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1. Introduction

The DDO User Manual contains all essential information for the users of e-DDO module so that
they can make full use of the IFMS software. This manual includes a description of the system
functions and capabilities, contingencies and alternate modes of operation, and step-by-step
procedures for system access and use. For better understanding of the users, graphics has
been used wherever possible in this manual.

1.1 Purpose of this document

This document is a generic user guide document for using IFMS software and has all the
details regarding IFMS software which is helpful for DDO users. It provides guidance to assist
the respective DDOs in fulfilling their day to day financial obligations. It is also useful
background reading for anyone involved in monitoring of the IFMS Software. This document
expresses all the working of the software in very simple manner, so that whosoever goes
through this piece of document finds it interesting and convenient to work with the software.

1.2 Scope

IFMS software caters to the financial requirements of all the departments of Uttarakhand.
Different users like secretaries, heads of departments, treasuries, drawing and disbursing
officers, autonomous organizations and employees make use of the system as per their needs
and obligations. This user manual is intended to be used by drawing and disbursing officers
and their respective operators and supervisors. Separate user manuals are being prepared for
other set of users like employees, treasury officials, HoDs, Secretaries, PLA users etc.

1.3 Organization of DDO User Manual

DDO user manual has been organized to include brief description of DDO and their roles and
responsibilities, features of IFMS software, operating instructions, step by step guide for
working on different components of the e-DDO module and Help-desk and Support facility
for the users in case of difficulties.

1.4 Points of Contact

To help the users working on IFMS software, Finance Data Center operates a help line number
08899890000, which may be used by the users for their queries and issues. Users may
contact help-desk officials anytime between 9 AM to 8 PM during weekdays (i.e. Monday to
Saturday) and between 10 PM to 6 PM during holidays.

2. Overview of e-DDO module

As per clause 47G of financial handbook volume 5 Part 1, unless the Government in the
Finance Department have expressly authorized it in the case of any specified office no
payment may be made on a voucher or order signed by a clerk instead of by the head of an
office, although in the absence of the latter the clerk may be in the habit of signing letters
for him. Therefore, Drawing and disbursing officer (DDO) is any head of office who has been
declared so by the Government. The head of an office may authorize any gazetted
Government servant serving under him to sign a bill, vouchers, or order for him,
communicating the name and the specimen signature of the Government servant to the
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Treasury. This will not, however, relieve the head of the office in any way of his responsibility
for the accuracy of the bill or for the disposal of the money received in payment. DDO’s duty
is to draw bills and make payment on behalf of the State government. There are more than
4500 DDOs in the state who are using this module for making all type of Government bills and
receiving budgets distributed to them online. Earlier the pay bills were made and paid by the
treasuries on behalf of the DDOs. DDOs were only expected to provide the change statements
of the month to the respective treasuries. Now, as per the new system, DDOs are not only
required to prepare the change statement but also required to enter all the pay related
information related to employees like their leaves, deductions etc. in the system. They are
also supposed to generate the inner sheet and check it before submitting it to their
respective treasuries. Treasuries work on the information provided by the DDOs. This manual
will help all the DDO users to enter and process the employee claims, salary, bills and also
generate various reports like BM4, BM5, 24G, 26Q etc.

IFMS Software has following main features:
1. Browser Compatible Application
. Single Login for multiple roles- ADHAAR/Mob No/Emp No
. Three Tier System (Operator/Supervisor/DDO)

2

3

4. Scanning of documents at each stage

5. Online Application for Leave, Loan, Advances
6

. Workflow based system

3. Instructions

3.1 General instructions

IFMS is web-based software; hence it can be accessed using web browser. Following are some
of the prerequisites to have best experience of working on the IFMS software:

1. Computer System - Desktop/Laptop
2. Operating system - Windows 7/8/10/
3. Browser - Chrome Version 79.0.3945.117 (Official Build) (64-bit)

4. Connectivity - 2 mbps and more

3.2 User id and Password

To work on IFMS software the user needs to have an active user id and password. User id, in
IFMS software, is employee code/mobile number/Aadhar number of the employee. User needs
to change his/her default password after login. Password gets expired every 3 months;
therefore to protect his account in IFMS user is advised to change his/her password regularly.
In case the employee forgets his password then he/she may reset it using forgot password link
provided on the home page of the IFMS software. To reset the password, user must know
his/her employee code and mobile number. In case user has forgotten his/her mobile number
or employee code then he/she must contact his DDO to get it. DDOs have been given access
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to their employee’s data in employee master. The password gets locked after 5 unsuccessful
attempts. In such cases user should contact finance data center with application with their
signature and corresponding id proof for resetting the password.

3.3 Single Sign On

IFMS provides single sign on facility which means any employee of Government of Uttarakhand
may login using his/her employee code and all his/her roles gets reflected on his dashboard.
He/ She do not require a new id, in case of change in his/her role.

3.4 Automatic handling of change of role and place

Transfers and promotions are routine in Government organizations, therefore to make the
working on IFMS smooth, all the roles of the employees have been mapped with user’s user
ids. On transfer LPC is issued, once the LPC is accepted in new department, respective DDOs
(in case of operator and supervisors)/treasuries (for officers) can assign the roles by mapping
roles to their user ids and transferred employee can start working on the IFMS software in no
time. Treasury officers need to contact Finance Data Center for making changes in their
roles.

