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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 Labour Payroll related activities in TechM Payroll Management System.

About this Guide

This user’s guide provides complete and detailed information on performing the Labour 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 TechM Payroll Management System is a customized solution to meet payroll requirements of Food Corporation of India. 

1. Master 

1.1. NWNP LABOUR MINIMUM WAGE INFORMATION
	Task Name: Maintain NWNP LABOUR MINIMUM WAGE INFORMATION



	Task Description:

The screen allows the user to view/create NWNP Labour minimum wage information. The NWNP Labour minimum wage information is different based on city type (depends on the population census).


	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 Masters(NWNP LABOUR MINIMUM WAGE INFORMATION
2. The NWNP LABOUR MINIMUM WAGE INFORMATION screen appears in Query mode.

3. To view all the existing NWNP LABOUR MINIMUM WAGE INFORMATION click on the Execute icon.  To view records specific to the Effective Date, select the effective Date and then click on the Execute icon. To get the details of the rates, click on the Get Detail button.

4. To insert new wage info, click on the Insert icon.  Select the Effective From date. To add an operation, click on the Add row button, fill the relevant fields and save the data. While inserting, the previous operations are not maintained. Effective Date cannot be lesser than the previous Effective Date. When the new rates are saved, the previous rates are automatically End Dated.

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

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)
	Field Name
	Field Type
	Data Type
	Description

	Effective From
	Mandatory
	Date
	Select the Effective Date of the SOR rates

	Effective End Date
	Read Only
	Date
	Filled automatically, whenever new rates are saved


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

	City type
	Mandatory
	Characters
	Enter the kind of operation done

	Basic wages
	Mandatory
	Characters
	Enter the kind of operation done

	Variable Dearness Allowance
	Mandatory
	Characters
	Enter the kind of operation done


1.2. NWNP Labour SOR Information
	Task Name: Maintain NWNP Labour SOR Information



	Task Description:

The screen allows the user to view/create NWNP Labour SOR Details. 

The SOR (Schedule of Rate) is different in different Depots. The screen is provided at the DO(District Office) level to maintain the SOR rates for various depots under them.

	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 selectMasters(NWNP Labour SOR Details
2. TheNWNP Labour SOR Detailsscreen appears in Query mode.

3. To view all the existing SOR rates records click on the Execute icon.  To view records specific to the Effective Date, select the effective Date and then click on the Execute icon. To get the details of the rates, click on the Get Detail button.

4. To insert new SOR rates, click on the Insert icon.  Select the Effective From date. To add an operation, click on the Add row button, fill the relevant fields and save the data. While inserting, the previous operations are not maintained. Effective Date cannot be lesser than the previous Effective Date. When the new rates are saved, the previous rates are automatically End Dated.

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

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)
	Field Name
	Field Type
	Data Type
	Description

	Region
	Read Only
	Characters
	Filled automatically

	Effective From
	Mandatory
	Date
	Select the Effective Date of the SOR rates

	Effective End Date
	Read Only
	Date
	Filled automatically, whenever new rates are saved


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

	Kind of Service/Operation
	Mandatory
	Characters
	Enter the kind of operation done

	Orig Rate

(Bag Up to 65 kg)
	Mandatory
	Numeric
	Enter the amount of bags up to 65 kg

	Orig Rate

(Above 65 kg)
	Mandatory
	Numeric
	Enter the amount of bags up to 65 kg


1.3. NWNP Labour ASOR Rates

	Task Name:Maintain NWNP Labour ASOR Rates


	Task Description:

The screen allows the user to view/create the NWNP Labour Above Schedule of rate Details. The Labour ASOR rates are maintained here. User can view the current as well as the previous rates defined. The ASOR rates are different for different depots.The screen is provided at the DO(District Office) level to maintain the SOR rates for various depots under them.

	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 selectMasters(Labour ASOR Details
2. TheLabour ASOR Detailsscreen appears in Query mode.

3. To view all the existing ASOR rates click on the Execute icon. 

4. To view rates specific to an Effective Date, select the Effective Date and click on the Execute icon.

5. To insert new rates, click on the Insert Icon. Select the Effective Date and fill the rates and save the data. Effective Date cannot be lesser than the latest Effective Date. When the new rates are saved, the previous rates are automatically End Dated.

6. To save a record, click on the Save button. After successfully saving “Data successfully saved is displayed”.

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 Description (Header)

	Field Name
	Field Type
	Data Type
	Description

	Effective From
	Mandatory
	Date
	Select the Effective From Date


Field Description (NWNP Labour ASOR Details)

	Field Name
	Field Type
	Data Type
	Description

	Piece of Rate
	Mandatory
	Numeric
	Enter the Piece of Rate

	MGW Sardar
	Mandatory
	Numeric
	Enter the Minimum Guarantee Wage for Sardar

	MGW Mandal
	Mandatory
	Numeric
	Enter the Minimum Guarantee Wage for Mandal

	MGW Ancillary Labour
	Mandatory
	Numeric
	Enter the Minimum Guarantee Wage for Ancillary Labour

	MGW Handling Labour
	Mandatory
	Numeric
	Enter the Minimum Guarantee Wage for Handling Labour


1.4. Maintain Workslip Details for NWNP Labours

	Task Name: Maintain work slip details for labours 



	Task Description:

The screen allows the user to view/create work slip details for NWNP Labours. Workslips are calculated Gang wise. For a Labour to appear in a workslip, his Effective To date should be greater then the workslip Date.



