Standard Operating Procedure

Annual Increment Process Steps to follow: -

1. Go to “Employee Maintenance Maker/Checker activity” and Click on “Employee Increment” menu link. Below

Screen will be displayed. Please read the instructions properly as mentioned on the screen.
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Steps to follow

1. Select Service Type and Pay Commission (as applicable).

2. Click on Select Group Button.

3. Verify No. of Employee In Group, No. Of Employee Eligible and Check Eligibility Report.

4. Stop Increment of Employee(s){If Applicable} by clicking on No. of Employee Eligible hyperlink.

Figure 1 : Sample Screen for Annual Increment Initiation and Instructions

2. Select the Service Type and Pay Commission 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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Steps to follow

1. Select Service Type and Pay Commission (as applicable).

2. Click on Select Group Button.

3. Verify No. of Employee In Group, No. Of Employee Eligible and Check Eligibility Report.

4. Stop Increment of Employee(s){if Applicable) by clicking on No. of Employee Eligible hyperlink.

[

Figure 2 : Sample Screen for Annual Increment Initiation and Confirmation for Instructions

3. Check the below Informations as shown in the screen against each group carefully.
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i.  No. of Employees in the group.

ii.  No. of Employees eligible for Salary Increment in the group.

ii.  No. of Employees not eligible for salary Increment in the group.

v.  For details of the employee status in the group, please click on generate report button.
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In case if you want to stop salary increment 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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Increment Of Employee

~— Search
Office Name |Supenmendent «of Police office Madhepura |
Service Type: ~ Pay Commission : ~
— Select Group(s)
Show entries
= No. O'I(I;E:::I:yee In 2| No. Of Employee Eligible = Noofilii:;ll:eyee Not Elnplur‘:epg-tigihiity
ADD1 PRAN 405 404 1 Generate Report (]
BOO1 GPF 200 290 0 Generate Report ]
C001 GPF TERMINATE 13 13 0 Generate Report (]
D001 RETIRMENT PERSON 2 2 0 Generate Report ]}
E001 NO PAY 3 3 0 Generate Report (]
GOO1 NO PAY PRAN 9 ] 0 Generate Report O
HOO1 TRANSFAR NO PAY 3 3 0 Generate Report (]
K001 ARRIAR VETAN 9 E] 0 Generate Report O
Lool CHAUSHA ANCHAL CHAUWKIDAR 23 23 0 Generate Report (]
MOOL KUMARKHAND ANCHAL CHAWKID 24 24 0 Generate Report O
NOOL GWALPARA ANCHAL CHAWKIDAR 19 19 0 Generate Report (]
0001 GHAILARH ANCHAL CHAWKIDAR 9 9 0 Generate Report W

Figure 3 : Sample Screen Group selection for Salary Increment and Eligibility Report

4. Click on the check box as shown in below screen to stop salary increment against any employee. You can also
uncheck the box in case wrongly selected and you want to initiate the salary increment for the employee.
Click on the back button to go back to last screen.
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Increment Of Employee

Group Name : NO PAY

— Stop Increment

entries

Employee ID
10664202 110040787242 AMNANT KUMAR D
10317275 PAT/POL-4399 JAIDEEP SINGH D
10630333 DP-72579 SADANAND YADAV D

Showing 1 to 3 of 3 entries [

Figure 4 : Sample Screen for Stop Salary Increment for an Employee

5. Click on the “Initiate Increment Workflow” button as shown in figure no. 3, below screen will be shown.
Employees whose salary increment to be initiated will be shown in grid as shown in below screen.
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@ Employee Increment Reguest initiated successfully
Increment Of Employee

Search

Office Name Superintendent of Police office Madhepura

Service Type : State Govt. Employees v Pay Commission : ~ Tth PC v

Show | 100 + | entries Search:

