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HR

Manpower Requisition:

o Edit - Manpower Requisition(Approved) - REG-000003 - SKILL DEVELOPMENT |= o =
Bl sov:  mavican [ Master Management (7]

T e | "Y - Gatn
= @ X i
View Notes Links — Refresh Clear
Fiter W Wesxt

REQ-000002 - SKILL DEVELOPMENT

Manpower Reguisition

Requisition Ne JREC 00000 | Vacancy Type: Replacement v
Fequmsition Mo, Senes REQ | Appron. Budgek 30,000.00
Depestrent Code: SKILL DEVELCPMEN Job Descripti

Unit Code:

Jab Deteri
Designation Code:

fleazon of Recruitment:

Designation Deccription:

Skills Required: Efficient in Recruitment
Location: HoD ADODO0E *
Me. of Vacsncy d HOD Name BASANT KUMAR ARYA
Position epen date "_| Reru s
Appree Date of Recrultment: |1 Sttus Approved )

0K
(S ™ AL B 08 e

Department fill the Manpower Requisition according to the vancany requirement.
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Recruitment Management

After Manpower requisition, Recuritment team search the suitable candidates
and fill the detail in the system and update the status accordingly.

Ml HOME  ACTIONS
—& Bt . -—21 Y = Gotwo
iy Dt P:: -F)? Notes tiks. R:'!-:d'\ ey, P
_3 il -
< Detete Candidates Fiter B Nedt
Masiae Ch At ich Fuge
1-0000001
Vendor Dooiment
Vendor Document o, |T-0006061 |
Vacancy Requistion No: | ERAEIITRS |
Department: SKILL DEVELOFMENT |
Dy i Skil
Postion: boom
Tracker Sub Form
M Find  Fiter V. Cless Filter
Vendor., = LineNe. = Reoriter Name Postion As...  Totsl Can...
T-00001 10000 Svneet Kaur 20006/2015 1

Position Descriptions |

Vecancy:

MRFRCVD-date  [20V0G/2015
Statur Open

bl |

Fill Candidate Detail

= o T — ~
1 FH E# iy - KA Y::-: ith
Mew  View Fin  Delete Showas | Notes Links  Refrech Clear  Find
Lat fist asli Chart Filter
tanaze View Show Atsached 'age
Tracker Candidate
MNa. =  Consultant Code = Candidate Name Wohde ko,
[To000001 | Avmest Kaur Ritesh BT
< L)

Date of Birth  E-Mail Id
1206197

Type b Filter F3)

Age  Dualification
18 MBA

| Me v | -
Filker: T-0000001 - $000D - Avneet Kaur

Eepetience Cur
(] Tech
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Letter of intent:

HR create the offer letter after finalized the candidate and create the offer
Letter/FTC Letter.

HOME | MAVIGATE

[ é o Ecit |—‘ I | +dawn
e = Rueﬁuh i o
X Deleta: | o b Fher B Net
LO-000001
Lot
LOH Mooz |Lot-poo0e! Modity loining Date
ol Sens T Expected luining Date
Title Mr Last Expecied Joining Date:
First Mame: Ritesh Referance Mama
Miclle hlame= Reference Mabis Ha: |
Last Narme: fob Description 1: N
Address: £ Bahadur Shak ok Dncnpliunl i |
Address & Zafar targ HOD Code AODOXY
Addrers Mew Detri HOD Mame | Al Bahl
Citwt DELHI PAN Noy
Post Code: 10008 Date of Srin 02071977 |
Tty i . Marial Status: Single l
Mehiile Rhone hes 300206473 |& 2 =
— Father Mama: |
E-Mail D m.yatar@mbdgroup.com =
iaiut i Last Emeioyen
Sex: Male = o
Previous Fap n years:
Stabus: LO| Generated { —_——
I. e Previous Exp i mons: |
Minirmum Wages Type = |
g Qualification:
Vacancy Requistion Mo REC-000002 sy
Franch " arde AHMETARANY Company Mame "

Offer Letter

| 4 17 2 ¥ M

e B@a -

- Find MNeat

[

DELHI 110006
Sub: Offer Letter

Dear Mr. Ritesh,

With reference to the interview you had with ns,wi are pleazed to offer you the posidon of ™ at Grade "E«2"
inthe of “Skill Devel it with ™ Your present area of posting will be and you will be
rppnrt to .Mnnad abad Branch Ths Fixed salary [Comp ensation Package] is enclosed here as "Annexure A"

You will be required to join tha office on or before 30-Jun-15 Kindly sign a copy of thiz letter in arceptance of
the offer and return the same for our records.

The above offer of employment is valid and open for your acceptance for a period of 3 days from the date of
[ts lssue, after which it will be d eemed to be automatically withdrawn.

The company ressrves a right to further extend the same In certain circumstances.

*This offer iz sul W Ful el Verification that would be conductad to verify the
Edocation and Employment history pmuidndhy _\ruu on your date of jolning’

You are requested to bring the below mentioned, atthe time of joining, this would facilitate smooth
completion of the join ing formalities.

B Medical Report duly fillzd in by a Medical Practitioner

b Copyof Relieving Latter/ Experience Certificates/ Last Satary Sip [ Salary Certificate/ Form 16 from
the previous employer (Compulsory)

3 Color Passport Size Photograph

Copy of 2l Educational Certificstes & Mark sheets

Certificate/ Docum ent eonflrming your date of hirth

Copy of PAN Card [Com pulsory)

Congratulations and welcome toths Family.

Thanking You

Fowr

L R T
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And when candidate join the company then HR create the Employee card.

e L= 1 -
- T
20 N I | e : o
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Employee List

User has to create some of setup in Employee Card’s for the proper information to be

retrieve from the Document’s

GO TO: Module Human Resource Payroll

[ - - bl Bedas Rt L Mgrara ek | = | O
ﬂ P Tt Tt iy S e —— w—
ER firs e e [
B L ]
I (I
Lrsror Rrosmus 1w ax. Tmm g Frpisgie i Ta In Ly
ST &l 1 & T »
.
e ' Iy .
[ B a
— ¥ oy
'
[a—
sl
[
== = — armr —a ¥ L
- ang v 4 g
i v v ©pei k. Tmam Py o Arg
‘ [ .
. oy
A S—

Y N . ) BEa RN
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Now user has to First Create Employee Card (Follow these step shown below)

Click > Human Resource Payroll

- Employee
> Employee List

Click New (New Employee Creation /
Modify Employee Infermation

List- Dynamics NAV |- o=

mments » Human Rescurce Payrel » Employes » Employee List Q| | Search [Cerl- F2

° * | Master Managemert »

8 [7 iy & & T

New Edit  View Edit Show a5 Notes  Links Refresh Clear  Find
List Chart Filtar

Employee Lst * vpe to fifter (F2 le. =| 3| &~  Nofes -

Show resalts:

X Wrere Noo ks Ertt=r 2 value

+ Add Fitter

o Title First Meme BranchC.. LesveDate Employes. JobTitle.. Desgnation Address
L Prabal Gupta DELHE Mot Confirm DO03S Axgigtant Manager H. N - 105, Housing
il M. Matish Sharrma DELHI Mt Confirm 00295 Sepict Project Managet H. No- 384 Sec - 3

. DELHI Met Confirmy Manager- Credit Control House Mo. 33, Eehir|
e Pardesp Kumar Mehwa DELHI Mt Confirm Ast Lead
Mr. Harish Kumar Tiwari DELHI D67 10/2014 Mot Confirm Senior Executive 13746A, Funjabi Bag
M. Raijril Bala Rajoria DELHI Mot Canfirm Sarikor Datigner 161545+, Bapa Nagi
M. Armik Aggarwsl DELHI 16 Mt Confirm DTP Operator
Mr. Brigesh Kumar tha DELHI
M, Meeni Marwah DELHI
Mr. Puzhpendrz Singh DELHI AINW2014  Mck Confiem
Mr. Pradurmna Kumar DELHI Mot Confirm Printing hManager
M Rejan Agarwal DELHI Mt Confirm Hational Heed - Production 2
Mr. Bnjash Kumar DELHI Mot Confirm e HH 431, Hindalco C
Ms, itk DELHI 02/02/2015 Mot Confir fig 5373C. Sec -2 DT &
Mr. Ajay Shankar DELHI Mict Confirm Cral Ste Engineer Vill- - Chhalers. HN| o

i [ 3

Master Management  Saturday, Oc

113340

(i fdi T e s

User has to fill the Information related to Employee > General Tab

Fields Purpose

No. Specifies the System Generated No. of the employee.

CARD No Specifies the Old Card No of the Employee.

Title Specifies the Title of the employee. (Mr. / Miss / Dr. etc.)

First Name Specifies the Name of the employee.

Minimum Wages Specifies the Employee Minimum Wages of their skills.
Specifies the Sex of the employee.(example

Sex male/female) select from option list.
Specifies the Employment Date of the

Employment Date employee.

Specifies the Job Grade of the employee to differentiate the level to whom it
Grade belong to.
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Designation Code

Specifies the Designation Code of the employee, select from option
list.

Designation Name

Specifies the Designated Name of the employee, auto fill after
selection of code.

Department Code

Specifies the Department Code of the employee, select from option
list.

Department Name

Specifies the Department Name of the employee, auto fill after
selection of code.

PAN No

Specifies the PAN No of the employee.

Reporting In charge

Specifies the Reporting In-charge of the employee, select from the
option list.

Reporting In charge
Name

Specifies the Reporting In-charge name of the employee, auto fill after selection of
code.

HOD Specifies the HOD Code of the employee.
HOD Name Specifies the HOD Name of the employee, select from option list

Specifies the Band Level of the employee from option list. (Example. Junior Manag. /
Band Level Middle Manag.)

Branch Code

Specifies the Branch of the employee, select from option list.

Department Code

Specifies the Department of the employee.

Place of posting

Specifies the Place of Posting of the employee, select from option list.

Employee Posting Group

Specifies the Posting Group Setup of the employee. (example.
Director, Salary,
select from the option list as per requirement

Wages) user can

Business Posting Group

Specifies the Posting Group Setup of the employee. (Example.
Director, Salary ,
select from the option list as per requirement

Wages) user can

Employee Status

Specifies the Status of the employee which is joined in probation period is now confirmed
or not

Type of Enrollment

Specifies the Type of Enroliment of the employee, select from option
list.

Contract Start Date

Specifies the Contract Start date which is Type of enrollment is FTC.

Contract End Date

Specifies the Contract End date which is Type of enrollment is FTC.

BCG Specifies the BCG-of the employee. Check Yes if the BCG is signed on the timing of Joining
NDA Specifies the NDA of the employee. Check Yes if the BCG is signed on the timing of Joining
Specifies the IT Policy of the employee. Check Yes if the BCG is signed on the timing of
IT Policy Joining
] Edit - Employee Card - ADDO164 - Prabial Gupta [= & =
- HOM REPCRT faster emert

Ao o

e

. Dep iz L
7 Deganation Hestary
Screen Short hereunder

[k

i el
i F5 8 me 101172015
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Payroll Detail Tab

Fields

Purpose

Entitlement to ESI

Specifies the Entitlement of ESI of the employee. Check Yes if ESI is deducted from the
Salary.

Entitlement to PF

Specifies the Entitlement of PF of the employee. Check Yes if PF is deducted from the
Salary.