	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 selectMasters( Maintain Workslip  Details (NWNP Labours)
2. TheMaintain Workslip Details for NWNP Laboursscreen appears in Query mode.

3. To view the work slip, select the Gang Name and click on the Execute icon. To view work slips specific to a Work slip date, select the Work slip date and then click on the Execute icon. To get the details, click on the Get details button.

4. To insert a workslip, click on the Insert icon. Select the Gang Name, Workslip Date and the Bag Type.

5. Continue Work Check box for the labours who are working while the day changes i.e. the labour work from 20:00 hours to 05:00 hours. The labour will get Double OTA for those hours of work instead of Single OTA. 

6. If the labour is present but performs no work because of coming late or any other reason, there is an operation while feeding the workslip ‘Present But No Work Operation. 

7. Present But No Work Operation this operation can be feed before 10:00 hours and after 17:30 hours and for this hourly rate will be (MGW/7)

8. Keeping mind that operation OTA will be calculated accordingly.
9. Add Row button can be used to enter a new type of work for the same workslip date and Gang. 

10. To delete an empty row, select the row & then click on the Delete Row button. Already saved records cannot be deleted.

11. To save a record, click on the Save button. After successfully saving “Data SavedSuccessfully”.

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

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



1. Check is incorporated for not to allow giving End date to a gang when the workslip is entered for the subsequent dates ( Refer Supplementary user Guide Section 1.11).

2. Another check is to prevent entry of duplicate workslip details. No two workslips can have same combination of operation, norm type, slab(if applicable) and time frame(i.e. it should not be a subset of any workslip time frame entered earlier) on any day. The system shows an appropriate pop-up message as soon as duplicity is detected. 

3. If a NWNP labour is transferred from one gang to another in the same DO or some other DO then his work slip should will filled before the transfer date.

( Refer Supplementary user Guide Section 2.6).
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Field Description (Header)

	Field Name
	Field Type
	Data Type
	Description

	Gang Name
	Mandatory
	Characters
	Enter the gang name

	Workslip Date
	Mandatory
	Date
	Enter the date

	Bag Type
	Mandatory
	Characters
	Select the Bag type from the Drop Down List


Field Description (Details)

	Field Name
	Field Type
	Data Type
	Description

	Type of Work
	Mandatory
	Characters
	Select the type of work

	No of Bags
	Mandatory
	Numeric
	Enter the number of bags

	Start Time (HH:MM)
	Mandatory
	Numeric
	Enter the Start Time of the work (HH:MM)

	End Time
	Mandatory
	Numeric
	Enter the End Time of the work (HH:MM)

	List of Employees
	Mandatory
	Numeric
	Select the Employees from the LOV


1.5. MAINTAIN CITY TYPE LOCATION MAPPING

	Task Name: MAINTAIN CITY TYPE LOCATION MAPPING



	Task Description:

The screen allows the user to view City Type Location Mapping for NWNP Labours. Select location and perform execute operation to see the details. 

	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 Masters( MAINTAIN CITY TYPE LOCATION MAPPING 
2. The MAINTAIN CITY TYPE LOCATION MAPPING for NWNP Labours screen appears in Query mode.

3. Get Deatils button can be used to see all the details releted to city mapping. 
4. To delete an empty row, select the row & then click on the Delete Row button. Already saved records cannot be deleted.

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

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

	Field Name
	Field Type
	Data Type
	Description

	DP Location
	Mandatory
	Characters
	Enter the depot. location


Field Description (Details)

	Field Name
	Field Type
	Data Type
	Description

	location
	Mandatory
	Characters
	Select the type of location

	Remote arear type
	Mandatory
	Numeric
	Remote area type

	Eff from (HH:MM)
	Mandatory
	Numeric
	Enter the Start Time of the work (HH:MM)

	Eff to 

(HH:MM)
	Mandatory
	Numeric
	Enter the End Time of the work (HH:MM)


1.6. NWNP LABOUR OPERATION INFO

	Task Name: NWNP LABOUR OPERATION INFO


	Task Description:

The screen allows the user to view/create the NWNP Labour operation info. 


	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 Masters( NWNP LABOUR OPERATION INFO
2. The NWNP LABOUR OPERATION INFO screen appears in Query mode.

3. To view all the existing records click on the Execute icon. 

4. To view specific records, specify the available field and click on the Execute icon.

5. To insert a new labour operation into the organization, click on the Insert icon. Fill the relevant data and save the record.

6. To save a record, click on the Save button. After successfully saving “Data successfully saved is displayed”.

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 Description (Header)

	Field Name
	Field Type
	Data Type
	Description

	Eff from (HH:MM)
	Mandatory
	Numeric
	Enter the Start Time of the work (HH:MM)

	Eff end (HH:MM)
	Mandatory
	Numeric
	Enter the Start Time of the work (HH:MM)


2. LABOUR DETAILS

2.1. Maintain NWNP Labour Details
	Task Name: NWNP Labour Information



	Task Description:

The screen allows the user to view/create the NWNP Labour Details. Any new labour can be made to join the organization using this screen.