3.5 Cyber Security

IFMS is a web-based application hence exposed to Phishing/Vishing and other kind of cyber
threats. Therefore, users are advised to use good antivirus software in their PC and never
share their password over the email, WhatsApp, sms or over the phone. User is solely
responsible for misuse of their user id’s and password.

4. Description and Steps

4.1. How to access the IFMS Software

IFMS software can be accessed by using URL https://cts.uk.gov.in/. Any internet browser (i.e.
Chrome, Internet Explorer, Firefox, etc.) can be used for operating the software but it works
well in Chrome version 79.0.3945.117 (Official Build) (64-bit) or higher. Login page of IFMS
appears as shown below:

& IFMS
Uttarakhand
e
CARE: Usemname and password are case sensitive )
Username*
fasfa o 2018-19 &1 & R gel e
&)
Password”
Download Line Printer Drivers
Forgot/Uniock Login Password
Fere g Ps s
e DDO e Pension e Chalan e Society e HRMS
Drawing and Disbursing Al type of pensions shall be Registrar of Firms, Societies Human resource management
Officers means. made through. and Chits in system provides best
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4.2 Logging-onto the Web Application

To log-in, user needs to enter the Login id, password, captcha and click on the “Login”
button. The login ID and password will be provided to the users by the Finance Data Centre.

(CARE: Username and password are case sensitive.)

Username™

e TE s T faeig a¥ 2018-19 1 & o 78] ffe
@]

Password* ) ) )
Download Line Printer Drivers

Password
Forgot/Unlock Login Password

| Foeses

Fig-002
4.3 Access rights (roles)

There are four types of access rights (roles) in IFMS:

1. Employee: This tab is available for all the Uttarakhand state government employees,
working under various departments. Employees can claim for entitlements like leave and
claim, and can also check their service details and claim reports using this tab.

2.0perator: This tab is available only to the employees whom the DDO of the department
assigns the permission of operator. Operator can generate all kinds of bills (i.e. vendor, other
party, along with bills related to employees claim, pension paper, budget demand, surrender
and also work related to income tax.

3. Supervisor: This tab is available only to the employee whom the DDO of the department
assigns the permission of supervisor. Bills passed by operator are only pushed to officer when
the supervisor approves it.

4, Officer: Officer can create operator and supervisor through Admin button provided to
him/her. Officer has the power to approve and disapprove bills created by operator, only
when the officer approves the bill, bill is passed to treasury for payment.

4.4 Components of e-DDO Module

E-DDO module has following 10 components:
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1. Payroll: Payroll Management deals with the aspects of employee’s personal details, salary,
allowances, deductions, gross pay, net pay and generation of pay-slips.

2. HRMS: This module will be used by employees for submission of their all type of leaves
application, claims and advances. The head of the department/head of the office will
approve and sanction employee’s leave, claim and advances online. It also contains service
book module which includes all service records and service history of the employee. Through
this module Employees may see their service book and records anytime.

3. Bills: Bill module covers the payment related accounting details which includes generation
of Bills, various reports, and schedules for payments related handling of Uttarakhand state.

4. Entitlements: This module is used to process the GIS claims of the employee. Various
forms to be filled, claim listing, schedules of payments using e-payment are provided in the
system.

5.Pension: All type of pensions shall be made through this module online. Preparation of
pension papers, calculation of pension, gratuity and commutation shall be generated by head
of the office/DDO and submitted to pension sanction authority through this module online.

6. Budget: Budget module helps for planning the estimates of future expenses and revenues
based on projected plans and activities of the state.

7. Income Tax: This module deals with income tax returns of the employees. System shall
have various forms to be filled by employees.

8. MIS: This module provides us with various kinds of reports that are essential for tracking
the status of payments.

9.Approval: All the bills, pension paper or change statements goes through the process of

approval from initial level to higher level(i.e. from operatorsupervisor—officer)is done by
approval module.

4.4.1. Payroll Module

Payroll Management deals with the aspects of employee’s personal details, salary,
allowances, deductions, gross pay, net pay and generation of pay-slips.

Data portal consist of total 8 sub modules, Employee master, bulk transaction, Loan Data,
Absentee, Suspension Data, LPC, supplementary salary and reports.

4.4.1.1 Employee Master

Employee master serves a useful tool to capture personal details of employees which may be
used for different purposes in different modules. It consists of 7 different sections. It also
serves a useful tool of data capture for salary processing. Fields like GPF deduction amount,
NPS deduction, and different type of allowances are captured in this module.

Let us learn how a DDO operator can process the salary of employees working in his office.
Following are execution steps involved in salary processing:
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" Ubtarakhand
wiw

Execution steps for processing salary: Click on Payroll ~Data~Employee Master —~choose yes

or no in create new employee—update the information in the form-Save—change statement is

generated —»Approve change statement at all the3 level ->Submit to Treasury

Below is step by step guide for salary processing by DDO operator:

1.Click on employee master as shown in the figure below:

Approval ~ | Entitlements ~ Support ~ | IncomeTax v | Payroll ~ Budget ~
Pending Activity Latest GO's
Data ~ Employee Master
Vendor Bills (8) " | e~ Bulk Transaction
2. 3fi Supplementary Salary - Loan Data IFMS G.0 NO. 132 dated 29 March 2019
T peports +
Payroll Approvals (0) Absentee IFMS G.O NO. 131 dated 29 March 2019
Suspension Data IFMS G.O NO. 130 dated 29 March 2019
Eptim E et IFMS G.O NO. 129, dated 29 March 2019 ( CCL DCL)
Failed Payments{0)
Fig-003

System directs the user to new page as shown in the figure below. User needs to choose
create employee master with respect to new employee as ‘yes’ for new employees and ‘no’
for existing employee. In case of existing employee user has to enter employee code of the
employee and click on get button, detail of the employee will be shown on the screen as
shown in following image (Fig-004). All the fields have been made editable so that the
operator can make changes in the data as per the requirement.