Entitlement to Bonus

Specifies the Entitlement of Bonus of the employee. Check Yes if employee is covered in
Bonus ACT.

Bonus Rule Specifies the Bonus Rule.

ESI No Specifies the ESI No of the employee

ESI Dispensary Specifies the ESI Dispensary of the employee

PF Compant Code Specifies the PF Company Code.

PF No Specifies the PF No of the employee

UAN NO Specifies the UAN No of the employee

Salary Stop Specifies the Salary Stop of the employee, for salary stop of employee check yes
Remarks Specifies the Remarks, reason to be enter manually for Stop Salary

Status Specifies the Status, of the employee, select from the option

Inactive Date

Specifies the Inactive Date, of the employee,

Reason of Leaving

Specifies the Reason of Leaving, of the employee,

No. of Month for
Confirmation

Specifies the No of Month for Confirmation of the employee,

Confirmation Date

Specifies the Confirmation Date of the employee, it is Auto generated or Manually update
by user

Gratuity not Applicable

Specifies of Gratuity not applicable of the employee for the gratuity report.

Gratuity paid Date

Specifies of Gratuity Paid Date of the employee for the gratuity report.

Screen Short hereunder:

i

Edit - Employee Card - ADD0217 - Vinay Sharma

wl Finmw

=i

[ ox

TP
oS

= | (A

s f5 & e
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Pay Method

Fields

Purpose

Payment Method

Specifies the Payment Method of the employee, select from option list

Finance Bank Code

Specifies the Bank from whom transaction made of the employee.

Finance Bank Name

Specifies the Bank Name from whom transaction made of the employee.

Account No

Specifies the Account No. of the employee.

Screen Short hereunder:

Edit - Empioyee Card - AQ021T - Vinay Sharma

[= o ]
"

I ~ W sdew
A " Y
s [P S %
i | i € Previcus
hie Re-Open Sendto | Notes Links | Refresh Clear i
i Fiter P Nex
AD 1 ay Sharma
r— Stavuily WUl S
Gratuity Ped Dote: w
Pay Mathod -
Payment Metha |Cheque v Fance Dank Mame:
Fibw -| 313307271
mication -
Address &
Address 3 ct No
Fost Code Extencinn:
City Mobilz Phone Mo @
Country Code T v E-Maik 1
Ofd Code [ado1s2 | Company E-Mal vinay.sharme@mbdgroup.carm
Fhane No.: | Home Page
St v A, Address Code v
State Descrption | At Adedr Date v
Search Mame: ViriAY SHARMA At Address End Date
Peimanent Address] Emergency Contact Person
| o
----- - . . | 12420
. 5 il i IE
CETed ] < [ il I E 2 s
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Communication Tab

Fields Purpose
Address Specifies the Address of the employee
Address 2 Specifies the Address 2 of the employee (example gali no. etc.)
Address 3 Specifies the Address 3 of the employee (example near about place etc.)
Post Code Specifies the Pin Code of the employee location
City Specifies the City of the employee which is mention in post code.
State Specifies the State of the employee
Country Code Specifies the Country of the employee.

Permanent Address1.

Specifies the Permanent Address 1. of the employee.

Permanent Address2.

Specifies the Permanent Address 2. of the employee.

Permanent City

Specifies the Permanent City of the employee.

Permanent State

Specifies the Permanent State of the employee.

Permanent Contact No

Specifies the Permanent Contact No of the employee

Extension

Specifies the Office Extension of the employee

Mobile Phone No.

Specifies the Mobile Phone No of the employee

E-mail Specifies the Personal E-mail of the employee
Company E-mail Specifies the Company E-mail of the employee
Home Page Specifies the Web Site

Emergency Contact Specifies the Emergency Contact Person
Person

Emergency Contact No

Specifies the Emergency Contact No.

Screen Short hereunder:

Edit- Employes Card - ADDU217 - Vinay Shamma

—lg

£ Y 3
- | N X g puvia
Open Send Netes Lnks | letresh Claar
A ter B N
|
|
| @
‘|
| vingy.sharma@mbdgroup. com
Phaone New: =
Ciate »-|
Search Name: VIAY SHARMA
Pemmanent &
Pemmianent Address2 | Emen hare N
Persanal -
Administration -
Approval Information -
[ e
= — .
[ | ] [ ey 124500
[ 7 i - Il “_MEMT‘] 35 NG s
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Personal

Fields Purpose
Husband Name Specifies the Husband Name of the employee
Blood Group Specifies the Blood Group of the employee

Marital Status

Specifies the Marital Status of the employee

Marriage Date

Specifies the Marriage Date of the employee

Spouse Name

Specifies the Spouse Name of the employee

Spouse DOB

Specifies the Spouse DOB of the employee

No. of Children

Specifies the No of Children of the employee

Total Experience

Specifies the Total Experience of the employee

Relevant Experience

Specifies the Relevant Experience of the employee

Driving License

Specifies the Driving License of the employee

Valid Up-To Specifies the Valid Date of Driving License of the employee
Voter ID Specifies the Voter ID of the employee
Aadhar Card Specifies the Aadhar ID of the employee

Previous Experience

Specifies the Previous Experience of the employee

Last Employer

Specifies the Last Employer of the employee

Health Card No.

Specifies the Health Card No. of the employee

LIC Policy No.

Specifies the LIC Policy No. of the employee

LICID

Specifies the LIC ID of the employee

Screen Short hereunder:

HOME

Persanal

Bteod Group:

ADDDZTT « Vir

Husband Name

M=l Status

Emgloyee Type:

MNAVIGATE

Appoirtment Dept/Grade
Letter Designal

gnation H

Approval Information

REPORT

ay Sharma

Edit - Employee Card - AODO21T - Vinay Sharma

I ) e ~ W ac
[e =3 =7 Wy
= v & L
' View New  Sendfor Re-Open Sendto | Notes Lmks | Refresh Clear
atary Appraal inanca Fiter W Next
[
Singe ‘|
ILGHC DHILO0/D00000T 765
2.00| LIC Palicy No: |
200| LEID |

DTF OPERATOR v
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Employee Card Creation(Manually)

Mast=r Mapagerment 8 Departments #  Humen Resource Payroll »

Depscmeils Human Rescurce Payroll
Financial Managerment
Sales & Marketing Choose by department
Huchase HR Taw Planning
Fmi ftosiin Maripower Requistion At Sakary Breskup EmployeeWise Taruplo..  Pay TaxHeads
Adminstration Recruitment Mansqement  Letter of IndentiLOE) Tax Tex Caleulston
Editonial
Sates Processing Employee Report
Purchase Processng Monthly HR
Specamen Distniution i :; :;ns"r
Stock Transfes = -
K Repo Peridic Activity .
= Auto Satary Breakup Anear Caloulation tup

e Reimbursament Ltendance Process Pay Year Loan

HR Employee Card Craation Deduction Human Resource Setug Leave Master

Ernplayee Empleyee Weekdy 0 Salary Pracess Payrell Setup Posting Group

Pay Revision Extra Working Month End Bonus HA Setup

3 ) Lesve Posting Full & Final

gl Earning/ Beduction

Tax Planning

Report

Sebip 07 Choose by category

+ e-Leaming [T Lists
7! Tasks
f] Reports and finlysis

£ Bdministration

User can Create New Employee = ____ "

KOME | NAVIGATE [ Hman Resouice [ 7]

. M

Create
Employee Card
Hiring Procadure - e "B
N fitters apphed
Title  First Midde Last Adress Dridress 2 Bea.. Depatrment Employee .58 Location  Functicn  Permansnt Addresc] Permanent Mokile Company  Empley
Mame  Mame Mame Code Code Posting & Code AddressY Phone Mz, E-Mail [ae
Group
MR Sanjey  Kumar Sharma  55/22 New Aok Nagar - Niear ICECT Bani 1000 FIMANCE SALARY EAST 12788 Mohar Nagar, Gasiabad  Uttar Pradesh 9922222200 i
W
] i b
loe |

—> Create Employee Card
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Next Step Click Yes

A\

Editl - Hiting Protedure e i e G |
HOME  NAVIGATE [ Hisrman e L7
Craste
Empiyae Card
Hiring Procedure = 0 1o e (1] Tie P Iy
T ——
Tale Pirst Narme Mlicidie Hams Addiess Addiess 2 Brench Code  Deparmen.,  Emolavee P Region Locotion €. Plnction
WA - Rargy uma Sharme SACED B Anhk Nagar himas I3 Marik 1000 FIANCE LAk HAST
Micronoi Dynaermic MOV
| @D e crnis s e by 0
=]

b Human fi Payrall v Perodic Activty » Emgloyes Cerd Crestion »

o

Search (C0l+-F3)

Departments Employee Card Creation
I Financial Managermens

I Saigs & Marketing

I Purchase ¥

' 3 Employee Card Crestion(Manual)
Human Flesources Sosted Employee Card Creation{Manuall

I Administraben

I Editarial

I Sabec Procesting
I Purchase Frocessing
Specimen Distribution
Stock Transfar
b Anshyis & Rasorting
4 Human Rescurce Payrell

rHR

Employes

i

Py Reveion
4 Periodic Activity
Auto Satary Breakup
Remiours y
gl Cos o
Employes Weekly OfF
Extra Worling
Leave Pozting

Earning/Deducticn
Arrear Caloulation

Click Posted Posted Employee Card Creation (Manual)

N

Desking
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Next Step to update information in Employee Card
» Qualification
» Pay Element
» Leave Detail
» Loan
> Records Generations
» Dept/Grade/Designation History

HOME ~ NAVIGATE = REPORT

% Send for Appraval [adl Prciure Cheig Ligt for £, [71 0 U Chosse Campary y T2 W Reco s Geacration
& Re-Open [ Alfernative Addresses (5 Nomines I Cepe/GradeWf esigration History o = mve h; & Branch Mapping
& Dimersians das Ralatives “ElSand to Finance Rearibursament Bl Elgments Detail @ Refrash

ADDD164 « Prabal Gupta
Genaral
L : ] Business Segment Code vl
Card Nz ARG Branch Code ** DELHI
Title: Ms, v Place of Posting: - |
Empioyee Mame"™; |Prabal Gupta Employes Pasting Group ™ v
Mirimum Wages Typee | vl Buy; Posting Group ™: [SaLARY +|
[ Femole o Employee Satis: [Pt Confirm v
Employment Date ™ 120572014 v Region: | Delhi -
Grade*: [t Ml Location Coda ) v
Desgration Code™ D035 w Type of Employmenk: |ON ROLE v
Designation Name: :#.ﬁmm.h;‘u;wyrr = Contract Start Date | v
Degartment Code™ [suppLy cHam | Corntract End Date v
Dspartmmt Dscription; | Supply Cham Managsmant BCG m]
Bt Date Erawn v Mo o
Father Name: :.T"h*l Mathkanga it -
- Pheture:
PAN Ne:
Repuficns Inchasge ™ ADODT26 v
Repesting Incharge Mame: | Suthil Verma
e
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Click Qualification (Update Information in Line)
Bt mloyn Qb - R0 SA0GAY R 0 TN i A

HOME  NAVISATE

Emplayee Qualifications = ype b e iF | uasfeation Code = | 3| v Notes -
Filte: BLORST Chck hiere fo creste a now noke:
Quelificetiv... From Dete  Te Date Type Desenpton Instituban/Company Con-
ECOM CLO4/1907  OBD4FIN0 Full Tima Bachalor of Commarce Delhi Unnariity ine