The screen is divided into two parts. The Payroll and HRMS details of the labour are also maintained here. 

	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 Masters( Labour Information ( Maintain NWNP Labour Details
2. The NWNP Labour Details screen appears in Query mode.

3. To view all the existing labour records click on the Execute icon. 

4. To view specific records, specify the available field and click on the Execute icon.

5. To insert a new labour into the organization, click on the Insert icon. Fill the relevant data and save the record.

6. To save a record, click on the Save button. After successfully saving “Data successfully saved is displayed”.

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 (Detail Information of Employee)
	Field Name
	Field Type
	Data Type
	Description

	Prefix
	Optional
	Drop Down List
	Select the prefix from Drop Down List

	First Name
	Mandatory
	Characters
	Enter the first name of the employee

	Middle Name
	Optional
	Characters
	Enter the middle name of the employee

	Last Name
	Mandatory
	Characters
	Enter the last name of the employee

	Designation
	Mandatory
	Characters
	Select from the LOV

	PF Type
	Read Only
	Characters
	Filled automatically

	CPF Code
	Mandatory
	Numeric
	Enter the CPF Code

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

	Present Place of Posting
	Mandatory
	Characters
	Select from the LOV

	Date of Joining FCI
	Optional
	Date
	Select the Date

	Date of Joining (Present Place of Posting)
	Mandatory
	Date 
	Select the Date

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


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

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

	Pay Status Changed Date
	Mandatory
	Date
	Select the Date

	FPS Number
	Optional
	Numeric
	Enter the FPS Number

	EPS Payment
	Mandatory
	Drop Down List
	Select from the Drop Down List

	Entitlement Date
	Mandatory
	Date
	Select the Date
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Field Descriptions (HRMS Details)
	Field Name
	Field Type
	Data Type
	Description

	Date of Birth
	Mandatory
	Date
	Select the Date

	Gender
	Mandatory
	Drop Down List
	Select from the Drop Down List

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

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

	Home town
	Optional
	Characters
	Enter the home town of the employee

	Handicapped
	Optional
	Drop Down List
	Select  from the Drop Down List

	Handicapped eff Date
	Mandatory
	Date
	Select the Date

	Retirement Date
	Optional
	Date
	Enter the Date

	Category
	Mandatory
	Drop Down List
	Select from the Drop Down List

	Physically handicapped Type
	Mandatory
	Drop Down List
	Select from the Drop Down List

	Religion
	Mandatory
	Drop Down List
	Select from the Drop Down List

	Ex-servicemn
	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


Note:-

3.  From now onwards the bank details and PAN details of employee are mandatory to be entered.

4. 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”.

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

4.   After Reclassification of HRA city Type of a location, The HRA city type of 

      all labors associated with that location will be updated automatically by the system.
2.2. Maintain NWNP Labour Details (Admin)
	Task Name: NWNP Labour Information (Admin)



	Task Description:

The screen allows the super user to view/update the NWNP Labour Details. 

The screen is divided into two parts. The Payroll and HRMS details of the labour are also maintained and could be changed here. 

	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 Masters( Labour Information ( Maintain NWNP Labour Details (Admin).
2. The NWNP Labour Details (Admin) screen appears in Query mode.

3. To view all the existing labour records click on the Execute icon. 

4. To view specific records, specify the available field and click on the Execute icon.

5. To insert a new labour into the organization, click on the Insert icon. Fill the relevant data and save the record.

6. To save a record, click on the Save button. After successfully saving “Data successfully saved is displayed”.

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 (Detail Information of Employee):
	Field Name
	Field Type
	Data Type
	Description

	Prefix
	Optional
	Drop Down List
	Select the prefix from Drop Down List

	Employee Number
	Locked
	Number
	Shows the employee number for which data is to be changed.

	Staff Code
	Locked
	Characters
	Shows the staff code of the selected employee.

	First Name
	Mandatory
	Characters
	Enter the first name of the employee

	Middle Name
	Optional
	Characters
	Enter the middle name of the employee

	Last Name
	Mandatory
	Characters
	Enter the last name of the employee

	Designation
	Mandatory
	Characters
	Select from the LOV

	PF Type
	Read Only
	Characters
	Filled automatically

	Old CPF Code
	Locked
	Number
	Shows the old CPF code for selected employee.

	New CPF Code
	Mandatory
	Numeric
	Enter new CPF Code.

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

	Present Place of Posting
	Mandatory
	Characters
	Select from the LOV

	Date of Joining FCI
	Optional
	Date
	Select the Date

	Date of Joining (Present Place of Posting)
	Mandatory
	Date 
	Select the Date

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


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

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

	Current MGW
	Locked
	Number
	Shows basic(MGW) of labour.

	Pay Status Changed Date
	Mandatory
	Date
	Select the Date

	FPS Number
	Optional
	Numeric
	Enter the FPS Number

	EPS Payment
	Mandatory
	Drop Down List
	Select from the Drop Down List

	Entitlement Date
	Mandatory
	Date
	Select the Date

	EPS Separation Reason
	Optional
	Drop down
	Shows the EPS separation type of labour.