Tab 1.Personal Details: this feature allows user to input data of new employee and also
allows us to make amendment of any personal details of employees working in the
organization (fields in this screens are appointment order no. ,appointment order date, name
of employee (in English and in Hindi) ,gender, category, blood group, marital status, adhar
card, mobile no, email-Id, PAN no, service quota, disability, controlling officer )

Personal Details Address Family Details Nominee Details Employee Information Salary Upload Docs

Create Employee Master w.r.t .
Appointment Order? Yes *No

Temporary/

Permanant =

EmployeelD:

Appointment Appointment — Source of
Order No:= 123 QOrder Date™ 01-JUN-1989 Recruitment= Departmental

Employee Name

Title™ ™Mr First Name™ Mohd Middle Name Last Name Suleman
Employee Name in Hindi
* Enter Mame in English and Press Space

er Har 39 P First Name™ Mohd Middle Name Last Name Suleman
for Hindi Translation

Employee Detail

Gender~ Male Category™ General Blood Group™ B +ve Marital Status™  |Married
Aadhaar Card:= | Mobile™ Email ID i PAN Number™
Service Quota™ |[General Disability Yes “No
Controlling
Officer(For
Leave
Sanction)=
Fig-004
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Tab 2.Address: this feature allows user to input and update the address of the employee both
present as well as permanent one.

Employee Master

Family Details MNominee Details

Personal Details | Address

Employee Information Salary Upload Docs
Present EMP CODE: 010026911
Present Address:
* pddress Type : ®Rural “'Urban
= State : | uttarakhand v = District :
= Tehsi - Vilage :
= Address Line 1 : ‘CDCV p Address Line 2 : VoV Py = Pincode :

Permanent Address 'Same as Present Address

Permanent Address:

* Address Type : ® Rural “'Urban
= State : ‘ Uttarakhand v = District :
 Tehil “Villge :
= Address Line 1 : ‘CDCV /| Address Line 2 : vov Py = Pincode :
Next--—->
Fig-005

Tab 3. Family Details: this feature allows user to input or amend the details of family
member those who are dependent on the employee (fields in this screen relation with the

employee, name, Date of birth, Aadhar card, marital status, PAN no, Mobile no. ), we can
input detail of more than one family member as well.

e ] o - 5

Employee Master

Personal Detals || Address | Family Details

Present EMP CODE: 010026911

Nominee Details || Employee Information || Salary | Upload Docs

Spouse | Paneen || 01011966 |||
Fig-006
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Tab 4. Nominee Details: this feature allows user to grant the percentage of amount that is
payable to the family member in case of any casualty with the employee (fields are GIS,
Gratuity, GPF, LTA, Family Pension, Pension Nominee, Successor, commutation).

Entitlements + M Budget v | HRMS »  Pension v
Employee Master

Adress

Persanal Detalls Famity Detals | Nominee Details | Employee Information | Salary || Upload Docs

Present EMP CODE: 010026911

*GIS- Graduaty - GPF-'LTA- Family Pension - Pension Nominee - Successor

Martl (Share  Gaurdian  (Gaurdan  |Gaurdian

51 No, Relation [Name DB %) Fisthame. il Lzt ame Bank  MscCode | Accowntho  [Select
1) o [t e [ et Y
Parveen
Next--»
Fig-007

Tab 5. Employee Information: this feature further expands the data of employee working in
the organization, features like employee type, employment type, designation, office, district
of posting, posting location, grant no, scheme, voted/charged, Date of Birth, Date of Joining,
Date of Retirement, Education Qualification, Pran/ Gpf No. , Bank Details (Bank Name, IFSC
Code, Account no, Branch Name, Savings/current).

P [T e — Pavrot ~__oita + | ouigmt < | ks + | pemsion < |

Employee Master

Persona | Details || Address || Family Details Details T on | Salary || Upload Docs
resent EMP CODE: 010026911

Empl £
employes Type™ [class | T:;Zf“'men [ux state services others | Designation= [assistant Treasury officer |
Office™ [00274:DIRECTOR TREASURY PENSION & ENTITLEMEI| Posting District™  [Dehradun | Posting Location™ [Dehradun |
Grant o, £ oo Torer, =, e, =iermre oo 2= Smd v | scheme Code: | 2054000950300 v | voted/charges: | voted -

[oz-1un-1989 | pateof [31-14M-2021 |
Retirement*

Date of Birth= [ | Date Of scining=

educational

Qualification® ke I

Identification Numbers:

GPF/PRAN No  (UPRAN No ©GPFNo |SAU | |

GPF Amount 35000

Accoun t Information:

* Bank : | state Bank of Indiz v | *iFsccede [seinvoo16312 ]

* Account Type ® saving current * Account Number [ |

Bank Branch [23 Laxn1 RoAD, DALANWALA, DERRADUN UTTARAKHAN]

Next—s>

Fig-008
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Tab 6. Salary: This is one of the most important feature under payroll as it determines the
pay and allowances that is payable to the employee, and operator can input all the details of

the new employee at the time of appointment as per the appointment orders and can make
any changes as needed.