After update information in Line Click OK

Pay Elements

a User has to Bifurcation of the Salary Structure of Employee

Mcai-pay D B . . T ) el

s s 173
2 prmt m ~
X iy o | &S Y}\ itk
New De'ete W Show ac Note:  Links Refresh Ciear  Find
t Chart Filter
Paf Emplayee Elements - Typetofiter F3) | Employes Ne s v
Filter: BLO231
FmployeeMn Employes  Pay Pay Flement  Description Incl..  Paid Type Amount Amount  Pecent  Days Payment for  Sales Department  Aheady Paid Bal
Name Structure = Code InPay Categary (LCY) Month (1CY] Office Code 1.C Fareard |
Date Sip
AL SAMAY K- GIU72014  BASIC BASIC SALARY @] Manthly Bddition 000000 100000 boo| 000 000 ace a0
ELO29L SANIAY K_ 01/07/2014 CONY Comeyance ARowance v Manthly Addition 500000 5000.00 000 a.00 G.00 ACC s
BLO2OL SANIAY K. 02/07/2014 HRA Houze Rent Allowarce [ Manthly Addition 500600 500000 o o0 Lt ACC [
! i +
20,000.00
oK

Eeg®Ew .
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Leave Detail (Employee Leave Details)

I £t - Py Lemve Enfiied Lst - BLOZSL . C1

Bl o

el 9 Naw
iem
P Deiets
BLO291 - CL
Empic...
Code -
i -
BLOz25L
ELO291

[ ~ 'T 2+ Golo
las | B X g prvvions
Notes  Links Retresh Clear

Siter B Next
Name Leave Me of Leaves Leaves Caened Mo of Mo of Lasves Leave Balance  DateFilter Rermarks Leaves Leaves
cede = Creditad W Leaves Leaves Encathed Avaited Fovaibed
Avsile.. Avede.. (Full) Prew  iHalfj Prev
SAMUAY KUMARA SHARMA a 1500 ooa a 0 a0 Ll L} D
SANUAY KUMAR SHARMA ML 00 L] L) 0 0 Q.00 L] ]
SAMIAY KUMAR SHARMA Pl 15.00 (1 L] 0 a0 Q.00 o ]

£ ACTIONS

Loan Card

General
Cade:
Purposs:
Lean Types
Ariount:
Start Date
End Date:

Na of Manths:

NAVIGATE
+)

Dimensan Eiry

~ + Goto
o= = a

Refresh Clear
Filtmr

-

Rate of Ingerest:

Instalimeant Amount:
- Mo, of Inctaliments:

Tokal Payable:

Toal Irterest:

Balance: &t

Completed

Loan Amount Posted:




GO-TO > Q‘ction Tab (Create installment of Advance amount)
ﬁu-mun-m-mn-m-w-m‘- R — e e T = &=

HOME  ACTIONS  NAVIGATE

© ® &

Losan Cre:aw Principad Changs
Dimersicn Entry  Insteliments Repayment Amodnt

BLD291 - Loan - LOAN-ABY - 10000

General -
Code: LOAN-ADY Rate of Interest: am
Purpose: LOAN & ATVANCE Installment Amount: 0
Loan Typs Irnerea Free - Mo, of Installments: ]

Armioint: 500,000£0 Total Payable
1 "

Start Date 11704/ = Yoly Ipteell g

Sasace -
End Date:

Completed
Moo of Months:
ot * Loan Amount Postec:

Miceozoft Dynamics NAY 1

o Tnstaliments Created

Click OK

GO-TO > Navigate Tab
a C(Click Detail Button (View Loan Detail)

b

:;l, e T}K + Go :?
o Previous
Notes  Links Refrech EII;:: b Nt
BLOZ51
Pay Date Loan &mount  Regayment Instatiment Trstallment Triterest Principal Lumpsum Belance  Paid Month Paid Year =
- Diate Declucted Amount Paymert

s | 00,0000 1388m 13889.00 000 1388885 0o eg 110 0 a

010572014 aEmn 13,889.00 13,883.00 ana 13884 80 000 mann o

10652014 ATL2222¢ 1388300 13.883.00 Q00 13863.89 oo 45 33233 U}

10772014 45833333 13,389.00 13,889.00 200 1388885 oo LEEREERT) a a d
1082014 LM 13.883.00 13.383.00 aaa 13,888,559 (0] 43055556 [} [}

01,09/2004 43055558 138800 13.888.00 200 13,888.89 oo 418 56687 L1} 1]

0110/204 415,666 67 13.883.00 13,888.00 000 1388382 oo w7 a a

01,21/2004 ALTTE 1386800 13.888.00 000 1358369 (100 328 588 59 a o

Q11202004 338 B2 80 13,883,00 13,389.00 000 1338380 000 375,000.00 g 9

QToLAS5 375,000.00 13.083.00 13483.00 00 1388388 oo 361111 L} o

102725 /LN 138800 13,889.00 200 1388889 oo wmana Q Q

010372015 w223 13,883.00 13.889.00 200 13,888.80 oo 1\ 3333 0 o

01,04/2015 pEEfereien 1388900 13880.00 000 1388880 00 T AN a a

A 052015 313,444.44 13,883.00 13,883.00 200 1388582 @00 305,555 56 a a

0162015 0555556 13.833.00 13.889.00 009 1388389 £ 291,566 57 a (1]

a107/2a5 291,666 .57 13;589.00 13883.00 Qoo 13,888 89 o WMy 4 G

01,08/3015 mInTe 13,885.00 13.883.00 ana 13888 B0 o0 263 388 B (4 o

010972015 iR 1388000 13.480.00 a0a 1388880 (0] 250.000.00 L} 0

a1,10/3015 50,000 00 13,880.00 13880.00 LR 13885 89 oo =N o o A




Loan Card update with the Detail of Employee Loan

Bl o

ACTIONS
™ ®

Detads Cloae
Loan

MNAVIGATE

1 Loan - LOAN-ADY - 10000

Fate of Interest:

General
Code LOAM-ADV -
Purpase: LOAM & ADVANCE
Loan Type Interest Free
Amount
Start Date: oL /me01e -
End Date: OL/2007 g
Mo, of Months: *

Instafiment Ameunt:

Mo of Installments |

Toital Bayside:
Total Interssr

Balance
Completed
Lean Amount Postec:

Next Step is to Generate Record Generation (Click Button)

I Edit - Eeviployies Card - BLOZ9L - SAMUAY

HOME ~ NAVIGATE

Sl BE & [

Dimensians Picture Altemative Relatives Qualificatians

Addressms

| & Department
[2) Nomunee

BLO291 - SANJAY - KUMAR - SHARMA

Mo

Card Nex

Title

First Mame™";
Mhddie Name:
Last Mame:
Address*"
Address &
Address &
Post Code:
Cityn

Country Code:
Phane Mo
Stake:

Search Name:
Gayee

Last Date Modifed:

Branch Code ™

BLOZ1

IF
SANIAY

KUMAR

SHARMA

S55/22 hlew Ashok Nagar

Meat ICICI Bank

110001
Delhi

n -

SANIAY KUMAR SHARMA
Male

12272008

1000

; Py
U Pzge Pay Leava Approval  Flemarts Entitliement

& 203

Leave Lean  Advance

Branch Code:
Eranch Mame:

- Depament Code:

Department Name:

Microaolt Dynamics MAV.

o Loavs records generated.

Leave Records
Attendance Recds
& Beancn Mapping

1000 - .
HO - Db

FINAMCE -

TANANCE

SALARY - 3
SALARY F;

Mot Confirm -

EAST -

Right-cick the image for aptions.




Pay Revision:- Employee of the Specific field

x

HOME | ACTIONS  NAVIGATE

Holostik-17-08-2014 1@

e - 2 e N @ Gats
Q E E =f 1 K
A DNew e 3 m | 4 Previous
View . Post  Bulk MNotes  Links Refresh  Clear
X Delete Past Filkzr
PR-0000010 - 106
E.éenerai -
Batch Name:  |REVISION - Depatment Code:  MAINT v
Dcument Ne: 000310 Emp Mame: RAM KISHORE DHIMAN v
Record Check: [ Ermployee Mo iiE vl
Pay Templaie Revizon Line -
M rnd  Aer T Clen Filler
Paylo_ = Payle. < Docum. = Empin. = LineNo = Payle. = Descrigtion Py Structu..  Effective Da.. Ameunt  Fitment Amoun Petent Revied Non D4
REVSION  PR-D000010 ] a0 006 200 (]
-
< »
Toksl Increment 00|
Total Arrean 0.00(
Totel Salary: 0.00|

Pay Structure Date Effective Date Fitment

| - IR ACTIONS | NAVIGATE Holestie-11-06-2014 @
o {
as 2 =
Emgioyes Bulic Update

Bulk
wise  Employes Wise Salary

PR-0000011 - 49

| General -

|REVISION

Batch Name

Bepariment Code:

Document Nor | PR-0000011

Recoed Check [

Pay Templata Revision Line

Emplo...
43
43
&
4
£
4

#Mornd  Fiter T Clenr Filtes
Paylo.. = Paylo.. = Docwm. =

AEVISICN PR-0000011
REVISICN PR-00000T1
REVISICH BR-0000011
AEVISION PR-0000011
REVSION PR-D0000T1
AEVISION PR-0000071
REVISION PR-00000T1

<

Total Increment

Tokzl &meer:

Toksl Salary:

Ermp Marre: POOMAM § MOOLCHANDANI \
Emplayes No: L] x v/
LineMa. = PayBe. = Description Py Structu...
0 BASIC Basic 15-12-2014
0 CONA, Comveyance Allowance 15-12- 2014
0 HRA Houce Rent Aliowance 15132008
0 MEDA Mezhcal Allowance 1592-2014
0 SPLA Special Alowance 15-12-2004
O UNFA Uniform Allowance 15-12-2014
o
0.00|
o]
o00|

S w

Effectve Da...

15122014
15-12-2014
15-12-2014
1512-2014
1512:2014
15-12-2014

Amount  Fitrment Amourt

20570.00
E00.00
10,161:00
1,250.00
13,048.00
3,000.00
fri]

non
Dol
aoD
000
0.00
i
0.0

Percert  Revised Nen 0 ™

D00
Q.00
200
.00
000
D.od
ke

4

And user enter the Pay structure date and effective date with enter latest revised salary in
Fitment Amount column.
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THEN GOTO ACTION TAB:

Click on Calculate Arrear and then Post the Revised Salary Structure.

