with the recovery amount.

(iv) Outstanding Balance:- It shows the loan balance up till the given year month.

(v) Interest recovered during year:-It covers the interest part of the loan (if any) is recovered in that financial year via salary or incentive on interest pay code relevant with that loan.
NOTE:- There may be a  scenario in case like transfer.For e.g.:-Suppose an employee was present on 16 august on site X. On that date if site generates the report of August month then the employee will be appeared. If site transfer the employee and the employee joins site Y and then the site X generates the report of the same year month, the employee would not be appeared in report.


	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 Reports ( Loan And Advances Reports
2.  The Loan Outstanding Report screen appears in Query mode.

3. To view the report, enter the Year Month and click on the  LOAN OUTSTANDING REPORT button.
4.To close the screen click on the Exit button.
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Field Description (Details)

	Field Name
	Field Type
	Data Type
	Description

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

	Loan Type
	Mandatory
	Characters
	Select the Loan Type for which the report needs to be generated.


10.21.1 As per mantis issue 44912 note number 200616
Transferred employee will be visible in the report of the site from where he/she has been transferred. Also salary of employee for the month(year month for which said report being to generate i.e As on Year month For report) should processed on transferred site.

10.21. Loan Sanctions Report
	1.Task Name: Loan Sanctions Report

	Task Description:

Loan Sanctions Reports will be used for generating Loan Sanctions Reports  for employees at particular location for given duration of Year Month.



	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 Reports ( Loan Sanctions Report
2.  The Loan Sanctions Report screen appears in Query mode.

3. To view the report, enter the Year Month and click on the  LOAN REPAYMENT REPORT button.
4.To close the screen click on the Exit button.
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Field Description (Details)

	Field Name
	Field Type
	Data Type
	Description

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

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

	Employee Number
	Optional
	Numeric
	Select the Loan Type for which the report needs to be generated.

	Loan Type
	Optional
	Characters
	Select the Loan Type for which the report needs to be generated.


10.22 Loan/Advance Sanctions Report
	Task Name: Loan/Advance  Sanctions Report

	Task Description:

The Loan/Advance  Sanctions Report will be used for generating employees Loan/Advance  Sanctions Report for employees at particular location for given duration of Year Month.



	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 Reports ( Loan and Advances Report
2.  The Loan and Advances Report screen appears in Query mode.

3. To view the report, enter the Year Month and click on the Loan/Advance Sanctions    Report button.
4.To close the screen click on the Exit button.
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Field Description (Details)

	Field Name
	Field Type
	Data Type
	Description

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

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

	Employee Number
	Optional
	Numeric
	Select the Emp No for which report needs to be generated

	Advance Type
	Mandatory
	Characters
	Select the Advance Type for which report needs to be generated


10.23 DA Arrear Report

	Task Name: DA Arrears

	Task Description:

The DA Arrears Report will be used for generating employees DA Arrears Report for employees at particular location for given duration of Year Month.



	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 Reports ( DA Arrear Report
2.  The ( DA Arrear Report screen appears in Query mode.

3. To view the report, enter the Year Month and click on the Generate Arrear Report button.
4.To close the screen click on the Exit button.
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Field Description (Details)

	Field Name
	Field Type
	Data Type
	Description

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


10.24 Maintain Direct Payroll Audit Report

	Task Name: Maintain Direct Payroll Audit Report

	Task Description:

The Maintain Direct Payroll Audit Report will be used for generating employees Maintain Direct Payroll Audit Report for given employee at particular location for given duration of Year Month.



	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 Reports ( Miscellaneous Report
2.  The Miscellaneous Report Maintain Direct Payroll Audit Report screen appears in Query mode.

3. To view the report, enter the Year Month and click on the Generate Direct Payroll Audit Report.
4.To close the screen click on the Exit button.
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Field Description (Details)

	Field Name
	Field Type
	Data Type
	Description

	Employee Number
	Mandatory
	Numeric
	Select the Employee from the LOV.

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

	To From Year Month
	Optional
	Numeric
	Enter the To Year Month for which the report needs to be generated.


10.25 Medical Register Report

	Task Name: Medical Register Report

	Task Description:

The Medical Register Report will be used for generating employees Medical Register Report for given employee at particular location for given duration of Year Month.



	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 Reports ( Miscellaneous Report
2.  The Miscellaneous Report ->Medical Register Report screen appears in Query mode.

3. To view the report, enter the Year Month and click on the Generate Medical Register Report.
4.To close the screen click on the Exit button.
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Field Description (Details)

	Field Name
	Field Type
	Data Type
	Description

	Employee Number
	Optional
	Numeric
	Select the Employee from the LOV.

	Medical Code
	Optional
	Numeric
	Select the Medical Code from the LOV.

	From Year Month
	Optional
	Numeric
	Select the From Year Month for which the report needs to be generated.

	To From Year Month
	Optional
	Numeric
	Select the To Year Month for which the report needs to be generated.


10.26 Online PaySlip Report

	Task Name: Online Pay Slips Report

	Task Description:

The Online Pay-Slip Report will be used for generating individual employee pay-slip or pay-slip for all employees at particular location for given Year Month.

Report Details includes Earning components, Deduction components, Loan/Advance/Other Recovery Installments details i.e. No of Paid/Unpaid Installments, Projection i.e. (Taxable Earning, Income Tax), YTD i.e. (Taxable Earning, Income Tax, Professional Tax, CPF, VPF) and Annual Details i.e. (Transport, HR Rebate, Rebate u/s 80) also.


	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 Reports ( Online Pay Slip
2. The Online Pay Slip Report screen appears in Query mode.

3. To view the report, enter the Year Month, Employee No, Access Key and click on the Generate Pay Slip Report button. To view the report for a particular Employee, select the Employee No or CPF code from the LOV and then click on the button.
4. To close the screen click on the Exit button.


Note:
Online Payslip report of the separated employees will not be available after they are made inactive in the system.
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Field Description (Details)

	Field Name
	Field Type
	Data Type
	Description

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

	Employee Number
	Mandatory
	Numeric
	Select the Employee Number from the LOV

	Access Key
	Mandatory
	Password Type
	Enter Password in to Access Key


10.27 BF Recovery Report

	Task Name: BF Recovery Report

	Task Description:

The BF Recovery Report will be used to get details of deduction of Benevolent Fund recovery of all employees at given location.