Different fields of this screen are pay commission, pay scale, basic pay, special pay, pay
status, increment due, stop increment, DA, DP, NPA, HRA, Hill Allowance, Border Allowance,
GIS, GPF, HRR, Health Smart Status, Vehicle Recovery.

Approval = | Entitlements v | MIS~  Support = | IncomeTax~ | Payroll »  Bills+ | Budget~ | HRMS ~ | Pension~

Employee Master

Salary | Upload Docs
Present EMP CODE: 010026911

Pay Commission®  |Seventh State Pay Seale® |47600—151100 (LEVEL O8] ‘

Personal Details || Address

Family Details

Nominee Details

Employee Information

DA o NP HRA
* HillAlow Border al ais opf
Health SmartStatus | No 7
Fouse Rent Recovery
Vehidle Recovery | No 7

Next—>

Fig-009

Tab 7. Upload Docs: this feature allows us to upload the scanned documents of the employee
in the various fields listed as employee image, appointment order, education qualification,

address proof, medical certificate, police verification, disability certificate and reservation
certificate.

Entitlements = | MIS~  Support = Payroll +  Bills = | Budget ~ | HRMS ~ m

Employee Master

Personal Details Address Family Details Mominee Details Employee Information Salary Upload Docs

Present EMP CODE: 010026911
Upload Documents:

Upload document with extension .jpg,.jpeg,.pdf with 2B size.

® Employee lamge . Order o

() Address Proof | Medical Certificate ' Police Verification  Disability Certificate | Reservation Certificate

=

Employes Image - Remarks:

| Choose File | No file chosen

[ swone |
Fig-010
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4.4.1.2. Bulk Transaction

Bulk transaction allows us to make changes regarding deduction or payment in the salary of
the month of the individual employees; bulk transaction is categorized into 4 parts temporary
payments (i.e. payment for that month), temporary deductions (i.e. deduction for that
month), permanent payment, and permanent deductions. Payments include pay arrear, HRA,
Hill Allowance, Border Allowance, DA Arrear, handicap allowance, newspaper allowances,
transport allowance, washing allowance, vehicle allowance, family planning allowance
whereas deduction part includes GPF, HRR, Health Smart, Income Tax, Govt. vehicle
recovery, Recovery under RTI, Pay recovery, DA Arrear Recovery. All DDO operator are
supposed to do is choose the required field and insert the employee code of the employee
whose changes are to be made and add any another employee code for the same field if
required and save.

The changes made by operator are reflected in the salary once we process the pay and
further we can check in the inner sheet of the month. The changes that were made is
presented in the form of change statement in the approval section which is further generated
and pushed to the Officer level.

Step 1.Working with bulk transaction: user can access bulk transaction as shown in the
image below:

Entitlements Income Tax ~ | Payroll v Bills = Pension v

Pending Activity - Admin ~ | Latest GO's
Data -

Employes Master
Vendor Bills {10) e Bulk Transaction IFMS G.O NO. 132 dated 29 March 2019
Supplementary Salary «
- IFMS G.O NO. 131 dated 29 March 2019
L SCE Reports - Absentee

Payroll Approvals (0} (Rl A S ———— ) IFMS G.O NO. 130 dated 29 March 2019
Suspension Data

Loan Data

o rmo-G.0 NO. 129, dated 29 March 2019 ( CCL DCL)
Employee Claims/Advances '

Failed Payments{0}

Bills Pending for Approval

ITo Know Processing of IFMS Please Click Here
(IFMIS Instructions)

For IFMS User Manual Click Here

Fig-011

Step 2.User can select the type of payment or recovery as shown in the image below:

Approval « | Entitlements » | MIS+  Support v | IncomeTax« | Payroll ¥  Bills v | Budget ~ | HRMS « | Pension v

Bulk Transaction

Office |00274:DIRECTORTREASURY PEMSION & ENTITLEMENT | ¥ |
Payment /Recovery : Temporary Payment(Only for Current Month) ¥ | Transaction Head : | PAY ARREARS v |

Temporary Payment(Only for Current Month)
Temporary Deduction{Only for Current Manth}
Permanent Payment{Will continue for next months)

Permanent Deduction|Will continue for next months) |:|

Il

Fig-012
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Step 3. User can select the transaction head as shown in the image below:

Bulk Transaction
Office \ 00274-DIRECTOR TREASURY PENSION & ENTITLEMENT | ¥ |
Payment/Recovery ‘Tamporary Payment(Only for Current Month) v | Transaction Head PAY ARREARS R
PAY ARREARS
HRA
Border Allowance
L ] O Avrears
Handicap Allowance
News Paper Allowance
Transport Allowance
Washing Allowance
Vehicle Allowance
Family Planning Allowance
T 1
Fig-013

Step 4.Enter employee code on the row given below. For the entered employee code, hame
of the employee appears on the screen along with designation. If the deduction or payment
was made in the previous month, it is also visible under the column named current data. User
needs to enter the amount to be given or to be deducted in the current month under amount
column. To enter details for more employees click on add row button. Once all the entries
have been made user needs to click on the save button to save all the data entered through
this screen.