Grou . RAN = . " . 1 =| Basi . Revised Basi . |Increment . | Revised
TRANg;:R MO Naw/poL 453 RAMKUMAR SINGH 10258408 01/07/2020 Level 6 58600 View View
TR’*”;ER MO 110011308500 | AKHILESH KUMAR 10678557  [01/07/2020 Level 6 50500 View View
TRANSFARNO 116013007170 IEETENDRA KUMAR 10715433 |D1/07/2020 Level 3 28400 View View

PaY
Showing 1 to 3 of 3 entries

Apply Increment
Attachment

Figure 5 : Sample Screen for Salary Increment Details of Employees

6. Change the W.E.F. date (if needed) against an employee and Click on the “Apply Increment” button as shown
in figure no. 5. Below confirmation 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 click on No button and go the previous screen. If you click on the Yes button, Increment will
be applied, and screen will be shown as shown in figure no. 7.
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i. | am confirming that | have checked the effective from date for each employee on which they are
eligible for increment.
iii. I am confirming that No Increment is applied against an employee who is not eligible.

%ﬁ'g@mmﬁ%ﬁﬁmﬁﬁarﬁ%mmﬁuwﬁaﬁ%,ﬁl\qw%a?ﬁq@%ﬁ—muﬁ
{
# 39 919 31 gfY o 397 § 6 o HHar ura 7181 3, S are =t wide oy fear smar 31



search
Office Name Superintendent of Police office Madhepura
Service Type: ~ State Govt. Employess v Pay Commission : ~ TthPC v
Show | 100 ~ | entries 5 5 . Search:
ease Confirm .
GPE/PRAN = ; ed Basic Pay _.|Increment | Revised
Name * - : 7| History | Salary
select Al 'Y Y
TRANSFAR NO .
s NAW/POL-453 RAMKUMAR SING | am confirming that | have checked the effective from date for each employee on which they are eligible for View View
increment.
TRANSFAR NO ‘ ;
oAy 110011308500 AKHILESH KUMAR | am confirming that No Increment is applied against an employee who is not eligible View View
TRANSFAR NO . ’
PaY 110012097179 | JEETENDRA KUMA Press Yes to apply the Increment of employee. S L

Showing 1 to 3 of 3 entries

TRl ——

l Attachment ” GCancel ]

Next Assignment to

Assigned to Select v

Remarks

Figure 6 : Sample Screen for Salary Increment — Pop Up Confirmation

Following actions may be taken Depending upon Pay Commission:

7t Pay Commission and Judiciary Padmanabhan Pay Commission

In case the employee belongs to 7t" Pay Commission the increment will be applied and revised basic pay will
be shown as per Pay Matrix. Except in following cases :-
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i.  Basic Pay does not belong to Pay level saved in Employee Maintenance.
i.  Basic Pay does not exist in the Pay Matrix itself.
i.  Salary Master Basic Pay is not matching with last drawn salary.
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In case, of above exceptions, the revised Basic pay will be updated to zero and corresponding error message
will be shown against the employee as shown in below figure no. 7.
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Search
Office Name Senior Superintendent Police Office Patna

(&Ervoe Type: State Govt Emplojees v Pay Commission : * 7th PC = ‘

Show | 100 ~ entries Search:

