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Standard Operating Procedure

Salary Generation Process Steps to follow:-

1. Go to "Bill Maker/Checker activity” and Click on “Regular Monthly Salary Bill” menu link. Below Screen will be
displayed. Please read the instructions properly as mentioned on the screen.
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Figure 1 : Sample Screen for Generate Salary Bill and Instructions

2. Select the Head of Account, Year and Month and Click on Select Groups button. A Confirmation Box will be
shown on screen to confirm that “Instructions as mentioned on the screen is been read properly.” Click on

“Yes" if you have read the,instructions, “No” incase not read. Read the instructions properly and then again
click on Select Groups button.
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Figure 2 : Sample Screen for Generate Salary Bill and Confirmation for Instructsons

__l—-




3. Check the below Informations as shown in the screen against each group carefully.

i.  No.of Employees in the ;group
ii.  No. of Employees eligible for Salary generation in the group
jii. No. of Employees not eligible for salary generation in the group.
iv.  For details of the employee status in the group, please click on generate report button.

In case if you want to stop salary for any Employee at this stage, Please click on the hyperlink “No. of
Employee Eligible” as shown in below screen. A screen will open as shown in figure no. 4.
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Figure 3 : Sample Screen for Generate Salary Bill for Group selection and Eligibility Report

4. Click on the check box as shown in below screen to stop salary against any employee. You can also uncheck
the box in case wrongly selected and you want to initiate the salary for the particular employee. Click on the
back button to go back to last screen.
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Figure 4 : Sample Screen for Stop Salary Bill for an Employee
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5. Click on the “Initiate Pay Bill” button as shown in figure no. 3, below screen will be shown. Employees whose

salary to be generated will be shown in grid as shown in below screen.
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Figure 5 : Sample Screen for Pay Uetails of Employees
6. Click on the “View” hyperlink button as shown in figuré fo. 5 against an employee, below screen will be

shown.
. K

Following actions may be taken:-
i.  Enter manual Bill No. (if any)
ii.  Modify salary details of any employee {if needed).
ili.  Change no. of Days if Salary needs to disbursed for lesser no. of days (if needed).
iv. . Select Loan Id and no. of EMI to be deducted against any employee (if any).

Click on the back button on the screen to go back to the previous screen as shown in figure no. 5
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Figure 6 : Sample Screen for Pay Details of Employees
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7. Click on the "Finalize Pay Bill” button as shown in figure no. 7 in below screen.
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Figure 7 : Sample Screen for Finalizing the Bill

8. Below conﬁm;at_ion Pop up message box will be shown on the screen. Please read carefully and click on each
check box if you comply the same to proceed further. In Case if you do not comply any of the item, Please

- chick on No button and go theé previous screen. If you click on the Yes button, Bill will be finalized and screen
will be shown as shown in figure no. 9 and 10.

Following actions may be taken:-

i.  Allotment deductions will take place and the Allotments deducted from each head will be shown on
screen.

ii.  System generated Bill reference number,' Bill Date, Gross Earning, Deduction; Net dmount of Bill and
Status will be shown. ' '

iii.  Applicable Schedules will be shown. User may click on the schedules hyperlink to check the details.
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Figure 10 : Sample Screen of Finalized Bill




10.

. Bill.. 2

If user still need to modify the salary of any employee after finalizing the Pay Bill, user negd to click on the
modify Salary button as shown in below figure. User will be navigated back to the screen as shown in Figure 7.
User will modify the salary details against an employee wherever required. User will click on again on Finalize
Pay Bill button.
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Figure 11 : Sample Screen of Modify Salary

.. ' . (K]
If user need to cancel the Bill, Clitk on the Cancel button, A Cancel Pop up Box will open. Pfease select the -
reason for cancellation from drop down and provide valid description for at least 20 characters to cancel the
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Figure 12 : Sample Screen of Canceling the Bill
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) Figure 13 : Sample Screen of Canceling the Bill

11. Select the 'Assngned to’ drop down and click on forward button to send the Bill to the higher authority for
further processing of the Bill.

| K}

Note: - Submit to treasury of Pay Bill can be done only after 25" day of the month by Approver However,

Initialization and salary data finalization of Pay Bill can be done throughout the month at Maker/Checker and
Approver level.
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