Calculate Arrear Post

BBl vow:  acyons | naacan Helintic-11-06-2014 @
| @ Date of fonfirmation =] =+ (5
@ Calo ar P g e post
Promotion

N Test
@ Bull Coleuists Ar=ar  Pepors WeEPrnt

FR-0000011 - 48

[ Gararat -
Batch bame  |REVISION - Department Coder  SM -
Docurment Mo Ernp Marme: POOMNAM 5 MOOLCHANDARN -
FRoceed Chaek:  [] Emplayee Mo k3] “
Pay Templata Rewision Line s
M Fad Fmer T Cleas Falter
Baylo. = Payle.. =+ Docum. ~ Emple.. =+ LnaMo = PayBa. = Desciption Pay Struchu..  Effectos Da. Ameurt  Fitmant Ameunt Parcant  Reviced Mon D) #
RENSICN PR.O000011 49 O BASKC Backe 15122008 15122012 2097000 oo 00 aQ
AEASICN BR-0ONGOTI 28 o cona Convepance Alaance V1S 1312-2014 B0 oo 800
REVISION PR-00000T 43 o HRA House Rent Allawsrice 15-12:2004  15-12-2014 0,161.00 Do .00 |
AEVISICN PRAOGOCOTT 40 0 MEDA Medical Allowanse VIR0 15122014 1.250.00 Do 200
REVSICN PR-O00DOTT 40 0 SpLA Spacial Aowance 5122014 15.12:2014 13,042.00 000 8100
REVSIGN PR-DODOOI] 49 0 UNFA Undarm Allowance 1512200 15122014 2,000.00 Doy 0,00
REWSION BR-000001 1 o el ) ooy Do a
v
< >
Tatal Increment: 0.00|
Total Armar .00/
Total Satang oo

FULL & Final Settlement:

IF employee resign the job then user will be enter the inactive date on the employee Card. After insert
the inactive date user click the Full & Final Settlement Header-

° ey ., Halostik India Lue » Depatments » Human Resource Sayroll » Englopes » z|
- Halosti-11-06-2014 @

Depertrnents

Employee

+ Firancisl Management
Sales & Marksting

b
I Putchaze e :
Empleyes List
P Warehepe Temp Arrear Caleulation
b Manufzcturing
Hurman Resowces Tasks
I Adminstiation Pay Reiian
b Ohshity dssurence Py Fasion Djops D
¥ JaxPlonning B

b Requisition Eull 2 Fio Fitasler
¥ RGR/NRGP
I Incent
4 Human Rescurce Peyroll

b HR

Employee

b Penodic Ackvity

b Tax Planmng

b Report

b Setup

ﬁ Hame

_:ﬁ Posted Docurments

ﬁl Dwm
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Then select the Employee ID and Then GOTO ACTION Tab:

Press the Calculate Salary---> Full & Final Report

"
sucais  Feid
[ e

& i E1%H (LT
[r— -
[r———, = i i | | [
Bpwd b Flars s inrw i =
i b disrmm T (=
[ e - -
.= =

L (R e [ (= Grms frmm Fmm b begiee U o S o= P e PmsiBrp o T

[ e e [ Bl + L e LT e L= R Ll CL i

B [T s ——_— 10X L &, ' I ' [T

Vi S r— [T mags ] e &l i X o W i

FimaTE  fepes [ s T gLy, = ¥ A ]

BLTHTT - -y e & RV rL (= i £ 4 E

(L] it T e e e =] 1R i T x x 1

L I —— & Ei- LT = x x 3 I

a e EE ] pLg . i i LT WL L i

L] B il =i LR 5 o Ll (L) L2 i u X

= [FE—— [TIes bt =] i L LA P .. L .

i T
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Employee Weekly OFF (Branch / Employee -wise Weekly Off can be defined in System)

a Select Branch Code
a Month
« Find Employee

Select the Weekly off in Line Employee Wise (Click Update Weekly Off)

8

Find Updote
Emgioyee Weekdy Off

Branch Code: 1000

Menthe Rgnl
Year me
Emp Mame Current Year Wegics BranchCode n
Code - Marith - s
Process

ELO&E ANUE Apnl oty 1000

ELDIS4 WIVEK SHARMA Aprl 2014 1000

ELOLSE GYAN SINGH BALMI Aprd 2014 1000

BLMST RAMDHANT MANDAL Aprl 14 1000

ELOLSS R BIHARL PRASAD Fprl &14 1000

BLOESS RITU GURTA Apd a4 1000

BLOIE0 KRISHAMN KLUMAR Apnl 214 1000

ELOLG2 SUNL Aprd w14 1000

BLDIE3 WIKAS SHARMA Apil 4 1000

BLOLES SR NARAYAN PANDEY Apnl 2014 1000

BLOGT4 DINESH BINDRA Al 04 1000

BLOETS RAVI EUMAR Aprl 24 1000

BLDZ76 F P MAUTIVAL Aprd o14 1000

BLIET? SUNAL KUMAR Apil o014 1000 I
BLOZTE MANISH SHARMA Bprl 2014 1000

BLD2ET

Leave Posting

HOME | NAWMGATE
B Lt N ~ T + Gote

=~ new lews | Bd X g revion
View Motes Lmnks | Refresh Ciear
2= Daista Filter P Mext
L-0000007
Gereral
Document No: | [IEERETR | Posting Dete: |31/08/2013 v|
L Pocting
Deistilesve = @ Find  Filter 7 Cieat Filter
Employes . LesveFrom_ LesveToD. LeaveCode. |ssveType  Leave Description Tord Lesve  Employee Harne Toeal Aueiabils . Totsl Avsitable . Totsl Available Tousl Al
Eull 000 000 000 0

(HR Department has to update the leave record of Employee manually by updating in Line)
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GO-TO> Navigate Button (update the record in Line) Click Yes

Record Move to Posted Leave Posting (After Posting)

= Notes  Lnke  Refrech  Clear
filter b Nen

L-0000002
Gereral
Document Nos | PostingDete: ;In.f:'s.a:i:ii

Lesve Pasting

Deleteleave ~ b Find  Fiter 7 Claw Filier
Employee... LeaveFom.. LeaveToD. LlesveCode. LesveType  Leave Description Total Leave  Employee Name Total dvailable .. Total Avsilable Total Available ..  Total A
A000E85 TS5 DH052015 143 Full 1.00 MAHAVIR YADAY T T %00
A0EES /TE2015 0405/2015 5L Full 100 MAHAVIR YADAY T.00 T.00 3600
AD00EEG MAOERNS DR L Full 100 PAVAN RYADAN T o0 900
ADD0EEE 0ETE2015 0503/2015 L Full 100 AJAY SONI 300 TO0 Mo
AB0GEEE 0505/ 205 L Full 1.00 AJAY SONI 200 700 Mo
ADICess DTS5 07r05/2015 EL Full 200 SUMNIL KOKADIA .00 00 4000
EO00EES DTG 03052015 cL Full 100 SUNIL KOKADIA T00 700 D00
ADI0EES 117052005 12N 5 Full 200 SUNIL KOKADIA 700 T 4000
EIET A 205 140572015 EL Full L00 SANAY M, BAIRAGI 300 a0d AT0Y
AD0ETS TIORMS 1TAsEANS CL Full 100 RAJESH BOSMIYA a0 .00 5500
ADICETA 140572015 1205/2015 5 Full 1.00 RAJESH EOSMIYA &00 00 3500
AOD0ET6 1205235 12005/2015 A Full 1.00 AMIT HATHWANI 00 700 oo
AROCETT 1205/2013 12032013 EL Half 030 JNOTISH U TRIVED 3H To0 17,75
BOD0ETT

13/05/2015 13092015 SL Full 100 JYOTISH U TRIVED( 350 M 17,73
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Earning / Deduction
~ Open Addition/Deduction List

Click New (Update New Record)

Update the Record Manually (Select the Employee Code at Line)

GO-TO > Navigate Tab for Update Line

B e LS T = L=
By g vy [LE= T T

L r

fa |-|-

[ Pt s Lnied dory P T

b e e L i 7 Bl
i

Click Yes

Next Activity is to Post the Information’s which fill in Line (Click Post)
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B it - AckitioryDeshuction Hel- - AD-0000015 TR, | T————
Bl covc  novicer
M O

Update  POST

Amourt

AD-0000015

General x
Document Mo AD-000001% Vear 014
Pay Hement Code UMIFORM - Par Unit Amt 100
Pay Elemert Descrpbon: — Undgrm Allowance Basic Salkery |
Branch Code: 1000 - Giross Salary |
Manth: Fi Crested Date  DL/D4/2014 -
St Dpen v
Addifion/Deduction Subpage =
M Find  Filter T Clens Filtes
Emplayes Units P Unit At Totabrrt  Employes Neme Morih Vear
Code
ELOGEL 000 100 33000 SANIAY KLIMAR SHARMA 14

ool

Record Move to posted Additional /Deduction List (After Posting)\
Arrear Calculation

GO-TO > Arrear List

T TR

HOME

h O O

Fil  Calculste Post
Data  frrear

e ©

MAVIZATE

=
ARR-000001

General -
Document Mo ARR-00DJ0L Posting Date 30/05/2014 -
Employes Code:  BLO0DZ 4 No 0f Days: 200
Employes Mame:  FATEH CHAND Month: 10
Forthe Month:  September v Year 2014
Year Net: 2084 Amear Calculated |
Arrear Sub Form & -
M Find  Fer 7 Claar P |
Emplc.. Pay Pay Structure  Paid Amount Arrear
Mo - E_Im’.:nt = Date Category
Code
Bioonz BASIC 171272014 Manthly 15,0500 -L003.00
BLODD2 CONY 121272014 Merithly 200 5200
BLO00Z HiA 127272018 Menthly §15000 41080

L NCH.C EEC Loyl mlivd

HR Department will update the Arrear Day’s with related month

Click Fill Data (Update the Line) Click Post

Next Step
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Next Step- Upload the Employee wise Monthly shift

T TMU » Departments » Humen Rescurce Payroll » Periodic Activity » Employee Wise Shift defined »  Maonthly Shift »  Posted uplosd Morithly Shift

(& & T it

Show a5 lute Notes  Links Refresh Clear  Find
| Chart Filtar
: 5 -
strnencs | Posted upload Monthly Shift - Typetofiltes [F3 Employee Code v | | w
I Siles & Marketing P =
I Fnancial Managemant o filters appl
I+ Appreval Dacumeant Empl. = Month = Year = ShiftCod. ShdtCod. ShiftCod. ShiftCod., ShitCod. ShiftCod. ShitCod.. ShiftCod.. ShiftCod.. ShitCod. ShftCod. ShiltCod. *
b Univerty TMUoX2 1 7o 1 L g L} 9 & o a9 L 9 ) IS
o ST e Fena TRLORAS 1 w017 0 154 5 ™ =] 14 (] e 134 a3 14 (1] 1
- HR
TMUeNES 1 a7 114 L] [t} 14 15 ns 14 1] 115 =4 83 115 £
Employee Z
Py Rasision ThiLiodss 1 a7 o 1 1 1 1 | 1 a 1 1 1 1 1
Full & Firal ThMUDXES 1 amro 1 1 1 1 ] 1 ] 1 1 1 1 1
+ Penodic Activity TMUKED 1 017 0 id ” w ” W 4 0 ” ” 4 4 1
Hiring Procedure TMUBNE2 1 017 15 & 5 15 s 0 115 ns =] 115 115 14 (
2 B e WA S st TMUDIIDS 1 17 7 w t 7 7 " 7 i 7 (] id 7 1
iy TMUBAIET 1 w17 0 6 @ = 8 61 @ o £ 5 63 = [
Weekly Shitt
ThLENZ1 1 M7 e a8 a "3 ) a & L 82 . e &2 E
Temperary Shift Assign
Einployes Wesky OF TMUGYT34 1 217 0 7 17 7 7 1 i [ 7 it 17 7 1
Extra Workirg Tl 1 2017 14 & s jil] "5 15 o 63 B 51 &3 14 £
Leave Posting v THLNE 1 a7 e w W 7 7 () L L} w 17 7 7 1
TMUOHSE 1 017 114 114 &3 i 14 o 115 1 i 8 ] ] £
o} Home
TMUBIZE? 1 o7 0 ” ” 7 7 7 7 0 17 7 7 7 1
ﬂ Pested Docsments TMUDI2SS 1 017 0 ° bl a a ] ] o 9 L] ] ] ¢
TMUBIZTS 1 207 1 1 1 1 1 1 1 o 1 1 1 1 1
Jhy Dewtmonts
TMUDJES 1 amzro 14 14 T 15 83 4 o ™ 15 ns M £