Report will be available for duration entered through ‘From Year Month’ and ‘To Year Month’ fields on 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 Reports (Remittance reports -> BF Recovery Report
2. The BF Recovery Report screen appears in Query mode.

3. To view the report, enter the From Year Month, To Year Month and click on the BF Recovery Report button. To view the report for a particular Employee, select the Employee No or CPF code from the LOV click on the BF Recovery Report button.
4. To close the screen click on the Exit button.
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Field Description (Details)

	Field Name
	Field Type
	Data Type
	Description

	Employee Number
	Optional
	Numeric
	Select the Employee Number from the LOV

	From Year Month
	Mandatory
	Numeric
	Enter the From Year Month for which the report is needed

	To Year Month
	Mandatory
	Numeric
	Enter the To Year Month for which the report is needed


10.28 License Fee Recovery Report

	Task Name: License Fee Recovery Report

	Task Description:

The License Fee Recovery Report will be used to get details of deduction of License Fee  of all employees at given location.

Report will be available for duration entered through ‘From Year Month’ and ‘To Year Month’ fields on 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 Reports (Remittance reports -> License Fee Recovery Report
2. The License Fee Recovery Report screen appears in Query mode.

3. To view the report, enter the From Year Month, To Year Month and click on the License Fee Recovery Report button. To view the report for a particular Employee, select the Employee No or CPF code  from the LOV click on the License Fee Recovery Report  button.
4. To close the screen click on the Exit button.
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Field Description (Details)

	Field Name
	Field Type
	Data Type
	Description

	Employee Number
	Optional
	Numeric
	Select the Employee Number from the LOV

	From Year Month
	Mandatory
	Numeric
	Enter the From Year Month for which the report is needed

	To Year Month
	Mandatory
	Numeric
	Enter the To Year Month for which the report is needed


10.29  CPF Deduction Report

	Task Name: CPF Deduction Reports

	Task Description:

The CPF Deduction Reports will be used for generating employees CPF Deduction Reports for employees at particular location for given duration of Year Month.



	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 Reports ( Miscellaneous Report
2.  The Miscellaneous Report screen appears in Query mode.

3. To view the report, enter the Year Month and click on the  Generate CPF Deduction Report button.
4.To close the screen click on the Exit button.
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Field Description (Details)

	Field Name
	Field Type
	Data Type
	Description

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

	To YYYYMM
	Mandatory
	Numeric
	Enter the ToYear Month for which the report needs to be generated

	Employee Number
	Optional
	Numeric
	Select the Emp No for which report needs to be generated


10.30  LIC Recovery Detail

	Task Name: LIC Recovery Report

	Task Description:

LIC recovery report provides the basis for LIC deduction details of the site. Details include employee name, staff code, LIC policy number and LIC amount of a whole site or for particular employee. The report can also be shown on the basis of particular agency and agency site code.


	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 Reports(Remittance Reports(LIC Recovery Report.
2. The LIC Recovery Reportscreen appears in Query mode.

3. To view LIC details for a particular labour, select employee number from LOV, from year month, to year month& then click on the Generate LIC Recovery Report button.
4. To view LIC recovery details for a whole site at one go leave the employee number lov as blank, select year month & then click on the Generate LIC Recovery Report button.
5. If the user want to view the report for any particular supplier, select supplier number and supplier site from respective LOV’s
6. To close the screen click on the Exit button.


Field Description:

	Field Name
	Field Type
	Data Type
	Description

	Employee number
	Optional
	Number
	Select employee number from LOV

	From Year Month
	Mandatory
	Date
	Enter year month from which the report is needed

	To Year Month
	Mandatory
	Date
	Enter year month till which the report is needed

	Supplier Number
	Optional
	Number
	Select supplier name from LOV

	Supplier Site
	Optional
	Number
	Select supplier site from LOV


Screen shot of LIC Recovery Report:
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Screen shot of LIC Report:
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· For separate LIC recoveries (under different policy numbers), separate record should come along with the policy number, in the report.

· The Agency site/code will be shown as header and if the user runs the report for the unit as a whole than the report shall be generated supplier wise for all the employees i.e. page break after each Agency/Supplier.
10.31  Miscellaneous Schedule Reports
	Task Name: Miscellaneous Schedule Report (DPS/Dept.)

	Task Description:

The report gives you the details about various pay codes earnings or deductions given in process of salary and incentive. The pay codes include supplementary payment pay codes, various advances, allowances, loans or others.


	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 Reports(Remittance Reports (Miscellaneous Schedule Reports.
2. The Miscellaneous schedule Report screen appears in Query mode.

3. To view details for a particular year month and pay code, enter yyyymm & select pay code from LOV, then click on the Generate Report button.
4. There is also a provision in the report for Bank Loan/FCI Society Recovery. The user can see the report by selecting radio button for the same.

5. To view report chooses from yymm, to yymm and pay code for generating report, then click on Bank Loan/FCI Society Recovery Report button.

6. If the user wants to generate report for specific supplier number or site. Choose them from LOV, then click on generate report button.

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



Field Description:

Miscellaneous Schedule Report:

	Field Name
	Field Type
	Data Type
	Description

	YYYYMM
	Mandatory
	Date
	Enter yearmonth for which the payslip is needed

	Supplier Number
	Optional
	Number
	Select supplier name from LOV

	Supplier Site
	Optional
	Number
	Select supplier site from LOV

	Pay Code
	Mandatory
	Number
	Select Pay code from LOV


Bank Loan/ FCI Society Recovery Report:

	Field Name
	Field Type
	Data Type
	Description

	From Year Month
	Mandatory
	Date
	Enter year month from which the pay slip is needed

	To Year Month
	Mandatory
	Date
	Enter year month up to which the pay slip is needed

	Supplier Number
	Optional
	Number
	Select supplier name from LOV

	Supplier Site
	Optional
	Number
	Select supplier site from LOV

	Pay Code
	Mandatory
	Number
	Select Pay code from LOV


Screen shot of Miscellaneous Schedule report:
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Screen shot of Miscellaneous Schedule report:
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Screen shot of Bank Loan/ FCI Society Recovery Report screen and report.
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Point to remember in Bank Loan / FCI Society Recovery:
· While entering data in Maintain Direct payroll screen, regarding Bank loan recoveries and Co-operative Loan (against pay codes 397 and 396 respectively), with the respective account number.