office | 00274 DIRECTOR TREASURY PENSION & ENTITLEMENT | ¥ |

Peyment/Recouery [Temporery Pavment(Only for Currert Monthl ] Teamsection Head [Wenicic Alowance -]

o10026911 M Mohd Suleman Assistant Treasury Officer o |

[ sove |
Fig-014

5. After the data gets successfully saved, a pop up message of success gets generated on the
screen as shown below:

Entitlements ~ | MIS~  Support v | IncomeTax ~ | Payroll~  Bills = Pension ~

Bulk Transaction

Office |00274'DIRECTDRTREASURV PENSION & ENTITLEMENT | ¥ |

Payment/Recovery : [Temporary Payment{only for current Menth} | Transaction Head : vehicle Allowance |

Add Rov
@ SUCCESS: DATA SAVEDSUCCESS:PAYROLL APPROVED
I

{ } i
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Fig-015

4.4.1.3. Loan Details

Loan related details of the employees can be entered through loan data option available
under payroll module. This feature shows the breakdown of loan amount to be deducted

it Uttarikhand

monthly for approved loans and advances to employees. It deals with the loans regarding GPF

advance, House building advance and House building interest etc. Any employee who has

already taken loan are shown in this section with the details of their loan amount, loan paid
till date, total instalments and paid instalments. Operator can input the details of loan taken
by any employee of his establishment by entering in the fields like employee code, employee

name, loan type, loan amount, loan paid, total instalments, loan instalments and paid
instalments . Let us see what are different steps involved in this.

Step 1: User can access loan data as shown in the image below:

Entitlements = | MIS+  Support + Payroll +  Billsv | Budget= | HRMS ~ m ‘
Pending Activity Latest GO's
Dats =

Employee Master
Vendor Bills (10) e~ Bulk Transaction
Sugplementary Salary —

Reports =
Payroll Approvals (0) ; Absentee
Suspension Data

Employee Claims/Advances

Failed Payments{0)

o

Fig-016

Step 2: User is directed to the page as shown below:

Entitlements v | MIS~  Support v | IncomeTax~ | Payroll v  Bills v Pension v

Loan Master

Employee Code [ | Employee Name

Loan Type : ‘——Salect—— v ‘ Loan Amount | |

Loan Paid : ‘ ‘ Total Installments : | |

Laon Installments : ‘ ‘ Paid Installments : | |

o | | ] [ ] L [ [

Master Data 2 GPF Advance - Other then Class 010026917 Mr Kailash 50000 a 1500 34 9
Y Chandra
Garola
Cur Month 5 House Building Advance- 010086300 Mr Trilok 500000 500000 o 125 125 Delete
Data Singh Negi
Master Data 12 House Building Interest-1 010086300 Mr Trilok 178125 11 5000 35 12
Singh Negi
Cur Month 12 House Building Interest-1 010085300 Mr Trilok 178125 11 5000 35 11 Delete
Data Singh Negi
Cur Month 5 House Building Advance- 010085208 Mr Jesvan 100000 a 1500 100 o Delete
Data Singh
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Step 3: User should enter the fields like employee code, choose loan type, and enter loan

amount, loan paid, and instalments—click on save button, as shown in the image below:

e e e e ey
Loan Master
Employes Code - |p10028217 | Employes Name: Mr Kailash Chandra Garola
Loan Type : [ [&PF Advance - Other then Class IV v | Loan Amount : [ 50000|
Loan Paid [ 15000| Total Installments : [5= |
Laon Installments : [1500 | Paid installments : |10 |
Master Data 2 GPF Advance - Other then Class 010026917 Mr Kailash 0000 o 1s00 34 B}
w Chandra
Garola
Cur Month 5 House Building Advance- G10086300 nar Trilok. 500000 500000 o 125 125 Delete
Data singh Negi
Master Data 12 House Building Interest-1 c10086300 r Trilok. 178125 11 5000 55 12
singh Negi
Cur Month 12 Houss Building Interest-i o10086300 r Trilok. 178125 11 s000 55 11 Delete
Data Singh Negi

Fig-018

Step 4: Pop up message of success is generated on the screen on clicking save button as
shown below:

employee Code : [o10026817 | emploves name: Mir Kailash Chandra Garola

Loan Type [ 7] voan Amount - \ |

Loan Paid | Totalin |
SUCCESS - DATA SAVED

Laon Installments - [1500 | Paidin |

Cur Month 2 GPF Advance - Other then Class 010026917 Mr Kailash 50000 15000 1500 34 10 Delete
Data w Chandra
Garola
Master Data 2 GPF Advance - Other then Class 010026917 Mr Kailash 50000 a 1500 34 s
LY Chandra
Garola
Cur Month s House Building Advance- 1 010086300 i Trilok soocoo 500000 o 125 125 Delete
Dats Singh Negi
Cur Month 12 House Building Interest-1 010086300 M Trilok 178125 11 5000 35 11 Delete
Data singh Negi

Fig-019

Step 5: User can view the detail that was saved earlier, as shown below:
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e e B B L= A e el N N

e
Entitlements ~ IncomeTax ~ | Payroll = Bills ~ | Budget ~ Pension
Employes Code [o10028217 | Emploves Name: Mr Kailash Chandra Garola
Loan Type : [-setect- v | Loan Amount [ ]
Loan Paid : [ | Total instaliments - [ |
Laon Installments - [1500 | Paid instaliments [ |