X196
20021017

° [ TMU » Depsriments » Humen Resource Payroll » Perodic Activity, » Employee Wise Shift defmed . Weekly Shilt » Uplond Weekdy Shft Master z|

- HOME | NAVIGATE
T — -
. A X
M Edit  Dssts
Last

SISy

Reiresh Clear  Find
Filter

Upload Weekly Shift Master - Typeto filtes [F1 Empioyee Code = | 2| v
o filters applist

arkesting
I+ Firencial Management
I Appreval Documnent Empl. =~ Stat. < Sunday Mondsy  Tumdey  Wednssday Thursdey  Friday Seturdsy  Emplopee Name Creste U5, Cresie Oate Clos
b Universy
# Huamizn Rescurce Payroll
HR
Employee
Pay Revision
Full & Final
4 Penodic Activity
Hinng Procedurs
4 Employee Wisz Shift defin
Manthly Shift
Weekly Shift
Temperary Shilt Assign
Employee Weeldy OF
Extra Warking
Leave Posting ,

(:‘Tunm:

B} Posted Docamants
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Temporary Shift Assign -if any employee shift have been change for the short period then you can
entered the temporary shift in this screen.

T TMU » Departments » Humen Rescurce Payroll » Periodic Activity » Employee Wise Shift defined »  Ternporery Shift Aszign ¢ Posted Temparary Shift Assign

== Fh
o b & %% it
Show ax ChreMs Notes  Linis Refresh Clear  Find
Chart Filter
4 Posted Temporary Shift Assign - Type to filler (7 ploes || v
[ Saluﬂ.uarhamg o Hles
I Fmancial Managemant
I Approval Document Empl.. = Employee Name Stert.. ~ |End. = ShiftPatt.. | NewShift. Shift Description Ir b End Time | Weekly Off  Status Bemarks A~
¥ Universty TMUBDITS  RAIUKUMAR (LINEMAK)  12-01-2017 17012017 Foced & 20:0-08:00 200000 030000  Wednesday Close
AL I Rece Reviay TMUBIISE  AMAR SINGH T-1-2006 15022017 Faest 10 0800-17:30 050600 173000 Sundey  Close
K ::nld\m. TMUIZD  SACHIN KUMAR Q112006 01-12-2006  Foeed i’} 1200-2000 120000  200K00  Sunday  Close
i TMUGIEE  SACHIN KUMAR 012017 02-01-2017  Fiedd 1 0000-17:00 DEOR0 170000 Close
Eull & Firal TMUDOZS  SACHIN KUMAR 012017 04-01-2007  Fieed 1 09:00-17:00 D300 170000 Clost:
+ Penodic Activy TMUGI2E  SACHIN KUMAR 06-01-2017 0B-01-2017 Fixed 1 £E:00-1 700 020000 170000 Close
Hiring Frocedure TMLBIZS  SACHIN KUMAR 07-01-2007  0H-0-2007  Famd 2 0%30-1730 053000 17:30:00 Close
4 Evyployes Wipe Shifk defin. TMUDIDY  SATHIN KUMAR E0-2017 002017 Fueed 2 10001300 1GOR00 150000 Close
WMackhiy Snift TMUBI20S  SACHIN KUMAR 10012017 10012017 Faned 2 1000-18:00 1G0000 120000 Close
tﬁz::ﬂam.m@. TMUGI2S  SACHIN KUMAR 19-01-2017  13-01-2017  Foed 1 09:00-17.00 020000 170000 Close:
Einployes Wesky OF TMUO2SS  ARVIND KUMARILINE MARY  01-11-2018  28-03-2017  Faeed 1 £E00-1T:00 020000 170000 Sunday  Close
Btra Working TMUI2SE  ARVIND KUMARILINE MARY  01-12-2006  15-02-2017  Foed 0 0600-17:30 030600 173000 Sundsy  Close
Leave Parting ., TMUGIZES  PIVUSH SAXENA Q1122076 15002017  Fused w0 0000-1730 030K00 173000 Sunday  Close
ﬁ Home TMUDIZET  SHASHANK S.SHARMA a1-12-2018  31-01-2017  Fised &0 0C:4%-18:00 04500 18:00:00 Sunday Close
TMUBDIT?  SHASHAMK 5.5HARME 122006 15022017 Foed 0 PE00-1730 030500 17300 Sundsy  Close
I Posted Docaments TMUOMZE  BRAMOD KRLSHARMA Q122006 15-02-2017  Faed 0 0e00-1730 DXDXOD 17300 Sunday  Ciose
a b TMUOMSE  YOGEMDRA SINGH M-122018  21-12-2016  Fied n 07:00-19:00 O7:00:00 19:00:00 Close
J TMUGMTD  MOHDHASHAN 112006 28022017 Fuued 1 DR00-1700 0ROKO0 170000 Friday Close

G323 P
20021017

HOME NAVIGATE
H B Update Salary Atlendance
Lock Attendance Process
Attermiance (1 Lock Update Amendance Process

TMU00001 - D1-01-2017

-
College W Empioyee No.: )
Degastment: 2
= Emplayes Name Status Tirre Fram Time Te Total Hours  Shift Code Shift Timeln ShiftTime., ShiftTotal.. Employes.. Loc.. Lee.. Mon, 7
ABATT KLIMAR, Off-Diay 0oo 13 120000 220000 100000 asen = O O
AT KLBMAR Present 115600 22:06:00 WAT 133 12:00:00 220000 10:00:00 L2500 # O O
AMIT KUBAR Present 12:00:00 22010000 1047 133 12:00:00 22:00:00 10:00:00 #2500 - O 0
AMIT ELMAR Present 126700 221400 W3z 133 12:00:00 220000 10:00:00 42500 I O O
AMIT KUMAR Precent 11:40:00 1033 133 12:00:00 22:0000 10:00:00 £2500 il O a
TMUGM  06-01-201T7 AT KUMAR Pracent 12:0500 012 133 12:00:00 12:0000 10:00:00 #2500 i O |
TMUOMDDM  07-01-2017  AMIT KUMAR Present 114200 023 133 120000 22:00:00 00000 AZ500 i L O
TMUD0O1  08-01-201T AMIT KUBMAR Off-Day G600 133 12:00:0C 22:00:00 10-00-00 0500 i [ |
TMUDODT  09-M-2077 AMIT KUMAR Present 11:56:00 22:00:00 w47 133 12:00:00 220800 10:0000 L4500 ¥ O O
TMUDOOOT  10-01-201T AMIT KUMAR Present 12:04:00 211400 a2 133 12:00:00 22,0000 100000 300 i ] O
TMUBIOOT 11012017 AMIT KEUMAR Present 12:03:00 2211:00 RLRERS EE] 12:00:00 22:00:00 100N 47500 i O N
TMUDOM  12-01-2017 AMIT KUMAR Present 000 133 12:00:00 22000 00000 AZ500 i (| O
TMUD0OT  13-01-2017  AMIT KUMAR Present 000 133 12:00:00 120000 00000 2500 B O O
TMUDIODT  T4-01-2017 AMIT KUMAR Presest 1201:00 22:08:00 maz 133 120000 22,0800 10:00:00 500 i O |
TMUBOD]  1S-08-20TT  AMIT KUMAR Of-Day 000 133 1250000 22000 1000400 42500 ¥ O |
« et ABAT WTRAAR Do mrans RRIEL, ) TR MmIT 4T SER ) A AR 50 ] ] w 5 o
[ o

il

~ Employee Daily Attendance Sheet (User can see the specific Employee Detail)
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B o oo

[ it - Pay Daily Atiendence Head - 810003 : -

: ™ ~ Y = Goto
Q X | & BeiE
View Delete Notes Lnks  Refresh Clear

Fiter P Next

BLOOOZ - FATEH CHAND

Py
Department Code: v Employes No: 'm B
Eranch Code: -
Pay Dally Attendence )
Home v LeaveDetails  Filter W, Clear Filter
Emplo... Emip Name Department. Attend Year Month Status Time Time Out Late Late Hours Edtra oft Holi.. Leave Leave OffType Late [ e
Code -~ Code Date - In Comme.. Comme.. Present Hows Day Type Code Co.
Wark.. |
BLazl SANIAY KUMAR SHARMA FINANCE AL 2014 11 Peesert 3000, E:DOD0PM 08:00 00:00 i a 1
BLOzal SAMIAY KUMAR SHARMA FINAMCE 02/11/2004 o014 1 Off-Day 0000 00:00 [Ed Full-Cay
BLO2L SAMNIAY KUMAR SHARMA FINANCE 037112014 014 1 Preset  5:0040., 80000 PM 00 00:00 [
BLO291 SANIAY KUMAR SHARMA FNAMNCE 41L/200 2014 I Prese. = 000 50300 PM 08:00 00:00 | [l
BLOZGL SANIAY KUMAR SHARMA FINAMNCE 05/11/2004 2014 1 Leave 00:00 00:00 B [ Full-Day CL i}
Lol SAMIAY KUMAR SHARMA FINAMCE 0671172014 2014 1 Lesve 0000 00:00 [ [F] Fub-Dasy CL I
Aozl SANIAY KUMAR SHARMA ANANCE  O7/11/2014 014 11 Leave w0 0k [0 [ FubDey CL I
BLZ SAMIAY KUMAR SHARMA FINANCE BALA 2014 1 Preset 300D G0N0 PM 0E:00 00:00 m |
BLO2E SAMNIAY KUMAR SHARMA FINANCE taa12014 014 11 Off-Day A0:00 00:00 ¥ Full-Dary
BLO29 SAMIAY KUMAR SHARMA FINANCE 10112014 o 11 Present  2:000.. 60000 PM 08:00 00:00 |
BLOZGY SAMIAY KUMAR SHARMA FINAMCE 1171172010 2014 H Precet 000 6:00:00 PM 02:00 00:00 B Fi
BLOZL SANIAY KUMAR SHARMA FINANCE 121172014 2004 U Preset 5000, &D000FM 08:00 0000 & [ I
BLI2L SANIAY KUMAR SHARMA FINANCE 131112004 2014 U Preset 20040, B:0M00PM 02100 0000 [ 1}
BLA291 SAMNIAY EUMAR SHARMA HNANCE 14172014 2014 11 Present  S000.. &:00:00 PM 800 00:00 ) IE ] 5
i m '
oK

Regarding overall Detail of Month
Next Step Employee Monthly Attendance
GO-TO > Navigate Tab

a Select the Employee/ Branch
a Click Process Attendance
~ View the Whole Month Attendance employee wise in single line
- R LR TR i— . UL e el CON ]

| - IR [ Feoure 1]