· Account number regarding Bank loan recoveries and Co-operative Loan have to be fed in saving number field in Maintain Direct payroll, where the saving number field will be mandatory for pay codes Bank loan recoveries and Co-operative Loan (397 and 396 respectively).

· The report will display the bifurcated entries (in case of more than one loans/recoveries), with loan/recovery number, number of paid, total number of installments, as entered by the end user.

· If report run on blank parameter then it will show agency wise bifurcation of loan.

10.32 Monthly PF Detail Report
	Task Name: Monthly PF Detail Reports

	Task Description:

The Monthly PF Detail Reports will be used for generating employees Monthly PF Detail Reports for employees at particular location for given duration of Year Month.



	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 Reports ( Remittance Report
2.  The Remittance Report screen appears in Query mode.

3. To view the report, enter the Year Month and click on the  Generate Monthly PF Details button.
4.To close the screen click on the Exit button.
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Field Description (Details)

	Field Name
	Field Type
	Data Type
	Description

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


10.33 Professional Tax Schedule Report

	Task Name: PF Detail Reports

	Task Description:

The PF Detail Reports will be used for generating employees Monthly PF Detail Reports for employees at particular location for given duration of Year Month.



	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 Reports ( Remittance Report
2.  The Remittance Report screen appears in Query mode.

3. To view the report, enter the Year Month and click on the  GENERATE PROFESSIONAL TAX SCHEDULE REPORT button.
4.To close the screen click on the Exit button.


[image: image177.png]@ o ©

Site:HALL Headquarter(243)

Welcome (3119132)
PPROFESSIONAL TAX SCHEDULE REPORT

Professional Tax Schedule Report

vearvortn [ ]





Field Description (Details)

	Field Name
	Field Type
	Data Type
	Description

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


10.34 Remittance Invoice Report

	Task Description:

The Remittances Invoice Report will be used for generating employees Remittances Invoice report for employees at particular location for given Year Month.



	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 Reports ( Remittances Invoice Report
2.  The Remittances Invoice Report screen appears in Query mode.

3. To view the report, enter the Year Month and click on the Generate Remittance Invoice Report button.
4.To close the screen click on the Exit button.
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Field Description (Details)

	Field Name
	Field Type
	Data Type
	Description

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


10.35 DeductionDepotwiseReport
	Task Description:

The DeductionDepoWise  Report will be used for generating employees DeductionDepoWise Report for employees at particular location for given Year Month.



	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 Salary Reports ( Deduction DepoWise Report
2.  The Deduction DepoWise Report screen appears in Query mode.

3. To view the report, enter the Year Month and click on the Generate Deduction Detail Report button.
4.To close the screen click on the Exit button.
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Field Description (Details)

	Field Name
	Field Type
	Data Type
	Description

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

	Category
	Optional
	Characters
	Select the category from Drop Down.


10.36 EarningDepotwise Report
	Task Description:

The EariningDepoWise  Report will be used for generating employees EarningDepoWise Report for employees at particular location for given Year Month.



	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 Salary Reports ( Earning DepoWise Report
2.  The Earning DepoWise Report screen appears in Query mode.

3. To view the report, enter the Year Month and click on the Generate Earning Detail Report button.
4.To close the screen click on the Exit button.
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Field Description (Details)

	Field Name
	Field Type
	Data Type
	Description

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

	Category
	Optional
	Characters
	Select the category from Drop Down.


10.37 Generate Pay Slip(Super User)

	Task Name: Pay Slips Report

	Task Description:

The Pay-Slip Report will be used for generating individual employee pay-slip or pay-slip for all employees at particular location for given Year Month.

Report Details includes Earning components, Deduction components, Loan/Advance/Other Recovery Installments details i.e. No of Paid/Unpaid Installments, Projection i.e. (Taxable Earning, Income Tax), YTD i.e. (Taxable Earning, Income Tax, Professional Tax, CPF, VPF) and Annual Details i.e. (Transport, HR Rebate, Rebate u/s 80) also.


	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 Reports ( Generate Pay Slip(Super User)
2. The Pay Slip Report screen appears in Query mode.

3. To view the report, enter the Year Month and click on the Generate Pay Slip Report button. To view the report for a particular Employee, select the Employee No or CPF code  from the LOV and then click on the button.
4. To close the screen click on the Exit button.
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Field Description (Details)

	Field Name
	Field Type
	Data Type
	Description

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

	Employee Number
	Optional
	Numeric
	Select the Employee Number from the LOV


10.38 Salary Control Register Report

	Task Name: Salary Control Register Report

	Task Description:

The Salary Control Register Report will be used to get details of salary details and invoice details of all employees at given location.

Report will be available for a particular employee, Location as well as for a particular period.


	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 Reports (Salary Reports (  Salary control register
2. The Salary control register Report screen appears in Query mode.

3. To view the report, enter the From Year Month, To Year Month and click on the Salary control register Report button. To view the report for a particular Employee, select the Employee No or CPF code  from the LOV and then click on the button.
4. To close the screen click on the Exit button.
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Field Description (Details)

	Field Name
	Field Type
	Data Type
	Description

	Employee Number
	Optional
	Numeric
	Select the Employee Number from the LOV

	From Year Month
	Mandatory
	Numeric
	Enter the From Year Month for which the report is needed

	To Year Month
	Mandatory
	Numeric
	Enter the To Year Month for which the report is needed


10.39 Salary Invoice Reports
	Task Description:

The Salary Invoice Report will be used for generating employees Salary Invoice report for employees at particular location for given Year Month for a given Pay Code.



	Prerequisites for performing the task:

None


	Users who can perform the task:

Users from HR/EDP/Finance departments.



	Task Procedure

	29. In the main menu select Reports ( Salary Invoice Report
30. The Salary Invoice Report screen appears in Query mode.

31. To view the report, enter the Year Month and click on the Generate Salary Invoice Report button.

32. To close the screen click on the Exit button.
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Field Description (Details)

	Field Name
	Field Type
	Data Type
	Description

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

	Pay Code
	Mandatory
	Numeric
	Select the Pay Code from LOV.