e e m e — T TT

mlﬂfv

TABLE-SIX PUR/POL-2863 SHIV SHANKAR OJHA 10405034 | 01/07/2020 34000 0 Salary Master Basic Pay differs from Last Salary disbursed View View ]
TABLE-SIX 110070824450 DHARMENDRA KUMAR 10610576 |01/07/2020 31100 0 Salary Master Basic Pay differs from Last Salary disbursed View View \:l
TABLE-SIX 110020937769 SHIHESHWAR MUKHIYA 10641753 |01/07/2020 30200 |jo Salary Master Basic Pay differs from Last Salary disbursed View View O
TABLE-SIX 110070791328 MANJESH KUMAR 10659434 | 01/07/2020 3100 |0 Salary Master Basic Pay differs from Last Salary disbursed View View O
TABLE-SIX 110091342451 NEERAJ KUMAR SINGH 10685248 | 01/07/2020 28400 0 Salary Master Basic Pay differs from Last Salary disbursed View View O
TABLE-SIX 110081341793 GANESH KUMAR 10685465 | 01/07/2020 28400 ||0 Salary Master Basic Pay differs from Last Salary disbursed View View O
TABLE-SIX 110041342154 BABLU KUMAR 10685838 | 01/07/2020 28400 |0 Salary Master Basic Pay differs from Last Salary disbursed View View O
TABLE-SIX 110071403315 MUKESH KUMAR YADAV ~ 10683983  |01/07/2020 29300 0 Salary Master Basic Pay differs from Last Salary disbursed View View O
TABLE-SIX 110083135343 NITESH KUMAR 10765203 |01/07/2020 27600 ||0 Salary Master Basic Pay differs from Last Salary disbursed View View O
TABLE-SIX 110023240388 JAY PRAKASH PATHAK 10766364 | 01/07/2020 27600 |[o Salary Master Basic Pay differs from Last Salary disbursed View View O
TABLE-SIX 110111458183 MAHA DEO SOREN 10825984 | 01/07/2020 23100 0 Salary Master Basic Pay differs from Last Salary disbursed View View O
TABLE-SIX PTS/POL-5646 RAM PRAVESH YADAV 10007501 |01/07/2020||Level 4 36400  |[37500 oK View View O
TABLE-SIX PUR/POL-4384 SUNIL KUMAR 10189354 |01/07/2020 ||Level 4 35300 36400 oK View View ]

Figure 7 : Sample Screen for Salary Increment Details of Employees with issue and error message.

6" Pay commission

In case Employee belongs to 6™ PC, The Increment will be applied based on 3% of calculation formula and
revised basic pay will be shown accordingly and no exception/error message will be thrown.
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5t Pay Commission

In case Employee belongs to 5" PC, The User need to manually give the amount in Revised Basic pay on which
Increment will be applied.
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Click on the “Select to Modify” check box for following cases: -
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I.  Revised Basic Pay is shown zero with error message or (7t" PC or Judiciary Padmanabhan PC)
Il. Need to apply the double increment or

lll.  Need to change the W.E.F. date or

Iv. Need to change Pay Level (7t" PC or Judiciary Padmanabhan PC) or

V. Need to change the Revise Band Pay or Basic Pay manually (6% or 5" PC) or
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Make the changes accordingly as mentioned above and click on save button as shown in below figure 8
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@ Employee Increment Reguest initiated/updated successfully

Increment Of Employee

Search

Office Name |Senior Superintendent Palice Office Patna ]
Service Type : i State Govt. Employees v Pay Commission : '

Show entries

Employee Name Empld ¥ W.E.F

TABLE-5IX PUR/POL-2863 SHIV SHAMKAR QJHA 10405034 |01/07/2020)| Level 1(18000 — 56300) | [34000 || Level 1-19700.00 ~ | Salary Master Basic Pay differs from Last Salary disbursed View View
TABLE-SIX 110070824490 DHARMENDRA KUMAR 10610576 |01/07/2020]| | [31100 [0 | salary Master Basic Pay differs from Last Salary disbursed View View O
TABLE-SIX 110020937769 SHIHESHWAR MUKHIYA 10641753 |01/07/2020]| | [30200 [0 | salary Master Basic pay differs from Last Salary disbursed View View (]}
TABLE-SIX 110070791328 MANJESH KUMAR 10659434  |01/07/2020| | [31100 [0 | salary Master Basic Pay differs from Last Salary disbursed View View O
TABLE-SIX 110091342451 MEERAIKUMARSINGH 10685248 |01/07/2020|| | [28400 [0 | salary Master Basic Pay differs from Last Salary disbursed View View O
TABLE-SIX 110081341793 GANESH KUMAR 10685465  |01/07/2020]| | [28400 [0 | salary Master Basic Pay differs from Last Salary disbursed View View O
TABLE-SIX 110041342154 BABLU KUMAR 10685838 | 01/07/2020 | [28400 ][0 | salary Master Basic Pay differs from Last Salary disbursed View View O
TABLE-SIX 110071403315 \",‘;Lé:iSH KUMAR 10688989 | 01/07/2020| | [28300 o | salary Master Basic Pay differs from Last Salary disbursed View View O
TABLE-GIX 110083135443 NITESH KUMAR 10765203 | 01/07/2020 | 27600 [0 | salary Master Basic Pay differs from Last Salary disbursed View View O
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Figure 8 : Sample Screen for Salary Increment Modification