Process
Amandance

BLO291 11

Franch Cade - Employee Mo BER23 -
Ermiploy . Year  Mooth  Frmploges Heme Pres.  Ouertise Lemve Lesve Total Totel  Toesl ML Total  Totst Hel. OF  Late LWwP LWP  Paid
Mo Days Hours  Full-Days)  (Hal-Days) L - PL Lewve e Day Ce.. Days Days Days

[Had-. Fudl-
- 2014 11 SAMIAY KUMAR SHARM.. 22 0o 3 o 30 on 0 30 (1] “ 5 ] [3 0 00

Month ry—
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MAVIGATE
& ™ ~a 6ot
1Q # lab | &= ‘r)\ 4 Previous
View F Notes Links Refrech ET:: b et
AQOOOCS -9+ 2015
Branch Code: | - Ernployes Mo |
¥ear =  Morth = Erployes Name FaidDays Hol.  Hold Salary Remarks
2013 9 Atul BaH 3000 ]
013 9 Basant Kumar Arya 0[]
015 3 Dhesam Veer w0 [
s 9 Ja=i Kumar Prasad v |
2015 % Sarjeey ha o []
015 9 Sajjan Kumar tha e O
s @ Abrar Ahmad nee [
015 9 Manaj Kumsr 3000 [
015 9 Atul Kumar W [
w015 9 Parkaj Eumar 000 [
s 9 Saryesy Kumar w000 ]
015 % Soru Kumar 000 []
013 9 Balvir Upadhysy 0 [
W5 9 Sushil Kumar Singh aom O
3 9 Ajay Goel M [
s 9 Sural Kumar aw [
013 9 Kumwar Pal Singh 000 [ =

Next Step Monthly Payroll Salary Process;._'_'.'._ I i

B oo Helostik-11.06-2014 @

A

Clear
Filter

Employee ~
Show resulte:
X Where [
X And Enter a value.
X and Branch Code ¥ is Enter a value.

+ ‘Add Filter

Limit totals o
+ Add Filker

After run this process all employee Salary will be calculated
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05-2012 @

~l y
& o=
Refresh [ Ga
| o
Monthly Pay Processed
Current Processed -
Met Pay £~
Fiter W CloarFilter
ncl.  Empla. = Emplayes Name Payable Amount  PayabimAmous., Gross Eaming A... ing i ; Departmar.  Locafion €. Branch #
w0 DMERIN KURAR 621600 BI6.00 635000 .00 000 NUM CHENMALPL., 1400
20-D6-2014 = i MURAL| BEHERA BATS D0 647500 T25000 77500 000 MNURA CHEWMNAI PL., 1400
3-06-2014 M R MATHIYAZHAGANE, B065.00 BOE5.00 E800.00 A0 000 E CHERMAI PL., 1400
30-06-2014 M om F. GURUPATHAM 551500 551500 620000 GBS0 000 IE CHEMMAI PL.., 1400
30-06-2014 o 10m L VINOTH KUMAR 5.515.00 551500 6,200.00 585,00 0.00 NUM CHENMAI 2L, 1400
0GE-2014 = LDHANS SEKAR EEET.O0 B.GET0 7.500.00 21300 000 DCT CHENMS] PL.., 1400
30-06-2014 ¥ 1 S.RAJESH 5,848.00 5,948.00 £,300.00 -251.00 00 EMB CHERIMAIPL., 1400
0-L6-2014 = N PALANIVEL 15, 788,00 15.788.00 16,568.00 -700.00 000 BCT CHENMAIPL., 1400
30-06-2014 Mo PRATAP CHANDAN PADHI 733600 733600 £200.00 26400 000 MAINT CHENMAIAL.. 1400
30-06-2014 o 15 KARTIKESWAR PATRA 503800 533800 580000 “Te2.00 0o IE CHEMMAIPL.., 1400
30-06-32014 o DAYANIDHI BEHERA 510 L1300 580000 BTE00 000 COMM CHEMNAI L., 1400
30-06-2014 & um ANTA KUMAR DAS 5205.00 520500 £6,000.00 <0500 0.00 EME CHENMAI DL, 1400
-
Total Processed -
Not Processed v
aK

Then user will be check the salary detail (earning and deduction). After completion the checking,
salary will be post for the accounts. Then GO TO-->Monthly Payroll Posting

Then Click on the Posting Button and Press the Post Button

b View - M o 4
- HOME Holostik-11-06-2014 @
5 3 5l
Q v L.'.-a i =
View Notes Linkz  Refresh Go
F to

Monthly Payroll Pesting

-Po;n_g Pending / -

| Met Pay I

| Dimension = Clear Filter

Errpleyes Mame Payeble Amcunt  Payable Amou.,  Grow Esming A GrossEsming  Groms Deduction  Resmb Departmen.,  Locebion €. Branch =

| D MERIN KUMAR 716.00 AI16.00 EI5000 695000 T340 000 MUM CHENMNSI B, 1430
30-06-2014 00 MURALI BEHERA EATS00 EAT500 725000 725000 71500 D00 HUM CHENNAI PL.., 1400
30:06-2014 1052 MATHIVAZHAGANE, 606500 £,065.00 300,00 680000 700 030 CHENNAI L., 1400
30-06-2014 107 F. GURLRATHAM 551500 551500 £,200.00 620000 68500 000 CHENNEIPL., 1400
30-0e-2014 wn L VINOTH EUMAR 551500 531500 620000 B200.00 50500 000 MU CHERMAS) AL, 1400
30-06-2014 = ] L DHANA SEKRR EAT00 EEST00 7,600.00 7,600.00 300 000 DCT CHENMEIBL., 1400
30-06-2014 AT SRAJESH 5.549,00 S949.00 BANOD0 EA00.00 25100 0,00 EME CHEMMAIPL., 1400
30-08-2014 = 1 PALANIVEL 1578500 16,568.00 16,568.00 TR0 000 peT CHERNNAI L., 1400
W06 W NE RRATAP CHANDAN BADHI 733600 £,200.00 820000 864,00 000 MAINT CHENNAI AL, 1400
30-06-2014 =T KARTINESWAR PATRA 503800 580000 580000 76200 000 1€ CHENNAI L., 1400
30-06-2014 & m DAYANIDH! BEHERA S122.00 5,800.00 580000 7800 000 COMM CHENMAIPL., 1400
WiEwH @ ANTA KUMAR DAS 520500 E000.00 600000 500 000 EMB CHENMNAIPL., 1400
30-06-2014 @ ADITYA KUMAR MAHAPATRA 520300 Sa500 £,000.00 6,000.00 500 T00 NUM CHENNSI L., 1430

< D FRL ) PUALPATALI RATD S s a0 ne, e e £ faman = aynan e an ann e i T -




. ACTIONS Holostik-11-06-2014 @

hS
ear
Filter
-
Tempinciude:  |[EESTH] v

Templaciude 143004
Documenthlo: | SEP-5AL-14-0001

gvlocDate  |30-08-2014 v
InAmount: oo0
ExAmount oo

Employee -

Soing: Noov Al
Show results:
+ Add Filker

Limnit totals to:
+ Add Filer

And after click the ok button, salary will be p_osted in the a.c,counts.

Tax Planning:

For the new employee, create the Import of Pay element.

e 3 0 Halostik Indha Live + Departments ¢ Human Resource & v TosPlsnng b Poy TaxHeods © 0| [Senrch (crl=F3)
- Holostie11-06-2014 @
®
Deprtenis Pay Tax Heads
Financial Managemens
Saios & Marketing
Tasks
Pache Impart frem Pay Hements
Warshouse Imgoet fom Processed Safary

Manifacturing
Human Resources
Addminigtration

Cuality Assurance

Recuisitian

RGP/MRGE

Indent

Hiurnar Feseute e Payral
b HR

Employes

I Perindic Aetivity

4 Tax Plantiing
Empleyes Wise Tax upload

[Py e teaii]
Impart from Procecced Salar
T Cakeulation

I Repowt

b Sstn

ﬁ Hame

13N

P LS S BT ) AT

And then select the Assessment year and press Ok.
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- i x
ACTIONS Holostik-11-06-2014 @

A¥ID: iv

AvStartDote: | DIEIMOTE

AVEndDate: | 31-03-2016

Employee

Soting: Noov

Shouw regults:

A Where Ne -k Enter 5 valie,
+ Add Filter

Limit totals to:

+ Add Filter

Bint.. = Praview Cancel

o e il /s s ] =

13122014

After create the import the Pay Element, User create the Import from Salary Processed. And then run
the Tax Calculation Sheet

Import the Pay element —only run the new employee.
Import the Salary Processed—every month after post the salary.

Tax Calculation Sheet -- every month after post the salary.

Investment Code

Create the Investment code for the tax Planning
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New

F i

Investment Code -

»

Code

B
806

Bl
ANULING
HOMELOAN
ue
MEDICLM-NS
MEDICLM-5
MUTUALFL...
MsC

PRF
SHORTOEPST
TUIoN

uLp

sz
YEARBOMUS

Code Description
Handicapped Dependents
Repayment of loen far education
Denztions

Physically handicepped

Anrwal Incentive

Hivme Loan Repayment

uc

Medicizim Nen Senlr
ediclaim Senior

Mutual Fund

NSC

PPF

Fied Desporn

Tuition Fees

uup

Horme lnan Inteneat

Year Wise Bonus

Deserp..

Hend Mo

- oo o e

- e

e

Moe s o

Holostik-11-06-20

Clesr  Find
Filter
[ Type to i Crde ||
e filkers spplied
Hezd Hal
0
(]
(]
a
1
L]
9
i
]
L]
9
]
9
9
0

Tax Investment Data Upload -

fpid =
w
w
m
o
wn1a
wie
W
s
mse
wie
05
pLr ]
mee
029

10z
s
s
ws
105

PayHe. = fmount  City

HRA TR00.00 Mietro
uc 28,800.00 Metro
TUITIoN 3216000 Metro
LNFA 172000 Metro
HRA 11,000.00 Metro
uc 3783600 Metro
MEDICLM-NS 322000 Metro
NSC 10,000,00 Metro
TUTIoN 24000.00 Metro
LINF& 375000 Metro
HRA 530000 Metre
UNFA 1,80000 Metre
HRA 5,500.00 Metro
uc 642800 Metro
NSC 25,0000 Meto
UNFA 225000 Metre
HRA T.000.00 Metio
uc 121500 Metra
MEDICLM-NS 620500 Metro
NSC - A0 Metra

Helostik-11:06-2012 @

Tirpe to

'|-il v

o filters applied
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After Uploaded the Tax saving data THEN GOTO: - Update Proposed Tax
the Employee Tax Card.

k4
ol

i
\Thetre SN
L il e

g
Prenlied LES Dol
Tairy o Sy el @

=
s ma

Page 36

Then Select the Assessment Year. And press the OK Button and tax investment will be updated on

ot

=z B




Reports (User get these Information’s in report’s

Salary Register

Salary Register For Month of November-14.