10.40  PLI  Advance Outstanding Report
Basic Business Needs

This report displays opening balance of advance, Recovery amount of the advance, record of a new advance and outstanding amount which has to be recovered onwards. 

Field Descriptions:-

(i) Opening Balance:-This field shows opening balance of the financial year. 
(ii) Payment Made During the Financial Year:-This field contains the information of a new advance entered in the financial year. It displays the record on the basis of Invoice creation date.

(iii) Recoveries Made during the Financial Year:-This field contains the record of advance recovery done in the financial year via separation screen or supplementary. 
(iv) Outstanding Balance:- It shows the loan balance up till the given year month.

NOTE:- There may be a  scenario in case like transfer.

For e.g.:-Suppose an employee was present on 16 august on site X. On that date if site generates the report of August month then the employee will be appeared. If site transfer the employee and the employee joins site Y and then the site X generates the report of the same year month, the employee would not be appeared in report. 

Assumptions

None

Report Description

Report is a Employee facing report and will be given to individual employees of FCI. 

The description of each data element required in the report is as below—

Table 1
	Unique Field Name
	Field Description
	Source (Functional Area, Module, Field in Oracle Applications / Database, Field Name)
	Comments

	Year Month
	Enter the Year Month for which the report needs to be generated
	
	

	Advance Type
	Select the Advance Type for which the report needs to be generated.
	
	


Report  Heading/ Footers

Header/Footer is specified in the report data list above.

(i) FOOD CORPORATION OF INDIA,

(ii) Advance Details As On<Year Month>,

(iii) Advance Type <Pay Code>,

(iv) Advance Description<Pay Code Description>,

(v) Account Code<Account Code>,

(vi) Location<Location>

Report  Grouping

Outstanding as on (YYYYMM) ,  Advance Type
Report Parameters

You run the <Report Title> report from the Standard Report Submission form.  The following parameters will be used by the report.

1. Year month (mandatory)

2. Advance Type (mandatory)

Report  Layout

Usage Notes

Black = Boilerplate Text (Fixed text i.e. column titles etc.)
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10.41 Online I.T. Forecast Report

	Task Name: Online Pay Slips Report

	Task Description:

The IT Forecast Detail Report will be used to get projected tax details of all the employees at given location.

Report will be available for a particular employee for a particular month.



	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 Reports ( Online IT Forecast Report
2. The  Online IT Forecast Report screen appears in Query mode.

3. To view the report, enter the Year Month, Employee No, Access Key and click on the Generate IT Forecast Report button. To view the report for a particular Employee, select the Employee No or CPF code from the LOV and then click on the button.
4. To close the screen click on the Exit button.


Note:

Online IT Forecast Report of the separated employees will not be available after they are made inactive in the system.
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Field Description (Details)

	Field Name
	Field Type
	Data Type
	Description

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

	Employee Number
	Mandatory
	Numeric
	Select the Employee Number from the LOV

	Access Key
	Mandatory
	Password Type
	Enter Password in to Access Key


10.42 Online Salary Control Register Report

	Task Name: Salary Control Register Report

	Task Description:

The Salary Control Register Report will be used to get details of salary details and invoice details of all employees at given location.

Report will be available for a particular employee, Location as well as for a particular period.


	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 Reports ( Online Salary Control Register Report
2. The  Online Salary Control Register Report screen appears in Query mode.

3. To view the report, enter the Year Month, Employee No, Access Key and click on the Generate Salary Control Register Report button. To view the report for a particular Employee, select the Employee No or CPF code from the LOV and then click on the button.
4. To close the screen click on the Exit button.


Note:

Online Salary Control Register Report of the separated employees will not be available after they are made inactive in the system.
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Field Description (Details)

	Field Name
	Field Type
	Data Type
	Description

	From Year Month
	Mandatory
	Numeric
	Enter the From Year Month for which the report is needed

	To Year Month
	Mandatory
	Numeric
	Enter the To Year Month for which the report is needed

	Employee Number
	Mandatory
	Numeric
	Select the Employee Number from the LOV

	Access Key
	Mandatory
	Password Type
	Enter Password in to Access Key


11. Stopping Salary Processing of an Employee
	Task Name: Stop salary processing


	Task Description:

This stops the salary processing of an employee.



	Prerequisites for performing the task:

None.

	Users who can perform the task:

Users from HR/EDP departments who are dealing with Payroll/HR.



	Task Procedure

	1. Go to Employee Screen

2. Set the ‘pay status’ field to inactive.
3. To save the changes click on the Save button. After successful saving, message “Data Saved Successfully” is displayed. This will stop the salary processing of an employee.



12. Starting Salary Processing of an Employee and Arrear Calculation

	Task Name: Starting salary processing and arrear calculation.


	Task Description:

This step initiates the salary processing of an employee and arrear calculation for the period for which the salary was stopped.


	Prerequisites for performing the task:

Pay status of the employees should be inactive.

	Users who can perform the task:

Users from HR/EDP departments who are dealing with Payroll/HR.



	Task Procedure

	1. Go to Employee Screen

2. Set the ‘pay status’ field active.

3. To save the changes click on the Save button. After successful saving, message “Data Saved Successfully” is displayed.
4. To calculate arrear, in the main menu select Monthly Payroll -> Generate Basic Arrear and enter the details of the employee whose arrears needs to be generated.
5. Run the payroll. Employee’s current month salary as well as the salary for the past months will be processed.



13. HBA Insurance Premium Calculation
The HBA insurance premium is calculated at the end of the each financial year.

The total insurance premium is calculated as

Insurance premium = (Total outstanding/1000) * premium rate

Premium rate per thousand is at a fixed rate as defined by FCI.

14. Recovery of HRA for back dated Lease Accommodation
The Lease Accommodation Entry will be used to capture the Lease Accommodation details for recovery of HRA for backdated lease accommodation.
If an employee is provided Accommodation of the following type then he will not get HRA:

· Government Accommodation

· FCI Accommodation

· Spouse Government Accommodation (Spouse is in government job and have government accommodation)

If an employee is not provided Accommodation of the above type then he will get HRA.