	EPS Separation date
	Optional
	LOV
	Shows the EPS separation date of labour.

	Pan Number
	Optional
	Character
	Shows the PAN number of the labour.


Screenshot of NWNP Labour Info (Admin) screen:
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Field Descriptions (HRMS Details):
	Field Name
	Field Type
	Data Type
	Description

	Date of Birth
	Mandatory
	Date
	Select the Date

	Gender
	Mandatory
	Drop Down List
	Select from the Drop Down List

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

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

	Home town
	Optional
	Characters
	Enter the home town of the employee

	Handicapped
	Optional
	Drop Down List
	Select  from the Drop Down List

	Handicapped Effective Date
	Mandatory(if Answer of handicapped is ‘Yes’)
	Date
	Select the Date

	Retirement Date
	Optional
	Date
	Enter the Date

	Category
	mandatory
	Drop Down List
	Select  from the Drop Down List

	Physically handicapped Type
	Mandatory
	Drop Down List
	Select from the Drop Down List

	Religion
	Mandatory
	Drop Down List
	Select from the Drop Down List

	Ex-servicemn
	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


Note :- The screen allows  to change pay status of  permanent employees from inactive to active . But it doesn’t allow to  change pay status of permanent employee from active to inactive.
2.3. Employee Transfer (NWNP)
	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 to 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) 
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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
	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


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.

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

2.4. 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.


2.5. Employee Separation & Final Settlement for NWNP Labours

	Task Name: Employee Separation & Final Settlement for NWNP Labours 



	Task Description:

The screen allows the user to separate labors and final settlement will be done for NWNP Labours. For separated labour the amount regarding to salary and incentive is calculated and his invoice would be send separately as of other labors at site through release salary and release incentive tab. His deductions would be made on priority bases as from Salary, Incentive and Gratuity.



	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 selectLabour Information(Employee Separation & Final Settlement.
2. In Insert mode first select the employee number from the LOV.

3. Choose the Separation date and separation typeof the labour you want to separate. For back dated separation first delete work slip of current payroll month and save the data.
4. To save a record, click on the Save button. After successfully saving “Data Saved Successfully” is displayed.

5. Once the entry is saved and after running the payroll the deductions will be shown in right hand side.

6. For any remaining deductions there is an ‘Add row’ button.

7. For Final Settlement the user has to send the invoice for Gratuity ‘Gratuity Invoice no.’.

8. Through this screen all the recovery and earnings are done and last payment will be made to the labour.

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




Screenshot of Compute Final Settlement Screen:
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Field Description:

	Field Name
	Field Type
	Data Type
	Description

	Employee Number 
	Mandatory
	Number
	Select from the LOV

	Separation Date 
	Mandatory
	Date
	Enter the date

	Separation Type
	Mandatory
	Character
	Enter the Type of separation through labour has separated

	Pay code
	Optional
	Number
	Deduction according to the pay code

	Description
	Optional
	Character
	For pay code deduction to be done

	Amount
	Optional
	Float
	Amount to be deducted


2.6. Employee Master Search
	Task Name: Employee Master Search


	Task Description:

The screen allows the user to view Employee details and  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.



Screenshot of Employee Information Screen:
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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


     2.7. 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 Labour 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


     2.8. 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


3. MONTH END & MONTHLY PAYROLL

3.2. Initialize Payroll Data

	Task Name: Initialise Payroll Data



	Task Description: 

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 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  :

a) Employee’s company joining date is greater than 16th Nov, 1995.
b) Employee’s EPS Flag is ‘N’ and FPS number is null.

c) 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 , and not by the users.



	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.
6. Initialize payroll will process the salaries of only those employees whose attendance has been marked. If the attendance is not marked then salary of that employee will not be processed for that month.
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Note: A check is been implemented in the system that on Initialization of Payroll that is before clearing transactions of previous month payroll will not be initialized. This is  in context of both modules, NWNP.

3.3. Create Pay Roll Transaction

	Task Name: Create Payroll Transaction 



	Task Description: 

The screen deals with the creation of different payroll related transactions related to loans, and Savings. The objective is to store all transactions 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

	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.




3.4. Calculate NWNP Labour MGW

	Task Name: Calculate NWNP Labour MGW

	Task Description:

The screen allows the user to calculate NWNP Labour Minimum guarantee Wage.



	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 selectMonthly Payroll( Calculate NWNP Labour MGW
2. TheCalculate NWNP Labour MGWscreen appears in Query mode.
3. To calculate the NWNP Labour MGW, click on the Calculate MGW button. After successful run, the message “MGW run successfully” is displayed.  If the MGW is already for the month, the message “MGW computation process already run” is displayed.
4. To close the screen click on the Exit button.
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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 Calculating MGW of July 2013 only .

3.5. Undo Payroll Transactions
	Task Name: Undo Payroll Transactions

 

	Task Description: 

The screen is used to undo the monthly payroll and 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

	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’. 


4.Month End
4.1. 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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4.2. 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


4.3. 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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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
4.4    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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5. Savings and YTD Figure

5.1 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.