Cur Month a PF Advance - Other then Class 010026917 M Kailash 50000 [15000] h1500 | 10} Delete
Data v chandra
arola
Master Data 2 GPF Advance - Other then Class 010026917 Mr Kailash 50000 o 1500 34 9
~ Chandra
Garola
Cur Menth 5 House Building Advance-| 010086300 Mr Trilak 500000 500000 Q 125 125 Delete
Data Singh Negi
Fig-020

4.4.1.4. Leave Details
In this field operator has to input the details of leave that the employee has taken by

entering the employee code, leave month, leave types and number of days. To fill up the

details, please follow following steps:

Step 1: Click on absentee tab as shown below:

Entitlements + | MIS~  Support « Payroll »  Bills v | Budpet ~ | HRMS « m
Pending Activity Admin _ Latest GO's

Data ~ Employes Master

A IFMS G,0 NO. 130 dated 29 March 2019
5 LPC « .
Vendor Bills (10) Bulk Transaction ;
_ Supplementary Salary .0 NO. 129, dated 29 March 2019 ( CCL DCL)

Loan Data

Reports -
Payroll Approvals (0) =R | Absentee

Suspension Data

Employee Claims/Advances N

Fig-021

Step 2: User will be directed to the new page as shown in the image below:

Entitiements » Income Tax Budpet v | HAMS +  Pension v
Pay Absentee
Employes Code: Emplayes Name:
[2ave Month : Auz-2019 T eave Type |-5e\ect ' |
[ays
Fig-022

Integrated Financial Management System ( https://cts.uk.gov.in )

21


https://cts.uk.gov.in/

DDO User Manual &1rms

it Uttarikhand

Step 3: After entering employee code, name of the employee appears on the screen, select
leave month, select leave type, enter number of days and finally click on save button, as
shown in the image below:

Approval ~ | Entitlements ~ | MIS v | Support ~ | IncomeTax ~ | Payroll » | Bills v | Budget~ | HAMS~  Pension =
Pay Absentee
mployee Code 0100265811 Employee Name: Mr Mohd Suleman
leave Month - Aug-2019 ¥ |Leave Type : ‘ Absent/Medical v
3YS 5

010026911 Mr Mohd Jul-2019 Jul-2019 Casual Leave 1 Edit Delete
Suleman

Fig-023

Step 4: On clicking save button, pop up message of success is generated on the screen as
shown below:

Pay Absentee
Employee Code 0100265911 Employes Name: Mr Mohd Suleman
Leave Month : Aug-2019 ¥ Leave Type | -Select v |
Days :
@ SUCCESS : RECORD CREATED
010026911 Ir Mohd Jul-2019 Jul-2019 Casual Leave 1 Edit Delete
Suleman
A10AT8041 AAr hdahd A, 300 Apg 3090 Ahrant Sdadical 4 Edit Dalot,
Fig-024

4.4.1.5 Suspension Data

If employee gets suspended due to any reason, the salary gets reduced to the tune of order
passed by the appointing authority’ssuspension data option of Payroll facilitates the DDO
operator to deduct the salary of the suspended employee in one of the following proportions
i.e. 1/2 of the salary, 2/3"ofthe salary or 3/4"ofthe salary as applicable. Please follow below
steps to enter details of suspended employee.

Step 1: User can access the suspension data as shown below:
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Entitlements ~ | MIS~ Support ~ | IncomeTax ~ | Payroll +  Bills = Pension -

Pending Activity - Admin ~ _ Latest GO's
Data =

E yee Mast
Reyee MasEr IFMS G.0 NO. 132 dated 29 March 2019

Vendor Bills (10) e Bulk Transaction
Supplementary Salary + Laan Dats IFMS G.0 NO. 131 dated 29 March 2019
1.3 Reports ~ Absentes IFMS G.0 NO. 130 dated 29 March 2019

Payroll Approvals (0)

I ST SR et e & et Suspension Data 6.0 NO. 129, dated 29 March 2010 ( CCL DCL)

Employee Claims/Advances ‘ ‘

Failed Payments{0}

Fig-025

Step 2: User is directed to new page as shown in the image as shown below:

Approval « | Entitlements Budget » | HRMS~  Pension =
Suspension Data
Employee Code | ‘ Employee Name:
Suspension Category - | 1/2 Salary v ‘ Start Date © ‘ |
SINo Emp Code ‘ Name Suspension Code ‘ Category | From | Upto ‘ Edit | Delete |

Fig-026

Step 3: Fill in the fields like employee code, select suspension category, enter start date

given in the page, as shown in the figure below:

Suspension Data

Employee Code |010026911 | Employee Name: Mr Mohd Suleman

Suspension Category - | 1/2 salary v | Start Date - ZE-Aug-ZChQ |

1 August, 2019 *
Su Mo TuWe Th Fr Sa

28 29 30 31 1 2 3
SINo Emp Code | Name Suspension Code ‘ Category | oy s 5 7 8 310

11 12 13 14 15 15 17

18 13 21 23
©Copyright © 2008 Directorate of Treasury, Pension & Entitlement, Government of Uttarakhand. Al rig 25 7 2

Designed, Developed & Maintained By Indus Web Solution Pyt Ltd. 1.2 3 4 5 6 7

Today: August 26, 2019

Fig-027

Step 4: Pop up message of successfully updating of the data is generated on the screen as

shown in the image below:

o, Utarakhand
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e T T T o o oo S
Suspension Data
Employee Code : ‘010025911 | Employee Name: Mr Mohd Suleman
Suspension Category : ‘ 1/2 Salary v | Start Date : ‘ ‘
E @ SUCCESS: DATA SAVED
§INo Emp Code Name Suspension Code Cal Upto Edit Delete
Cl
1 010026911 Mr Mohd Suleman 1 1/2 il BT Edit Delete
Fig-028

4.4.1.6. Create Society

If any employee wants to deduct any amount from his salary other than the standard
deductions, the operator can create a society under payroll so that when the salary is
processed the said amount gets automatically deducted for that employee.