If the lease accommodation start date of an employee is prior to the current date then the HRA will be recovered from the employee for the period for which he is availing the accommodation.

The amount to be recovered may be greater than monthly salary of the employee. So recovery will not be possible at a time. In that case the recovery to be done in multiple installments. Using this screen, the recovery plan can be entered into the system.
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15. Bulk Loan/Advance Detail
The Bulk Loan/Advance Detail will be used to capture the Loan or Advance payment in Bulk. Earlier Loan or Advance can be given to single employee at a time. And the same step has to repeat for all those employees who are eligible for that particular loan or advance. But by using this screen a particular loan or advance can be given to any number of employees at a time. This screen takes the employee number of all those employees which are to be excluded from the payment of Loan or Advance. The loan or advance will be given to the rest of the employees.
This screen takes ‘Loan Types’ from the drop down list, ‘Loan Amount’, ‘Sanction Date’, ‘Sanction No’, ‘Recovery start date’ in yyyymm format,  ‘No of principle installment’, ‘No of interest installment’, ‘Installment Amount’, ‘First Installment Amount’ and ‘Employee Number’ of all those employees which are to be excluded from the payment of Loan or Advance from LOV as inputs.

In the Employee Number to be excluded LOV, list of all those employees which are to be excluded from the payment of Loan or Advance are to be selected. By pressing save button the list of the employee which are to be excluded are shown in the detail box. The payment will be made to the rest of the employees on pressing the Save button..

The  ‘Employee Number’, ‘Employee Name’, ‘Designation’, ‘Category’ and ‘Present Place of Posting’ of the employees which are excluded from making the payment are shown in the detail block on pressing the Get Detail button.
16.  Salary Calculations for Employee Payroll
Salary Calculations for Employee Payroll

	Item
	Calculation basis
	Remarks

	
	Basic Salary Processing

	MHS Flag
	Before 1999:   After 1999, No
	MHS amt is deducted from employees salary if the MHS flag in the employee master contains the value before 1999 and after 1999. If the MHS flag is after 1999 then amt to be deducted depends upon the category of the employee and MHS master. If the MHS flag is before 1999 then the amount is deducted  from employees salary in 36 months instalment. The total amt to be deducted is the sum of BP + GP + NPA+ DA+Stagnation Increment of employees last salary. This deduction is applicable only to IDA pattern employees.


	Washing Allowance
	Monthly Rate  (Flag to be captured thru Employee Information)
	Given to employees on IDA pattern belonging to category III and IV.

The amt depends upon the washing allowance flag in employee master and data in the miscellaneous allowance master.

	NPA
	NPA Flag to be captured thru Employee Information)
	25%(basic + stag incr + Grade Pay). This allowance is given to doctors only and will be paid to employee only if NPA flag is checked in the employee master.

	Lunch Subsidy
	Lunch Subsidy Flag to be captured thru Employee Information.
	This allowance is given to employees on IDA pattern (Category III & IV) and depends upon the lunch subsidy flag in the employee master and the data in the miscellaneous allowance master.

	Transport Subsidy
	Monthly Rate * ( 1+ DA Rate). (Flag to be captured thru Employee Information)
	This allowance is given to employees on IDA pattern (Category III & IV) and CDA pattern and is based on the transport flag in the employee master. Category I and II employees on IDA pattern can opt for this allowance using BoB. CDA pattern employees are given the amount in the transport allowance master plus the DA theron.IDA pattern employees on category III and category IV are given the amount in the transport allowance master but amount will be recovered fully if leaves (any type) are for 15 days or more and vice versa. IDA category I & II are given the amount on the basis of percentage in the BoB. 



	Dusting Operator Allowance
	Dusting Operator Flag to be captured thru Employee Information.
	This allowance is given to IDA pattern employees .The amt is based on the flag in the employee master

	Operational Allowance
	Monthly Rate  (Flag to be captured thru Employee Information)
	This allowance is given to IDA pattern employees. The amt is based on the flag in the employee master

	HRA
	HRA = Basic  * City rate
	HRA is not given to those employees who are availing the lease accommodation.



	Double HRA
	HRA = Basic  * Double HRA City rate  ( Double HRA Flag and Double HRA city rate   to be captured thru employee information)
	

	Dearness Allowance
	DA = (BP + GP + Stag incr + NPA) * DA Rate
	

	Special Compensatory Allowance
	Remote Area, Tribal Area, Hill Comp, Project All, Bad Climate. The Remote Area Type to be defined thru Pay City Loc Map screen. Monthly rate defined separately for IDA and CDA Employees under Special Compensatory Allowance 6 PC screen.
	

	Special Duty Allowance
	Flag to be captured thru  Employee Information screen.
	Given to employees on IDA and CDA pattern. It is based on the flag and type of special duty allowance in the employee master.

	Other payments

	
	
	

	Encashment of LTC
	Amount to be entered thru LTC Payment Screen. Payment for the full amount entered thru the screen.
	

	Leave Encashment
	(Basic Pay + GP+ Stag_increment + NPA+DA)/30 * no of days
	

	Loans and Advances
	Running loans thru  Maintain direct payroll, New loans thru loans and advances screen.
	

	PLI
	PLI advance is given against PLI payment.PLI percent is declared for each financial year.PLI amount is computed on monthly basis subject to maximum salary of Rs.3500 .Amount is deducted from PLI payment for EOL ,HPL and EL above 30 days
	.

	Children Education allowance
	To be entered thru Over and Above payment Screen.
	

	Over time allowance
	Only for Ctg III and IV employees, Ceiling flag, if yes, cannot get more than 1/3rd of gross salary ( Basic+DA+GP+HRA+NPA)/182) OTA rate = hourly rate to be entered thru system * no of OTA hours
	

	Over and Above Payments
	Payment for - House Messenger Allowance, Reimb of Conveyance  Children Education Allowance, OTA, Night Shift Allowance, PLI payment,   Computer Allow, Cash Incentive, out of Pocket expense.
	

	Deduction of Benevolent fund
	Done automatically by the system.

The amt depends upon the in the miscellaneous allowance master.
	