[image: image26.png]welcome (s119132)

savings & Income Header

MAINTAIN EXTERNAL SAVINGS & INCOME

000 @

Site:HEADQUARTERS(33)

OsavingsCode Wise

Financial Year 200808

n

OEmployse wise

® Miscellaneous

[« O]
®:nme

Dore

Internet





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


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


5.2 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.

[image: image27.png]]
@ oot @
(Welcome (9119132) Site:HEADQUARTERS(93).
MAINTAIN INTERNAL SAVINGS

Savings Header
O SsavingsCode Wise OEmployee Wise @ Miscellaneaus

<
i ) /avinesh umer ED B, Volrtary e 1235 200707 om0 [F] 500
OB B lavinesh Fumer e 1, osioes i Gewaz00s | (A om0
O e B lavinesh Fumer &3 7, osioes oosio Gewaz00s | [H][ om0
Of ke ) RAEY PANDEY &g B Vohartary e = Fooaos oranzo0s | [H[ om0
05 e ) RonT ouPra &g B Vohartary e s oosio oranzo0s | [H[ 50
OF s T AT KMAR SiGH &g n i Foroos G008 | [F][_ 20000
OF e T CAUTAM SR GAVEHR &3 B, FostaiLie msurance fooeoz oewuz00s | [H][ om0
O Jfam ) pivusH cranL &3 B, FostaiLie msurance oosio Gewuz00s | [H][ om0

=
K} O}

Pages
@11 @ ®
[

il 0]
(@ © emet





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


5.3  INCOME TAX REGIME DETAIL
	Task Name: INCOME TAX REGIME DETAIL


	Task Description:

The screen allows the user to view/create income tax regime Details of the Employees. The screen maintains all the income tax that are done through the salary. It configures the different income tax that are directly used by the organization for tax deduction at source. 

	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 ( INCOME TAX REGIME DETAIL
2. The  INCOME TAX REGIME DETAIL screen appears in Query mode.
3. To get the details of the Savings click on the Get Detail button.

4. To save a saving, click on the Save button. After successfully saving, the message “Data successfully saved is displayed”.

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

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



6.Other Payment

6.1 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

	1. From the main menu select Other Payments  ( Supplementary Payment.
2. The Supplementary Payment screen appears in Query mode.
3. 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.

4. 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. 

5. 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.

6. 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.
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 (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:-

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

CR 719
     1. A new pay code 137(Incentive recovery due to change of norms ) is opened in supplementary screen for NWNP labour.
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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.

7.MISC TRANSACTION 

7.1. 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


7.2. 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


7.3. Maintain 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


7.4. 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.




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

	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


7.5. 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,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. 




Screenshot of Maintain Direct Payroll Screen:
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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


7.6. 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


     7.7. 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. This screen is meant of bulk payments/recoveries. Entries made through this screen get saved for all the employees/ labours of the site except the employees/ Labours added in ‘Employees to be Excluded’ list. 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.  Professional Tax can be recovered from employee’s salary/incentive by using this functionality.

The allowed pay type from this screen for insertion are:

1. Professional Tax

2. Labour Welfare Fund

3. Benevolent Fund

4. Contributory scheme



	Prerequisites for performing the task: 

                              The data through the screen can be saved when any of the following condition get satisfied:
1. Salary calculation for employee/labours is not initialized.

2.  When month end for salary is done and incentive calculation is not initialized.


	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. To view details specific to a Pay Code, select the Pay code from LOV of pay codes along with Pay Mode, From YYYYMM, Pay Type, Total Amt. Installment Amt, Bal. Amt.
4. To get the details of Excluded Employees, click on the Execute toolbar icon button and to view the list of excluded employee click on Get Detail button.

5. To insert a new transaction, click on the Insert toolbar icon and Select the respective tab.
6. Select the Pay Type from drop down.

7. Select Pay Mode from drop down and enter value of from YYYYMM.
8. Select Pay Type from drop down.
9. Enter Total Amt. and Install Amt, No. Of Instl., Bal. Amt. field will be auto populated then.
10. User can also exclude some employee/labours from this payment/recovery by adding rows into ‘Employees to be Excluded’ list.
11. 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. 

12. For deleting a row of the grid, select the row and click on the Delete Row button. The selected row is deleted.

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

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

15. 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, undo the Monthly payroll and then you can proceed to do any changes. 




Screenshot of Maintain Direct Payroll (Bulk) Screen:
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Field Descriptions (Header)

	Field Name
	Field Type
	Data Type
	Description

	Pay Code
	Mandatory 
	Numeric
	Select Pay Code from LOV

	Pay Mode
	Mandatory
	Characters
	Select from Drop Down.

	From YYYYMM
	Mandatory
	Numeric
	Enter the date in YYYYMM format.

	Pay Type
	Mandatory
	Characters
	Select from Drop Down.

	Total Amount
	Mandatory
	Numeric
	Enter the Total Amount.

	Installment Amount
	Mandatory
	Numeric
	Enter the Installment Amount.

	No. Of Instl.
	Mandatory
	Numeric
	Filled Automatically after filling up the Total and Installment Amount.

	Bal. Amt.
	Mandatory
	Numeric
	Filled Automatically after filling up the Total Amt.