Steps for creating society are shown in the figures attached below:

N R R RS

Data ~ Create Society

1o L IFMS G.O NO. 132 dated 29 March 2019
Vendor Bills (10) M
. supplementary salary ~ PP S IFMS G.O NO. 131 dated 29 March 2019
Payroll Approvals (0) | Reporis ~ IFMS G.Q NO. 130 dated 29 March 2019
IFMS G.0 NO. 129, dated 29 March 2019 ( CCL DCL)
Fig-029

Step 1: On clicking create society tab, user will be directed to new page as shown in the
image below:

Payroll DDO Transactions Heads
TRN Code: I | Description [ |
“ Bank : |SE|EE| v | * IFSC Code : | |
* Account Type : @saving " Current * Account Number : [ |
8ank Branch : [ |
Account Name: \ \ DED Status: @®Yes CNo
1| 1200 4279 2238 Aa state Bank of India SBINDOOOS30 | Saving 12351235123 | AA Yes Deactivate
Fig-030

Step 2: Fill in all the required fields like description, bank details, and account name as
shown in the image below:
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| e = = e = == [
Payroll DDO Transactions Heads

TRN Code: | Descriprion [aBcD

* Bank : \ State Bank of India v | “iFsccode: [seinoooos20 |
* Account Type : (@ Saving (Current * Account Number : [12345654321 |

Bank Branch : 4, CONVENT ROAD, DEHRADUN, UTTRANCHAL ]

Account Name: [azcoee | peD status: @Yes CNo

Save

1 1200 4279 2238 Aa State Bank of India SBINOODO630 Saving 12351235123 ey Yes Deactivate

Fig-031

l arakhand

Step 3: click on save button provided on the screen, popup message of success is generated
on the screen and a new row adds up with the details of society that was earlier filled, as

shown in the image below:

Approval v | Entitlements ~ Support ~ | Income Tax = | Payroll ~ i Budget ~ Pension ~ ]
Payroll DDO Transactions Heads

TRN Code: | Description:

® Bank: ‘ Select v ‘ * IFSC Code : ‘ |
* Account Type : (®Saving (_Current ‘ |

SUCCESS: DATA SAVED

Bank Branch : ‘

Account Name: [ DED Status: @Yes N0

4279 2238 State Bank of India SBINOD00G30 Saving 12351235123 Deactivate

2 1200 4273 2366 ABCD State Bank cf India SBINODD0630 Sawing 12345654321 ABCDEF Yes Deactivate

Fig-032

4.4.1.7. Pay process

This option under payroll captures all the data required for generation and processing of

salary and displays the inner sheet of the current as well as previous months.

Following are the steps to be followed after entering all the details mentioned above for

processing the salary of the employees:

Execution steps: Click on pay process—Print Inner sheet—Approve change statement at all

the3 levels—»>Submit to Treasury
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Step 1:User can access to the pay process menu as shown below in the figure below:

Entitlements = | MIS+  Support v | IncomeTax+ | Payrall »  Billsv | Budget=| HAMS | Pension+
Pending Activity . i + Pay Process Latest GO's
Data » :
Create Society
. e 15 v - e 0.0 NO. 128, dated 29 March 2019 ( CCL DCL)
Vendor Bills (10)
Supplementary Salary
Reports =
Payroll Approvals {0} i
Employee Claims/Advances
Failed Payments{0}
Fig-033

Step 2: User is directed to new page, and is prompted to select month (of which the salary is

to be processed), office (that is the department name) and scheme code (from where the
budget is to be drawn) as shown in the figure below:

Step 2.1.select month:

et v - ] 2

@ Process | Print Innersheet

*Month: | Aug-2019 v

Aug-2019

* Office:s

*Scheme:

Fig-034

Step 2.2: Select office:
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Approval = | Entitlements + | MIS~ | Support~ | IncomeTax~ | Payroll = | Bills» | Budget= | HRMS~  Pension +

(®Process  Print Innersheet

*Month: |Aug-2019

Offices |4l

All
00274:DIRECTOR TREASURY PENSION & ENTITLEMENT DDN

Process

-

-

*Scheme:

&1rms

it Uttarikhand

Fig-035
Step 2.3. Select scheme code:

Approval v | Entitlements» | MIS» | Support~ | IncomeTax+ | Payroll | Bills v | Budget~ | HRMS~ Pension+

®Process CPrint Innersheet

*Month: | Aug-2019

*(Office:  0274:DIRECTOR TREASUR' ¥

II

*Scheme:

Al

2054000930300

Fig-036

Step 3: Click on process button, shown on the screen as below:

e

®Process CPrint Innersheet

*Month: | Aug-2019 v

*Qffice: | 00274:DIRECTOR TREASUR' ¥

*Scheme: | 2054000950300 '

Process

Fig-037
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Step 4: Pop up message of successful generation of salary is generated on the screen as
shown below:

Approval = | Entitlements » | MIS v | Support+ | ncomeTakv | Paywoll v | Billsv | Budgetw | HAMS+  Pension»

Pracess CPrint Innersheet

* Month: | Aug-2019

I

*Office: | 00274DIRECTOR TREASUR' ¥

@ SLICCESS: SALARY PROCESSED FOR 28 EMPLOYEES For The Month Aug-2019

(lose

Fig-038

Step 5: Printing of inner sheet: once the salary is successfully generated user can access the
inner sheet which contains the descriptive list of employee’s salaries,

Step 5.1.Click on print inner sheet menu
Step 5.2.Select month
Step 5.3. Click on inner sheet button that is provided with the batch id

Entitlements » Payroll + M Budget » | HAMS+  Pension v

(Process ® PrintInnershet

*Month: | Aug-2013 !