	Deputation Allowance
	The system will restrict the Basic  if  current Basic+ Grade Pay +Deputation allowance  exceed the end basic of pay scale
	System will  accordingly decrease the Deputation Allowance.


Note :

1.  As per CR-254 Contribution by employees (except Deputation employees) increases from existing Rs. 10/ per month to Rs. 30/ per month from Dec 2012 salary.

2. For October 2012 and November 2012 salary the Benevolent fund difference amount of Rs. 40/ to be 

entered via Maintain Direct Payroll (Bulk) .
As per CR 85, the account heads for the Liability for CPF Components of Salary Invoices have been changed from 1556 to 1559. Also for  the Expense  for corporation CPF and EPS are reflected in the single line only.

CPF will be deducted in advance for 3 months before retirement. This functionality is deployed with effect from may 2012 Payroll cycle. For the employee who is retiring on or after 31-July-2012, three installments, one for current month and two for next two months will be deducted 3 months before retirement

( Refer Supplementary user Guide Section 4.11)
As per CR-385,CPF will be deducted in advance for 3 months before retirement only of retirement is of case SUPPERANNUATION.
b.DA Computation of 25% increase in allowances for IDA III and IV employees on DA Revision more than 50 % DA

The following allowances will increase automatically by 25 % whenever DA crosses 50%.

· Washing Allowance

· Transport Allowance

· Operational Allowance

· Dusting Operator

· Lunch Subsidy

· Special Compensatory Allowance

· Remote Area Allowances

· Hill Area Allowance

· Tribal Area  Allowance

· Bad Climate Allowance

· Project Allowance

Cash Handling Allowance is to be entered directly thru Employee Information screen. Arrears are to entered directly thru Maintain Direct Payroll. No Arrears will be generated thru System

Conveyance Reimbursements arrears are to be paid directly thru Over and Above screen.

Quarterly Medical Reimbursements Arrears are to be paid thru Medical Claim Bills under the option  Quarterly Medical Reimbursements – Arrears.

( Also refer Supplementary User Guide Section 1.5)

c.Population percentage added in Lease accommodation

For FCI accommodation and Govt. accommodation, population percentage for lease perquisites is mandatory and user can select any one of the available options out of 7.5, 10 and 15. For spouse accommodation, no need to select population percentage For third party lease and self lease, population percentage is fixed by the system.

( Also refer Supplementary User Guide Section 2.1)

d.Income Tax Computation for Employee Payroll module

Apart from the basic income tax computation, following changes are incorporated

1. The Income Tax computation for  Feb to consider only the actual savings declared through External savings. No Proposed savings to  be considered for tax calculation feb.  Units to update the proposed savings, to reflect only the actual savings in the system before running the payroll of Fed so that the impact of these savings are reflected in payroll for given financial year.

2. The Consider Maximum rebate check box to be disabled for Employee payroll for Feb and rebate on actual savings to be considered under Section 80C.

3. Taxable Medical Reimbursements are considered for Income Tax calculation after the applicable rebate

4. Children Education Allowance is considered for income tax after applicable exemption. Applicable Exemption amount is to be entered  employee-wise thru External savings screen under Pay Code 587 (Children Education Allowance Rebate). In case no exemption amount is entered, no rebate will be provided

5. Transport allowance rebate  in proportion to the months in-service in the current financial years for retirement cases, Proportionate Transport allowance for promotion cases from III to II in the current financial year

6. Pay Advance and Employer Contribution for CPF Advance Part Final is taxable

7. Inclusion of Other taxable Income – To be declared thru External savings

- Vehicle Perquisites   ( PayCode 588)

-  Income through NSC Interest (PayCode 560)

- Any other income declared under head (PayCode 583) such as Honorarium etc

8. Tax Deducted at other Sources ( Pay Code 555) to be declared under External savings

9. Tax rebate under Section 89 ( PayCode 573) to be declared under External savings
· TDS - Other Sources is also considered

· The Year end remittances are given separately for salary and other payments

e. CPF Remittance for II Category Employee while attaining a promotion in last year of the retirement.
1.If a II category  employee is getting promotion of type regular,adhoc or deployement during the period when just 1 year is left for the retirement then the parent zone for the same employee would not be changed and CPF amount will be remitted to the same zone.
2.For the verification at the user end, the same can be verified through CPF Schedule Report after the salary being processed.
(Also refer Section 1.2 and 4.1 of Supplementary User Guide).
f. MHS Auto Deduction.
1. System will deduct MHS amount of an employee before 3 years of his/her retirement date, who are employed before the year 1999.

2. MHS total deduction amount is equal to last month (i.e. retirement month) Basic +D.A.

3. Instead of deducting whole MHS amount in once, in the last month, it will be deducted based on below formula on the basis whether an employee’s retirement date is after 3 years:

Instalments amount = Current month (Basic + D.A.)/no. of month left for his retirement.

Before the retirement month same above formula will be used and on retirement month remaining final amount would be deducted at once.
4. Amount deducted through monthly payroll process, will be reflected in pay-image against pay-code 371 on deduction side.

5. MHS deduction amount will be deducted only for employees who will be retiring in next 3 year.
6. MHS recovery can be stopped for the cases where employee is availing facility from the spouse. This flag will only be governed via super user screen only. 
g. Contributory Social security
1. Contributory Social security Scheme applicable for all active employees (except Deputation employees).

2. There would be no Pro-Ration and it would  not be  affected by number of Leaves. The fixed amount Rs. 70 would be deducted for all employees (except Deputation employees) who are getting salary.

3. Rs. 70/ per month will be applicable from Dec 2012 salary.

4. For October 2012 and November 2012 salary the Contributory Social security Scheme amount of Rs. 140/ to be entered manually through Maintain Direct Payroll (Bulk) .

17. CPF Approval Screen.

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) is 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.
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18. Zone Surrender Screen.

This screen is provided when employee/labour wants to change their zone i.e. it is sole employee wish to change the zone. The screen will also be used when employee is promoted, then also it depends on zonal office to change zone or not.