	Supplier No.
	Mandatory*
	Numeric
	Select Supplier No. from LOV.

	Supplier Site
	Mandatory**
	Characters
	Select Supplier Site from LOV.


* Supplier number is mandatory only for Professional Tax and Labour welfare Fund only. Also, if supplier is mapped through Maintain Agency Master screen against Professional Tax or Labour Welfare Fund then Supplier Number is not a mandatory field.
** Supplier Site is mandatory only when supplier no. has been selected. 

Field Descriptions (Details)

	Field Name
	Field Type
	Data Type
	Description

	Employee No
	Mandatory
	Numeric
	Select the Employee Number from the LOV. 

	Name
	Read Only
	Characters
	Filled automatically populated after selecting the Employee Number. 

	Designation
	locked
	Characters
	Filled automatically populated after selecting the Employee Number

	Category
	Mandatory
	Characters
	Filled automatically populated after selecting the Employee Number. 

	Present Place Of Posting
	Mandatory
	Characters
	Filled automatically populated after selecting the Employee Number


L
8.REPORTS

8.1.1. Salary Control Register
	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


     8.1.2  Earning Detail Depot wise Report

	Task Name: EARNING DETAIL DEPOT WISE REPORT

	Task Description:

The EARNING DETAIL DEPOT WISE REPORT is used to view the earnings of salary or incentive (including arrears) of site for a particular month through 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 Reports (Earning Detail Depot Wise Report.

2. The Earning Detail Depot Wise Report screen appears in Query mode.
3. To view the report enters year month for which report needs to be generated. To view the report for a particular category, select from drop down and click on the Generate Earning Detail Depot Wise Report.

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




Screenshot of Earning Detail Depot Wise Report Screen:
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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 is needed

	Category
	Optional
	Characters
	Select any category from the drop down box.


8.1.3  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

	1. In the main menu select Reports ( Salary Invoice Report
2. The Salary Invoice Report screen appears in Query mode.

3. To view the report, enter the Year Month and click on the Generate Salary 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


Screenshot of Salary Invoice Report
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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 is needed

	 Pay code
	Mandatory
	Numeric
	Select pay code

	Location/Depot Name
	Optional
	Characters
	Enter the Location/Dep for which the report is needed


     8.1.4 Deduction Detail Depot wise Report

	Task Name: DEDUCTION DETAIL DEPOT WISE REPORT

	Task Description:

The DEDUCTION DETAIL DEPOT WISE REPORT  is used to view the deduction done from  salary or incentive (including arrears) of site for a particular month through 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 Reports (Deduction Detail Depot Wise Report.

2. The Deduction Detail Depot Wise Report screen appears in Query mode.
3. To view the report enters year month for which report needs to be generated. To view the report for a particular category, select from drop down and click on the Generate Deduction Detail Depot Wise Report.

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





Screenshot of Deduction Detail Depot Wise Report Screen:
[image: image39.png]© nipiicprodL.n

in7778/Payroll/DeductionDepoGetAccess.do

nation

Welcome (5119132) :NF13 District Office Bhatinda(415)
DEDUCTION DETAIL REPORT (Depotwise)

Deduction Detail Report

Year Month 20730 lovvvvi

Category Al -

'GENERATE DEDUCTION DETAIL REPORT.





Field Description (Details)

	Field Name
	Field Type
	Data Type
	Description

	 Year Month
	Mandatory
	Numeric
	Enter the Year Month for which the report is needed

	Category
	Optional
	Characters
	Select any category from the drop down box.


     8.1.5 Deduction Detail Report

	Task Name: DEDUCTION DETAIL REPORT

	Task Description:

The DEDUCTION DETAIL REPORT  is used to view the deduction done from  salary or incentive (including arrears) of site for a particular month through 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 Reports (Deduction Report.

2. The Deduction Detail Report screen appears in Query mode.
3. To view the report enters year month for which report needs to be generated. To view the report for a particular category, select from drop down and click on the Generate Deduction Detail Report.

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





Screenshot of Deduction Detail Report Screen:
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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 is needed

	Category
	Optional
	Characters
	Select any category from the drop down box.

	Status
	Mandatory
	Characters
	Select any status from the drop down box.


     8.1.6 Earning Detail Report

	Task Name: EARNING DETAIL REPORT

	Task Description:

The EARNING DETAIL REPORT is used to view the earnings of salary or incentive (including arrears) of site for a particular month through 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 Reports (Earning Detail Report.

2. The Earning Detail Report screen appears in Query mode.
3. To view the report enters year month for which report needs to be generated. To view the report for a particular category, select from drop down and click on the Generate Earning Detail Report.

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




Screenshot of Earning Detail Report Screen:
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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 is needed

	Category
	Optional
	Characters
	Select any category from the drop down box.

	Status
	Mandatory
	Characters
	Select any status from the drop down box.


8.1.7 Pay Slip (NWNP)

	Task Name: Pay Slip (NWNP)


	Task Description:

Pay slip (NWNP/Dept.)provides the basis for salary details of the labour. Details include basic details, Earning details and deduction details of salary and incentive of a labour.


	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 ( Generate Pay slip.