Rate of Salary Earning Salary Deduct
ion
Salary
S. Employee | Employee | Branch Depart | Employee BASIC | HRA CONYV | Monthly | Paid | BASIC | HRA | CONV | Gross | Gross Net Sign | Res
No | Code Name Name ment Posting Gross Days | earn Earn | Earn Earni | Deduct | Salary | ature | ign
Name | Group ng ion atio
n
Dat
e
1] BLOOO2 FATEH HO - STORE | SALARY 15050] 6150 800 22000 30 15050] 6150 800 22000 22000
CHAND Delhi S
Gross 15050 6150 800 22000 15050( 6150 800( 22000 22000
Total




Salary Slip

Days Paid :
Employee ID : BL0O002 Employee Name : FATEH CHAND 30 LWP:0
Pay Mode : Designation : INCHARGE Department : STORES
DOJ : Th )
ogj ursday, January Account No : 094- . .
1969 325040-006 Location : HO - Delhi
PAN No : PF No: ESI No :
CLAVL:0 ELAVL:0 CL Bal. : 15 EL
Bal. : 15
o Earning Arrear Amt | Total Amt
Description Rate (Rs.)| (Rs.) (Rs.) (Rs.)
BASIC
SALARY 15050 15050 0 15050
Conveyance Allowance 800 800 0 800
House Rent Allowance 6150 6150 0 6150
Total 22000 22000 0 22000
Total
Earnings 22000
Net Payable 22000
RUPEES TWENTY TWO THOUSAND RUPEES AND ZERO PAISA ONLY
This is computer generated sheet hence no signatures required.
Employee Wise Leave Balance
Employee Wise Leave Detail for the Month of November-14.
Sr | Employ | Employ | Date Bran | Departm |O/B | O/B | O/B CL| ML|P |CL (CL |CL
. eelD ee of ch ent CL ML PL L (S S S
N Name Joini CL |ML |PL
0. ngg
1 1 BLOO02 [ FATEH Jan| HO - STORES 15.0 0.0] 15.0 0.0 0.0 O 15 0.0 15
CHAND 1969| Delhi 0 0 q




Setup
a Leave Year

Create Year

[ Etit - Py Year List - fear |l=la & |
Bl o acione navicate [Fiman Reoure L 73
T i p— Y s Y *Goto
C 365, (365 |
LD ey | 253 O o | s B ol
View i Cicse  Creats Notes Links Refresh Clear
X Delete Vear  Year Filtar B Next
Edit - Pay Year
LeaveYear sif
- HOME ACTIONS
Type YearStat 0. VearEndD.. Chg. R .
i I
LeaveYesr  OLOM0M  TOMADS | e 265 |;L & K =
Wiew oK Notes  Links Redresh T Go
i <]
Pay Year
General -
Vear Start Date: | TEERRIES - ¥ear End Drte: -
L3
[

@ . 0 €@ 4« e/ alo]

Click Calendar Generation/Leave Crediting’s/Leave Entitlements

[ Edsit - Py Yemr List - Lasveyear
Bl 0w acmons | sawcare

Celendar Leave Lezve
Ganeration Credrtings Enttlements

LeaveYear
Type VearStat D.., YearEndD.. Clos.

[leaveYesr  |CLDM0M  3L03EENS [

m

Be - 0 € 4« 2 8/™Aalo]




> Financial Year

B Edhit - Pay Year List - Fin¥ear /
- K
Fh  » Gk —_— — IS *Gat
o Tl 385, (365 & T %
Vit | e | it Y | T e O
o ase Crea inks -~
X Delete | Yaar  year Fiter B Neat
fasiics Prusces 5 e —
) - Pay Year
FinYear o d
- HOME  ACTIONS
Type Yeor Sort 0. YesrEnd D
FinVeat LT PR L

S
Year Start Dat: OL/D4/ZNS - Year End Dot T1/03/2016

e = o

> Assessment Year

[ Eit - Pay Year List - Asst¥ear

=@ |
HOME  ACTIONS [ Hhuman Resource [7]
& o £ # Arkncd
o} 3 ig=ment %y, s
e D New G
e
™ X Dekete Yo Yoa
Mlanace =
AsstYear
ACTIONS
Type VessStartD.. Yes EndD. i -
AcstYear  OUOAADIS L3NG |GL
Notes  Links
Vear Stort Dote: | TIANEI -] VewEndDate TN "
[}
oK

Eﬁ =

0 € « el "|lo
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> PF Year

[ it - Pay Year List - PF Vear - |
B o oo [Hoiman Recouree 7}
Tk~ Gk —_— — S *Gat
(o el 35, (385, & T"( 3
ol O e Sl Ml e e
™ KDeete | i vew i Fiter B Next
| Eri Prowe= MW & e Dane
-
Edt - Pay Vear o] |
PF Year o
- HOME  ACTIONS Human Resource (7]
T ¥ -
o ‘enr Stort 0. Yesr End D, : ~ + =
EF Yast oLmaatle  22/2008 365 5
oK Notes  Links Refresh a1 Go
to

-

Genaral

Year Start Dot 010372015 - Year End Oete | T1/03/2016] -

— = L

ok |

PR

[ # i e ™ re | Y = Gato
36, [385 c
K g L w R X preon

DI New

X Deete Yazr  ¥i

z Edit + Pay Vear
ESI Period
- HOME  ACTIDNS
Type Year Start 0. Yew End D [ | 3 ~ T -
ESIPeriod  DLA4/004  30/09/2004 |Q 365 |,;J, (¥ ->
ESlPeriod  DLAGIM 30305 ]V'm O Notes  Links Mﬂ'--fﬂ
= 0
> wcha
/Ger\era] :
| | Vear Start Date: 0104725 v YemEndDae [R0709/2014 =,
M|

ey OEN N
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a Bonus Year

I € - Py Year List - Borusear

B ACTIONS
= m— - L 2 Gate
(@ 365, 365/
£ I Now | w | ~ 4 Previous
View Close Creste  Motes Links | Fefresh Clear
Filler [P Next

PiDckte | Year Year

r
Edit - Pay Year

BonusYear

e e

- HOME ACTIONS
A
(& b= [
Pk s (<>}

View o Notes  Links

Type VYearSarD. YesrEndD. Cio
Bonus¥ear  OLA0402004  31A502M5

y Year
Gereral

¥ear Start Date: | ENINIETEY

~l
[

Refresh Clew

55‘.1.

Vear End Date:

[Foran Resowres 1)

Human Resource Setup (User has to update the HR Setup as per Policy)

a General Tab

T ; T e e | Y < Gotn
9 L] len | & X g pmices
View t Mew  Motes Lnes  Refresh Chear

Filtey W hext

Pay Company Policy
Depentrment Code: DEPARTMENT p

Cormpary Classification Code:

Tax Assessment City:

Salary Amount: o Picture:

Above T 000

Below 5 050

M Mo of Childiren (Afiowance) 0

Pagrodl Processing honth Date: 301173014 -

Employer's PF Deduction on Actual Salan:

Employee’s PF Deduction on Actual Salany:

Employer's BF Cantitbution Salary Limit 15,000 00

PF % a0

Borius
Leaves
Attendance
Gratutity

Industrial Disputes

M harinn

VP Amount limit

WPF Percentage imi:

Payroll Brocessing Month:

Fight-chek the image for options,




~ Posting

/0 W3 8 %o

View New | Nows ety | Releah Clesr
Filter W Nexi

Fay Company Policy

General ‘-
Bonus 2
Leaves -
Aztendance -
Gratutity -
Industrial hsputes b
| Posting -

Calary Payable Acct; 207000 s Lrrployer [PS Account s -

Part of Salary Paysble Acck: 2070 - Ernployer EDELAccount: 241087 m

Fembursement Salary A4 Cash Account: -

Employer PF Account 241088 - Hank Code BAMK-0001 -

Employer Administration 8 Intpection Charges Account: 241087 - Roundmng Precizion: 10

Adrranistiation & Inspection Charges Payable Account 21087 - Rounding Type Ta the nesrest value =

Employer ESl Account: 241060 -
e e -
Falicy -

~ Numbering

[ e -
HOME
W t h = Gatg
—I:l i I—] e 8 Yx o Previous
Vimw t New MNotes  Lnks Fefresh %::: b Mert
Pay Company Policy
General -
Borus »
Leaves x
Attendance v
Gratutty »
Industrial Dispirtes »
| Posting 47
Mumbering -
Empioyee Nos. EMPLOYEE - Requisition No: REGY v
Posted Payroll Mozt PAYROLL - LOI No: LGt -
Employee Tempiate: PAYROLL T Tracker Ned TRACKER, -
Employee Batch - Addition/Deduction: ADD/DED =
Employee Lean No. Sesies: Arreer No: ARREAR -
Evaluation Method EMPLOVEE - Hiring Procecuie HFNG -
Policy -
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- Policy

d l_'.l L 8 x = Gt
D i

" 4 Pravious
iew New Notes  Lmks | Refresh Cleer
Filter W Nexi

Fay Company Policy

General X
Bonus 2
Laaves w
Attendance ¥
Gratutity -
Indlustrial Disputes x
| Posting =
Numbering o
Palicy e
Revised Ami Editable in Pay Revision: Reund each pey element: )

LEAR Based on Leaving Date:
Full Einal Solary calculeion t= be based an Leaiing Date:
inFE

LE Pescent dep on Basie 1o
Emnployee sefection alowed duning Monthly Salary Pasting: 7]

Allow TOS manual Use Branch Level Bank Accounts =

Check Leave Bal availabie upto Year End:
BTDS onby on Manthiy elements
Calcudate Variable Pay Element!

Alloww Docurnent Dats Posting: i)
Encashment Salary based on 30 days:
Encashmant 5a baswd on 76 day
Leave Crediting After 15th:

AR

Calcifate Prev Mrt LesveAmear.

N M Y e
C | s

B ] New |— x o Previous
View Notes Links  Refresh Clear

X Delete Fker P Nea

PE
General -
Fffective Date: T v PF Salsry Limit: 1500000
Emiplayee FF % 1200 Inspection Charges (IDLI: 001
Employer PF 5 3.6& EDLE 03
Employer EFS 5 833 PFAdmin Charges: L10
Employer EFS M. Limit: 100000 Rounding Precition 100
Mex. Age Applicable For EPS: = Reunding Type To the nesrest valus ”
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HOME
(L.i E [N ~ = Goto
e L] Maw e }:m R:':;h o o Pravious
Y RO | T Fier B Nedt
01,/0472014 - ESI
| General
Effectrve Dates Rounding Precsiom
Employee 5L L75 Rounding Type:
Ermployer B s Mes, Age Applicable For EPS:
F5T Safary Limit 15,000.00

Payroll Setup

a PayElements

I it - Pay Elements - ADVANCE

- HOME | NAVIGATE
G 4

Q r; i @ Gato
iew £ New Wotes Lini:;m R::; Clear 4 Prndons.
X Deiete Fiar B Nest
ADVANCE
Code Description Type Pad Basc  Ded. Inchuded Lemve
- Catzgory  Pay For InPay Encashment
LWp  Slip

[ADANGE” e vty 0O E O
BASI BASH SALARY Addtion  Manthly ¥ 1] ] Al
BONUS Bonus Addiion  Vearly H B B E
CCA City Compensatory Allowance  Addition  Manthly | [ ) |
CONY Conveyance Alowance Addiion  Manthiy n @ (Fil &
331 Emplayes State Insurance Deduchon  Manthly i B 7l ]
EXGRATIA  Exgratie Addition Vearly n B mn al
GRATUITY  Gratuity Acliition oI s @ [
HEA House Rent Allowance Addition  Manthly il i) & |
LEAR LE at Retirement Addition 5] H 7 B
LEDS LE Duting Service Addition L Fil 4]
LOANDED  Loan Deduchon Deduction ~ Manthly J L] W =
MEDICAL  Medical Allowance Addition  Manthly | & ¥ [
MOBDED  Mabile Deduction Deduction  Manthly | [} [l B
NP PNetice Pay Dieduction i) (&l 7l =
or OnerTime: Addtion Manthiy s} ™ I L
OTHDED  Other Deduction Deduction  Monthly | [F] @ 5
OTHERS Ciher Allcwance Addiion Manthby | ¥ 1@ |
PR Pravident Fund Deduction Manthy [ [F W ]