8. Click on Revised Salary “View ” hyperlink to check the revised salary of employee against each applicable
component like D.A.,H.R.A., Interim relief and NPS Employee Contribution as shown in figure no. 8. Click on
“Back” button to navigate on main screen.
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~ Employee Details
Employee Detail :

(Emp\oy&e Name : RAMKUMAR SINGH ]

~ Earning Heads :

- _ _ _ _ Deduction Heads :
[Eamning Components Previous Eaming Amount Revised Earning Amount

Grade Pay 0 House Rent Deduction General Pool 0
Special Pay 0 Income Tax (Monthly Contribution) 0
Dearness Allowance 9962 10268 Professional Tax 0
House Rent Allowance 3516 3624 GIS Stzte Govt. Employess 3 30
Medical Allowance 1000 1000 GPF State Govt. Employees 10000 10000
Other Allowances 5500 5500 ‘GPF Recovery State Govt. Employees_1 o
(City Transport allowance 0 ‘GPF Recovery State Govt. Employees_2 0

Dearnass Pay 0

— Major Information

Previous Pay Revised Pay
Gross Earning Amount ;| 78578 80792
Deduction Amount : | 10030] 10030
Net Amount : [ 68548 70762

Back

Figure 8 : Sample Screen for Salary Increment — Revised Salary Screen



9. Select the ‘Assigned to’ drop down and click on forward button to send the increment request to the higher
authority for further processing. Below confirmation Pop up message box will be shown on the screen. Please
read carefully and click on check box if you comply the same to proceed further. In Case if you do not comply
any of the item, please click on No button and go the previous screen. If you click on the Yes button, Request
will be forwarded to higher authority for further processing. Confirmation screen is shown in figure no. 9.
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i. I am confirming that | have checked the data of W.E.F, Revised Basic Amount and Revised Salary of
the employee(s).
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Increment Of Employee
Search
Office Name Superintendent of Police ofiice Madhepura
Service Type : ~ State Govt. Employees v Pay Commission : ~ 7th PC v
Show | 100 v |entries Search:
a a Select
- .. — e A" !
Nomp < GPF/PRAN | Employee Name < |~% W% < : : ge Wotory °| salary 7| ® ¥
Please Confirm . o modify
TTVADN::R NAW/POL-453 RAMKUMAR SINGH 10258408 (01 || am confirming that | have checked the data of WEF, Revised Basic Amountand |~ View View (]
Revised Salary of the employee(s). =
TT\JADV;ER 110011308600 | AKHILESH KUMAR 10678857 (01 View View O
Press Yes to forward to the next level.
TT‘JAON::\'?R 110012097179 JEETENDRA KUMAR 10715433 (01 View View O
Showing 1 to 3 of 3 entries Yes ] [ No
b
Count of Emplovees Increment Applied :- 3
Count of Employees Increment Not Applied :- [0
atachment [ Save I Forward I cancel
Next Assignment to
( Ass\gned to AMAR CHAUBEY{Employee Maintenance Approver - Employee Maintenance Approver (EB)) v
g

Figure 9 : Sample Screen for Salary Increment — Confirmation on forward

Note: - Salary Bill for July month to be processed, only If the increment is been applied.
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