2. The Pay slipscreen appears in Query mode.

3. To view incentive details for a particular labour, select employee number from LOV, year month & then click on the Generate Report button. To close the screen click on the Exit button.




Screenshot of Pay Slip:
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Field Description: 

	Field Name
	Field Type
	Data Type
	Description

	Employee number 
	Optional
	Number
	Select employee number from LOV

	YYYYMM
	Mandatory
	Date
	Enter yearmonth for which the payslip is needed


Note:

Payslip report of the separated employees will not be available after they are made inactive in the system.
8.1.8 Earning Deduction Report (NWNP) XE "Earning Deduction Report (Departmental)" 
The following reports can be generated in the system
8.1.8.1 Labour salary earning detail
8.1.8.2 Labour salary earning summary
8.1.8.3 Labour salary deduction detail
8.1.8.4    Labour salary deduction summary
	Task Name: Earning deduction report (NWNP)



	Task Description:

The Earning deduction report (NWNP) Report provides the details of all the earnings and deductions for MGW/salary and actual work done/incentive given to the Labors for a particular month. Report can be taken out within a DO depot wise, gang wise. Summary report can also be taken out within a DO depot wise, gang wise.



	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 selectReports(Earning deduction report.
2. TheEarning deduction report screen appears in Query mode.

3. To view earning details for a particular gang, select depot name, year month and gang name & then click on the Generate Report button.  To view earning details of all employees in query mode select year month & then click on the Generate Report button. To close the screen click on the Exit button.
4. Following reports can be generated by selecting appropriate options:
· Labour salary earning detail
· Labour salary earning summary
· Labour salary deduction detail
· Labour salary deduction summary
· Actual work done/incentive earning detail
· Actual work done/incentive earning summary
· Actual work done/incentive deduction detail
· Actual work done/incentive deduction summary.

5. If labour is not present in any gang at the time of report generation, then he will not appear in report.
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Field Description

	Field Name
	Field Type
	Data Type
	Description

	Location/Depot name 
	Optional
	Characters
	Select location name from LOV

	Year month
	Mandatory
	Date
	Enter year month for which the report is needed

	Gang Name
	Optional
	Characters
	Select gang name from LOV

	Report type
	Mandatory
	Characters
	Select report type via tab


     8.1.9 Total Earning Summary Report

	Task Name: TOTAL EARNING SUMMARY REPORT

	Task Description:

The TOTAL EARNING SUMMARY REPORT is used to view the salary or incentive of labour which he got the particular month or report can be generated for whole site through this screen.
Report will be available for month entered through ‘Year Month’ field on screen. Report For particular Depot or a particular gang or particular employee can also be generated through parameters entered through ‘Depot No’ or ‘Gang Name’ or ‘Employee No’ 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 (Total Earning Summary Report

2.  The Total Earning Summary Report screen appears in Query mode.
3. To view the report enter year month for which report needs to be generated. To view the report for a particular gang, depot or employee wise, enter Gang Name, Depot No or Select EMP number from LOV and click on the Generate Total Earning Summary Report.

4. Gang, Depot or Employee fields are optional.
5. To close the screen click on the Exit button.



Screenshot of Total Earning Summary Report Screen:
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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 is needed

	Depot No.
	Optional
	Numeric
	Select Depot from LOV for which report is needed.

	Gang Name
	Optional
	Numeric
	Select Gang Name from LOV for which report is needed.

	Employee Number
	Optional
	Numeric
	Select Employee Number from LOV for which report is needed.


8.1.10. 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


8.1.11.  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.


8.1.12. 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


8.1.13. IT Supplementary Payment Report
	Task Name: IT Supplimentary Payment Report

	Task Description:

IT Supplementary Payment Report Reports will be used for generating IT Supplementary 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 Supplementary 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


8.1.14. 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.
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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


Note: Remittance report will include only that invoices which were posted with the site or individually but before remittance of that month.

The system is made in this way only, if the separated or suspended labour’s salary is not released from respective screens then their amount of deduction will not come of salary will not come in remittance report of the site.
8.1.15. LIC Recovery Report (NWNP/DEPT)

	Task Name: LIC Recovery Report (NWNP)


	Task Description:

LIC recovery report (NWNP) 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 labour. 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 Report screen 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.
8.1.16. Professional Tax Schedule 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 PROFESSIONAL TAX SCHEDULE 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


8.1.17. 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


8.1.18. Miscellaneous Schedule Report/Bank Loan /FCI Society Recovery Report for (NWNP)

	Task Name: Miscellaneous Schedule Report (NWNP)


	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 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.

8.1.19. Misc. recovery report

	Task Name: Misc. recovery report

	Task Description:

The Misc. recovery report will be used to get details of deduction of a given pay code  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 (Remittance reports -> Misc. Recovery Report
2. The Misc. Recovery Report screen appears in Query mode.

3. To view the report, enter the From Year Month, To Year Month and click on the Generate Misc. Recovery 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.