After saving data in the screen it will go on CPF Approval screen to approve and authenticate it.
Only on approval/authentication all the balances of CPF will be transferred to Destination Zone.
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.
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	Designation
	Read Only
	Characters
	Employee Designation is filled automatically

	Category
	Read Only
	Characters
	Employee Category is filled automatically

	Employee Type
	Read Only
	Characters
	Employee Type is filled automatically

	CPF Code
	Read Only
	Characters
	CPF Code is filled automatically

	Present Place of Posting
	Read Only
	Characters
	Filled automatically

	Date of joining (Present details)
	Read Only
	Characters
	Filled automatically

	Employee Status
	Read Only
	Characters
	Filled automatically


Field Description (Reinstate Details)

	Field Name
	Field Type
	Data Type
	Description

	Reinstate Eff. Date
	Mandatory
	Date
	Select the Reinstate Effective Date

	Reinstate reason
	Optional
	Characters
	Enter the Reinstate Reason

	Intervening Period
	Mandatory
	Characters
	Select the Reinstate Type from the Drop Down List



Functional Overview – PLI Foreclosure

PLI Foreclosure screen allows to close the PLI Advance.

Master Information Block Behaviour

	Insert Allowed
	Yes

	Query Allowed
	Yes

	Restrict Data Displayed
	Valid employee number in the system

	Order Data
	Employee Number and detail wise

	Scroll Bar
	Yes 


	Field Name
	Visible*
	Query able
	Entry Allowed
	Updateable
	List of Values Attached
	Required Field
	Validation Rules
	Comments

	Employee No.
	Yes
	Yes
	Yes
	No
	Yes 
	Yes 
	Enter Valid employee number
	Employee 

	Employee Name
	Yes
	No
	No
	No
	No
	Yes 
	View Only
	Name 

	Designation
	Yes
	No
	No 
	No
	No
	No 
	View Only
	Designation

	Category
	Yes
	No
	No 
	No
	No
	No 
	View Only
	Category

	CPF Code
	Yes
	No
	No 
	No
	No
	No
	View Only
	CPF Code

	Emp Status
	Yes
	No
	No 
	No
	No
	No 
	View Only
	Emp Status

	Employee Type
	Yes
	No
	No 
	No
	No
	Yes 
	View Only
	Employee Type


19.  PLI Foreclosure Payment Details:

	Field Name
	Visible*
	Query able
	Entry Allowed
	Updateable
	List of Values Attached
	Required Field
	Validation Rules
	Comments

	Fin Year
	Yes/No
	Yes/No
	Yes/No
	Yes/No
	Yes/No
	No 
	Fin Year populated   in number
	Not Enterable

	PLI Amount
	Yes
	No
	Yes
	No
	Yes
	No 
	Amount populated in number
	Not Enterable

	Outstanding Principal
	Yes
	No
	No
	No
	No
	No
	OP populated in number
	Not Enterable

	Receipt Amount
	Yes
	No
	Yes
	No
	No
	Yes
	Receipt Amount populated in number
	Not Enterable

	Receipt No
	Yes
	No
	Yes  
	No
	No
	Yes 
	Receipt No in number
	Not Enterable

	Invoice Number
	Yes
	No
	No 
	No
	No
	No
	Invoice No in number
	Not Enterable


PLI Foreclosure Screen:- A new screen PLI Advance Foreclosure (employee-wise) has been developed. The foreclosure amount will be the balance amount of PLI Advance. Once the PLI is foreclosed then the corresponding balance will become zero.  At foreclosure, a credit memo will be generated. The accounting of the same will be created in the present financial year.

[image: image190.png]mployee
Information

(2]

Welcome (5119132)

PLI FORECLOSURE

Employee Header

A
) | Employee Name
Designation Category
Employee Type Employee Status
cor Code

Fin Year PLI Amount

Outstanding princpal Recaipt Amount [ ]
Receiptie [ ] Tt e





Assumptions:-

1. The Advance which is considered in the final settlement cannot be foreclosed.

2. The foreclosure screen will be available at the super user level. 

3. The PLI of retired employee cannot be foreclosed.

4. System will not allow the payment prior to the joining financial year.

5. No partial foreclosure will be allowed.

6. System will not allow any kind of partial Advance payment. For e.g. Suppose PLI Advance is already paid to an employee/labor of ‘X’ fin year and now he wants to revise it then the system would not allow the repayment.

7. Since our schedule reports work on created time, therefore the correct schedule will be reflected in the report of year month equal or greater than the year month in which data fix is done.
19.1. PLI Payment Cancellation

	Task Name: PLI Payment Cancellation


	Task Description:

The screen allows user to cancel PLI Final Payment invoice of the employees of the organization.


	Prerequisites for performing the task:

Any user who has the knowledge and permission of the payroll section can use the screen.



	Users who can perform the task:

Authorized usage. Only those can use who have access and permission to the screen.



	Task Procedure

	a. From the main menu select Other Payments  ( PLI Payment Cancellation.
b. The PLI Payment Cancellation screen appears in Query mode.
2. To view details of all the employees who have got PLI Final Payment, enter Financial Year (YYYYYY) (Mandatory),select Location from the LOV, select the employee number of the selected location from the LOV  and then click on Get Detail button. 
3. Now click on the Cancel Invoice button to cancel the invoice.
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Field Descriptions (PLI Payment Header)
	Field Name
	Field Type
	Data Type
	Description

	Financial Year
	Mandatory(in Query mode)
	Numeric
	Enter Financial Year (YYYYYY) to view the details for which PLI Final Payment is made.

	Location
	Mandatory
	Numeric
	Select location from the LOV.

	Employee
	Mandatory
	Numeric
	Select Employee Number from LOV.


20. CR Deployments
CR-58:
As per CR-58, there is modification in double HRA functionality of the system. Now, the user will not have the option to select double HRA flag and system will not calculate the double HRA amount. The user has to manually calculate and enter the amount. This change is applicable from 01st May, 2019 
21. PRMS Medical Claim

This Module Enables to make entry for Medical claim for retired Employees.
Post-Retirement Medical Scheme(PRMS) of the Corporation applicable to the Employees of the Corporation (Category I, II, III and IV) only in supersession of the Medical Scheme for Retired employees
FCI-PRMS should be applicable to (Category I, II, III and IV) employees effective from 01-04-2016.