Ovetime  PF

N

=

Boris  Geatutty  Ireguilar

n 0

| <
OEEEMNOEOEIMmDNDDMDS

(e Be B

oo teora 1)

Cale, Descnpbion Tax PayProd,  Full i Final *
Degend PFosting Settherment
On Heads Group Element
ADVAMCE ]
Basc Salary BASIC ] Gl
BONUS 5]
City Compensatory Aliowance CCA F
Conveyance Allowsne cony 0
E9 [&]
ENGRATIA r
GRATUITY |
House Rent Allowance HRA |
LEAR 4]
LHDS m
LOANDED F
Fined Medical Alowances MEDTCAL ull
OTHDED B
L (5]
or n
OTHDED ]
COTHERS Fl
PF - Contribution to Provident.. BF [l b
[ ok

o N R AN
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~ Pay Branches (Use feature for Branch)

t-l # Edit b ~ +Goto

" TINew l—_ﬁ) s A Previous

View Notes  Limis Refresh Clear

X Oelete Fiser P Mext

1000

Code Mame Parent State Code
= Branch

f1000] » HO - Delhi 1000
no GrNoidz Production Ung- | um
1102 GrMoida Froduction Uni= 1 um
1200 Chennar 1200
EELY Mumbai 1300
140 Eanglore 2400
1500 Hyderzbad 15m
16 Kolkata 1500
1700 &hmedabad P ]
1800 Luclenow 1800
1900 Chandigarh 1300
2000 laigur 2000
s Pure 2100

'1 S 'Y% =+ Goto

7 o Frevious
Notes Links  Refresh Clear
Filter B Next

01/04/2014
Dete Deseription o7 O Type O Day Holidsy  Biench -
- Applicable Code -
050472004 F Fl 18w
050472004 F Fl B 50
05042004 n Fl F a0
05047204 H F oz
06/04/2014 H il
06042004 Sunday O Fultbay )] E 1000
0604014 Sunday F Fulebay @ F nn -
0604 Sunday B Fullbay =) B um M|
06M4DLE  Sundey B Fultbey @ [l 1200 |
06M4200E  Sunday Fl Fulkbay ] 180
06042014 Sunday B FullDay 7 o =
06042004 Sundey ] Full-Day ) s} 1500
064N Sundey P FullDay )] 1600
060N Sunday B FullDay & B 1w
06042014 Sunday I Full-Day i [ 180
0642014 Sunday Full-Day i [ 190
0642004 Sunday m Full-Day ] E 000
06042004 Sunday P Full-Day il [ a0
070472014 ] -
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~ Job Title List

-1 ~ %( = Goto
Loy | = " 4 Pravigus

View )( :::‘E Motes Links  Refresh E;: > e
AGM
Job Descrption o
Code -
ASSISTANT GENERAL MANAGER
AM ASTSTANT MANAGER =
ASE AREA SALES EXECLTIVE i
ASM AREA SALES MANAGER
AssT ASSISTANT
EM ERANCH IANAGER
ELH BUSINESS LNIT HERD
ca CHARTERED ACCOUNTANT
CFO CHIEF FINANCIAL OFFICER
COOR COCRDIMATCR
5 COMPANY SECRETARY
DEM DEPUTY GENERAL MANAGER
DFIVER CRIVER
ENG ENGINEER
EXE EXECUTIVE
FC FIMANCE CONTAOLLER
FOE FRONT OFFICE EXECUTIVE
GM GENERAL MANAGER
INCH INCHARGE -

~ Loan / Advance List (Criteria of Loan & Advance can be defined as per Comp. Policy)

Pay SaungSocietyScheme| . . 0 Sl % 5
HO [ Huran Resourc= L7

|7 [& X 3y RS %N

Hew | B VEw DU | Show Swm | Nokos dEhs | PekebiOo
onist Cham Fiter
- = I Edit - Loan Setup - Loan - LOAN-ADY 1
Pay Savng/SocietySchemelist - AR B - mmpmmglf 12 v
|_||“| it h, 8 - Goto filters apphicd
Type Code Desciiption e L o 4 Preveus
- b X Delete b Newt
Loan LOAN-ADV LGN & ADVANGE -
Advence  LOAN-ADV LOAN & ADVANCE Loan - LOAN-ADV

-~

Type B -] MaAmount 00,0000

Code: LOAN-ADYV Rate Of Interest: 00

Deseription: LOAN B ADVANCE Min, Repayment mount: 10

Loan Type: Interest Free - Max. Mo of Insteliments: T mm

Repay. Int. Concemsion days Don Max Mo. of Ausil Times: o

Az per T Type Houze Conveyance: [
o 08

Ede# @ @w ™0

Same Criteria should be following for the Advance form
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> Leaves Master (User has to update as per Company Policy)

View
B o [Horn o=
Iy - p— 1Y ~
D7 @&X|@ K & | & T M
LES Edit View Oelete S le:ohq:: MNates  Links | Fefresh %‘I: Find

Pay Leave List *

Lesve Code MR

e filters applied

Leave  Desonption Total Applica... Encashment MaxLewve FWD Mo Discble Max Miin Max  MeContinuousLeaveDuringProb  MaxConti.  Crediting Credring Crediting

Code Leavesin Dunng - Encashment Leave Manthly Canbnuous  Continuous Interyal For  Intervad For  Sequence

Lesve Year  Probation WD Appheable Leave Leave Feguise Frob

Privilege Leave 15.00 W = w000 e = 000 006 0.00 a0 a.00 1¥ 1 Bafore
Medical Lasve 0.0 B n 0w o we o 000 ago 000 000 200 1% v etore
Casual Leave 15,00 7 H L w 00 000 000 000 200 1¥ 1 Before

Bonus Rule

i (| © T ik

Show as Notes  Links Refresh Clear  Find
i Fifer

Bonus Rule - Typetafiter 73} | Code AR
o filkers applisd
Code = Description Sslary Limit Bonus % Masirmurn fasi_
Y Worke: Bonus on Actual Basic BL. 100,000.00 1888 300,000:00
BADA-PI0  Worke: Banus on Actual Basic 81 100,000.00 2000 500,000.00
S3500-BE400.. Seaff Banus.on ceiling 3500 [Ban... 3,500.00! 2000 500,000.00
53300-B8400.. Saf¥ Bonus on ceiling 3500 [Ban... 3,500.00 B.33 10,000.00

Posting Group
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- Pay Business Posting Group

I £t - Pey Business Posing Girp -
Bl o acmons

X 3 e ) ~ < Goto
Dow & Wia 2 K
X Oeee o i T e B Next
DIRECTOR

Code Description Auto

= Insert
Dieta,..

DIRECTOR =

SALARY Shaft ]

WAGES Worker (il

~ Pay Product Posting Group

HOME - ACTIONS Holostik11-06-2014 @
M e » M
< J r}_ i Y = Gota
vs\ iy :up O ‘! Nates LI:E? Hfl:dl CIzr\ W
> Dewte Filter B Mext

ADVANCE

Code ~  DBescription Aut. A

(NS Advance Deduction ]

BAsIc BASIC ™

EKP BOOKS S PERIODICALS [+

BONUS Banis ™

BP Business Pramation =]

BTA Eatance of Tour Advance ]

ccA CITY COMPENSATORY ALLOWA_ [

CHMA CHEMICAL ALLOWANCE =)

coma TELEPHOME/ MOSILE/ INTERME..  []

CONA CONVEYANCE ALLOWANCE [l

pa DEARNESS ALLOWANCE ]

DRS DRSVER SALARY ~

EDUA EDUCATION ALLOWANCE [+

EMB Brcess Mobile Bill ~

Esl Employee Stobe |nrance =

EXGRATIA  Exgratia ~

FCM FUEL / VEHICLE MAINTENANCE [

GHRD Guest House Fent Deduction =i}

GRATUTY  Gratwsty M~

=]

HAA HOUSE RENT ALLOWANCE

oK

~ Pay general Posting Setup
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&

] N
v
=¥ X Delete

ADVANCE

PayBu., =
DIFECTOR
DIRECTOR
DIRECTOR
DIRECTOR
DIRECTOR
DIRECTOR
DIRECTCR
DIRECTOR
DIRECTOR
DIRECTOR
DIRECTOR
DIRECTCR
DIRECTOR
DIRECTOR
DIRECTOR
DIRECTOR
DIRECTOR
DIRECTOR
DIRECTOR
BIRECTOR

Payr..
oM
CONA,

DA

DRs.

EDUA
EME

ES
EXGRATIA
FOM
GHRD
GRATIATY
HRA

LEAR
LEDS
LOANDED
Log

T
MEDA

NP

ar

G/l Code
515505
514006
514006
523016
514006
515505
143302
514009
319300
514022
514010
514006

24002
31406
514008
1408
Sramy

o~ 3 Goto
ﬁ:—’ 0 4 preon
resh ear
Bilter B Maxt

olostk-11-06-2014 @

ok |

DIRECTOR

Code
SALARY
WAGES

Detenption
DIRECTOR,
SALARY
WAGES

™ @ Gow

e Y" < Previovs

Ratrash g':rr A
Salary Paya  PaOf Sata.
4351 144004
143511 JER
3510 144004

Bonus Paya...

143508
143508
143508

Eagyratic Pay

13509
143409
143503

Crecht Curr.,

523026
523006
523026

52300
523006
523026

Deebit Aoan..

Credit Rou_

Diebit Curre,

523026
523006
553026

Fsimbsse.

144004
144004
144004

BF Payable ..
514015
Sams
5405

Employer P
43504
143502
14350

Holoatik-11-06-2014

TOSPayabl.. ESPay
142008 143501
142008 143501
142008 143501
>

ok |
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Department Masrter

2.3 e i %
) 1 W e %M
Mew Show as Notes  Links Refresh Clear  Fird
L: Chart Filter
M Marzge i Attached Digs
Department Master - s o) ) [Tperofiter i) DepatmentCode |3 v
Show o create ralated fink
e fifters appliad
Depsst. = Depariment Description d|
IEISEZSIE Adranstion [l
ADMI-PRO,.. Administration Progect)
CUSTOMER ... Customner Suppornt =
DEFALLT Dietault
DISPATCH Supply Chain (Dispatch)
ore oTe
EDITOREAL Eclitonal
EDITORAL A... Edieorial Alchemiz
EDITORAL P... Fditorlsl Pruguest
EXPORT Eport
FNAMCEA., Finance & Accounts
HUMAN RES... Human Respurce
INTERKAL A... Internal Audit
T m
LEGAL Legal
MANAGEME... General Management
OPERATIOM... Operstions - E Leaming
FERSOMMEL  Pessennel
PRODUCTION Preduction it fit |
PROJECTS  Projeets e % -
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