[image: image56.png]o oof0 @

Welcome (3119132) Site:WF14 District Office Raipur(413)
MISC RECOVERY REPORT

Misc Recovery Report

Employee Number 1Y

T —
oy Code [94 | e

I visc recovery reror





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

	Pay code
	Mandatory
	Numeric
	Select the pay code  from the LOV


8.1.20.  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


8.1.21 Maintain Direct Payroll Audit Report
	Task Name: Maintain Direct Payroll Audit Report

	Task Description:

The Maintain Direct Payroll Audit Report is an audit report for  entries made /deleted through Maintain Direct Payroll screen(normal as well as Bulk) of employee specified through Employee Number field from screen. 

Report will be available for duration(if entered) 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 (Miscellaneous reports -> Maintain Direct Payroll Audit Report 

2. The Maintain Direct Payroll Audit Report screen appears in Query mode.
3. To view the report, enter Employee Number and click on the Generate Direct Payroll Audit Report button. To view the report for a particular duration, enter from year month and to 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 Number from the LOV

	From Year Month
	Optional
	Numeric
	Enter the From Year Month for which the report is needed

	To Year Month
	Optional
	Numeric
	Enter the To Year Month for which the report is needed


8.1.22. 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

	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.
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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


Note:

Online Payslip report of the separated employees will not be available after they are made inactive in the system.
8.1.23.  Attendance Summary Report

	Task Name: ATTENDANCE SUMMARY REPORT

	Task Description:

The ATTENDANCE SUMMARY REPORT is used to check the attendance of labour submitted through Handling Labour Attendance /Ancillary Labour Attendance Screen.. 

Report will be available for month entered through ‘Year Month’ field on screen. Report For particular Depot or a particular gang can also be generated through parameters entered through ‘Depot No’ or ‘Gang Name’ 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 (Attendance Summary Report

2.  The Attendance Summary Report screen appears in Query mode.
3. To view the report enter year month for which report needs to be generated. To view the report for a particular gang or depot, enter Gang Name or Depot No and click on the Generate Attendance Summary Report.
4. To close the screen click on the Exit button.



Screenshot of Attendance Summary Report Screen: 
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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 is needed

	Depot No.
	Optional
	Numeric
	Select Depot from LOV for which report is needed.

	Gang Name
	Optional
	Numeric
	Select Gang Name from LOV for which report is needed.


8.1.24. Loan Outstanding Report
	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.



	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.


8.1.25. 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.



	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


12.30.1 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.

8.1.26. Loan Recovery Report
	Task Name: Loan Recovery Report

	Task Description:

The Loan Recovery Report will be used for generating employees Loan Recovery 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 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

	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
	
	Select the Emp No for which report needs to be generated

	Loan Type
	Optional
	
	Select the Emp No for which report needs to be generated


8.1.27. 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


8.1.28. Labor Incentive Computation Detail Report(NWNP)

	Task Name: Labour Incentive Computation Details (NWNP)



	Task Description:

The Labour Incentive Computation Details(NWNP) Report provides the basis for incentive given to the Labor on a particular day. Details includecomputation ofODW (One Day Wage),MLN,PBW(Per Bag Wage), Work done on particular day which includes Total Bags, MLSW, Total Labours, BPL, Slabs,No. of bags, Rate applied, amount,BEMSL, Above Bags, Above Inct., Height Bags,Height Inct.,Lead Bags, Lead Inct., Create Bags,Create Inct., Baile Bags,Baile Inct. of particular Employee or of all Employees at particular 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 selectReports(Labour Incentive Computation Details
2. TheLabour IncentiveComputation Details screen appears in Query mode.

3. To view the Labour Incentive Details (Employee wise), select Employee Name from LOV and Select WorkSlip Datefrom calendar & then click on the Generate Report button. To view the details of all Employees, Select WorkSlip Date from calendar& then click on the Generate Report button.

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

	Field Name
	Field Type
	Data Type
	Description

	Employee Number
	Optional
	Characters
	Select Employee Name from LOV

	WorkSlip Date
	Mandatory
	Numeric
	Select Workslip Date from calender.


8.1.29. ACTUAL WORK DONE COMPUTATION DETAIL REPORT(Anchillary labour)

	Task Name:Actual Work Done Computation Details (NWNP)



	Task Description:

The Actual Work Done Computation Details(NWNP) Report provides the basis for actual work done given to the Labor on a particular day. Details include computation of Work done by Labor which includes Operation, Total Bags, No. of Labors, Per 100 Bag Wage, Actual Bags, OT Rate, Incentive, Overtime and Minimum Limit of particular Employee or of all Employees at particular 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 Reports(Incentive Report ( Actual Done Computation Details
2. The Actual Work Done Computation Details screen appears in Query mode.

3. To view the Labour Incentive Details (Employee wise), select Employee Name from LOV and Select WorkSlip Date from calendar & then click on the Generate Report button. To view the details of all Employees, Select WorkSlip Date from calendar & then click on the Generate Report button.

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

	Field Name
	Field Type
	Data Type
	Description

	Employee Number 
	Optional
	Characters
	Select Employee Name from LOV

	WorkSlip From Date
	Mandatory
	Numeric
	Select Workslip Date from calender.

	WorkSlip To Date
	Mandatory
	Numeric
	Select Workslip Date to calender.


8.1.30. 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

	1. In the main menu select Reports ( Invoice Report
2. The Invoice Report screen appears in Query mode.

3. 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.
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
	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 Pay code
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