21.1
 PRMS Medical Claim Screen

	Task Name: PRMS Medical Claim Bills


	Task Description:

This Module Enables to make entry for Medical claim for retired Employees.

Medical Bills can be submitted under different medical codes i.e.Indoor Treatment Reimbursement, Indoor Treatment (Direct Payment System), Outdoor Treatment,

	Prerequisites for performing the task:

None.



	Users who can perform the task:

Users from HR/EDP departments who are dealing with Payroll/HR.



	Task Procedure

	10. From the main menu select Misc Transactions( PRMS Medical Claim(PRMS Medical Claim Bills
11. The PRMS Medical Claim screen appears in Query mode.
12. To view all the existing details from the current location, 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.
13. To insert a new entry, click on the insert mode.

14. Select the payment code.

15. Select the Employee from the LOV, enter the details and save the data.

16. To send the invoice click on the Send Invoice button.

17. GO button can be used to switch between records.
18. To close the screen, click on the Exit button.
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Field Descriptions (Header for Employee Details)

	Field Name
	Field Type
	Data Type
	Description

	Employee No
	Mandatory
	Numeric
	Select the Employee No from the LOV .Enter the employee details to fetch LOV Details 

	Payment Code
	Mandatory
	Characters
	Select the Payment Code

	Financial Year
	Mandatory
	Numeric
	Enter Financial year in YYYYYY format

	Quarter
	Mandatory
	Characters
	Select from Drop down

	Medical Amount
	Mandatory
	Numeric
	Enter the amount

	Bill Date
	Mandatory
	Date
	Select the Date

	From Date
	Mandatory
	Date
	Select the Date

	To Date
	Mandatory
	Date
	Select the Date

	Bill Against
	Optional
	Characters
	Select from the List

	Dependent Name
	Mandatory if Bill Against Dependent
	Characters
	Select from the LOV

	Taxable Indicator
	Mandatory
	Characters
	It can be Yes/No.

	IT Ded Amount
	Optional
	Numeric
	Enter the amount

	Supplier Number
	Disable
	Characters
	It is disabled for all medical codes. Except for direct payment system 

	Supplier Site
	Disable
	Characters
	It is disabled for all medical codes. Except for direct payment system

	Remarks
	Optional
	Characters
	Enter the remarks

	Invoice Number
	Read Only
	Numeric
	Filled automatically

	Net Amount
	Read Only
	Numeric
	Filled automatically

	Opening Balance
	Read Only
	Numeric
	Filled automatically once  medical amount is entered.

	Claimed Ceiling
	Read Only
	Numeric
	Filled automatically once  medical amount is entered.

	Closing Balance
	Read Only
	Numeric
	Filled automatically once  medical amount is entered.
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A cancel button has been provided in Medical Claim screen. In case FCI End User sends invoice of wrong amount or wrong employee then they will be able to cancel/delete the invoice from Payroll after cancellation of the invoice from Apps. 

The user will be able to cancel/delete an invoice from payroll only if the invoice is posted from that site and remittance of that payroll month is not done and the invoice is cancelled from Apps.

The user will not be able to cancel /delete an invoice after remittance has been done.

The user will not be able to cancel /delete an invoice if the invoice is not cancelled from Apps.

The user can cancel the invoice before posting of salary is done of the current payroll month.

	Sno
	CATEGORY
	Applicable pay codes

	1
	Category -I
	Indoor Treatment (DPS)

	2
	Category -II
	Indoor Treatment (DPS)

	3
	Category -III
	Indoor Treatment (DPS)

	4
	Category -IV
	Indoor Treatment (DPS)

	5
	Category -I
	Indoor Treatment Reim

	6
	Category -II
	Indoor Treatment Reim

	7
	Category -III
	Indoor Treatment Reim

	8
	Category -IV
	Indoor Treatment Reim

	9
	Category -I
	Outdoor Treatment

	10
	Category -II
	Outdoor Treatment


21.2
PRMS CEILING ADJUSTMENT
	Task Name: Prms Ceiling Adjustment


	Task Description:
This Screen Allows user to Adjust Applicable Ceiling for A Specific. Employee based on financial year.
Adjustment Will only be applicable for Indoor Treatments

	Prerequisites for performing the task:

None.



	Users who can perform the task:

Users from HR/EDP departments who are dealing with Payroll/HR.



	Task Procedure

	1. From the main menu select Misc Transactions( PRMS Medical Claim( Prms Ceiling Adjustment
2. The PRMS CEILING ADJUSTMENT screen appears in Query mode.
3. To view details, specific to an employee, select the Employee No from the LOV and then click on the Execute icon.
4. To insert a new entry, click on the insert mode.

5. Select the Employee from the LOV, enter the details and save the data.

6. Select   Adjustment Type.

7. Select the Financial Year for which adjustment is being done select pay mode.

8. Enter Remarks (Optional).

9. Click on adjustment buttons 

10. Click on save icon to save the data .

.
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User will be able to verify the entries for ceiling adjustment  in Query mode for the page  and will not be available in new mode .

	Sno
	CATEGORY
	Applicable pay codes

	1
	Category -I
	Indoor Treatment Reim

	2
	Category -II
	Indoor Treatment Reim

	3
	Category -III
	Indoor Treatment Reim

	4
	Category -IV
	Indoor Treatment Reim


Note:  Ceiling will be common for Indoor Treatment Reim and Indoor Treatment DPS.

21.3 PRMS Medical Report
	Task Name: Medical Claim


	Task Description:
This Screen Allows user to generate Report for Medical claims made in a financial year.

There are Two Modes for the report  

1.) Site Wise
2.) Employee Wise

	Prerequisites for performing the task:

None.



	Users who can perform the task:

Users from HR/EDP departments who are dealing with Payroll/HR.



	Task Procedure

	1. From the main menu select Reports( PRMS Medical Report
2. The PRMS Medical Report screen appears in Query mode.
3. Enter the financial year for which the report needs to be generated.

4. Select Desired Mode of Report Either Site Wise or Employee Wise.

5. In case Employee Wise Kindly Select Employee from employee LOV

6. Click on generate report.
7. Report will be generated 
.




Report Layout:

Site Wise:
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Employee Wise:
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User Guide:        Employee Manual
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