1 | PARL2004279.2009080002 | Aug- | 4279 | CirectorTreasury Pension 00174 | DIRECTOR TREASLIRY PENSION & 050000050300 | 28 | Ioer
N Enfitlement D0un ENTITLEMENT DDN Sheet
Fig-039
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Step 5.4. Pop up message is generated on the screen that allows the user to download the
inner sheet. User can access the printed copy of the inner sheet. The inner sheet generated
looks like the figure shown below:

f'l'reasury 11288 Cyber DDO : 4279 Director Treasury Pension Entitlement DDun Pay For the Month Of Aug-2819
Office : 8@274 DIRECTOR TREASURY PENSION & ENTITLEMENT DDN Grant : @07 Scheme :2054080958300 Voted/Charged :V Batch:
Print Date : ©@7-81-2820 12:24:47
Emp Code : | Emp Name : Mr Pankaj Tewari | | S1 No 1 |
Designation: Director | Scale : 144208-21820@ (LEVEL 14) | Earning | Deduction |
IFSC Code : PUNB@396806 | Account No : | Basic Pay : 1938@@| GPF Oth IV : 3eeee|
Employee Ty: Class I | Employment : UK State Services P(S | DA 1 23256| Income Tax :  40000|
PAN No | DOB/DOR  : | HRA : 12008| GIS-Saving : 280|
GPF /PRAN | Mob No : | Hill Allowa: 548| GIS-Insuran: 120|
INCR Date : JUL | Attandence : 31 | Family Plan: 898| Govt.Vehcil: 2000 |
. I . | . .
| S |
| | Total . 238486] . 72408|
| | Het Salary : | 1 158086
Emp Code : | Emp Name : Mr Arunendra Singh Chauhan | | S1 No 2 |
Designation: Additional Director | Scale : 1311@@-21660@ (LEVEL 13 A) | Earning | Deduction |
IFSC Code : ICICEOR@346 | Account No : | Basic Pay : 1613@@| GPF Oth IV : 35800
Employee Ty: Class I | Employment : UK State Services Others | DA : 19356| Income Tax :  35000|
PAN No | Dos/DOR  : | HRA : 12008| GIS-Saving : 20|
GPF /PRAN | Mob No : | Hill Allowa: 548| GIS-Insuran: 120|
TNCR Date : JUL | Attandence : 31 | Hews Paper : 368| Govt.Vehcil: 2000 |
: | : | Family Plan: 768| : |
| | : I : |
| S |
| | Total : 194316] . 72400|
| | Het Salary : | 1 121918
Emp Code : | Emp Name : Mr Gajendra Dutt Belwal | | 51 No : 30
Designation: Sub Treasury Officer | Scale : 677008-208788 (LEVEL 11) | Earning | Deduction |
Fig-040

After all the details related to payroll have been entered through the payroll, change
statement containing all these changes needs to be approved using the approval model.
Change statement approval has been described in approval section. Click here to see how
change statement has to be approved?

4.4.1.8. Supplementary Salary

Due to any reason if any employee was not paid his/her regular salary for any particular
month then his salary for that month can be processed in the form of supplementary salary.
Under this any other form of pay like arrears, extra pay, LTA etc can also be processed using
manual salary option. Let us see how manual and supplementary salary can be processed.

1. Manual Salary: This option is used topaythe arrear (including 7th pay commission arrear),
ACP, Extra Pay, LTA and Honorarium and salary for any period before March 2019. Important
field in this mode of payment are payment head, payment amount, deduction head,
deduction amount and grant. Following are execution steps for working on manual salary:

Execution steps: Click on Payroll-supplementary salary—manual salary —fill required field
—process—upload document—generate bill ~approvals—bills ~Approve the bill at all the 3

level-Submit to Treasury
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Step 1.User can access manual salary as shown below:

Vendor Bills (10)
Payroll Approvals (0}

Employee Claims/Advances
Failed Payments({0}

Entitlements v | MIS~  Support ~ Payroll +  Bills v | Budget v | HRMS »

&1rms

it Uttarikhand

Admin v

Dats

LPC »

Supplementary Salary = Manual Salary
Reports = Supp Salary

Fig-041

Step 2.User is directed to new page as shown below:

Select Action @ Create Bills

et~ | = Sepeari | o | ovaar e | et | i | rton |

)Upload Documents

Manual Pay

E Sancel

W

) Generate Bill ) Print Bill
Batch ID: = v | sine: =
Salary For Select -
* period From: To [
Arrear
emplovee Code : Arreart Name :
Arrear2
- o AcP
ayment For Extra Pay
S < Details
Honrarium
7th Pay Commission Arrear .
Payments Supplementary Pay Before March 2018 Deductions Add Rows
Departmental Recovery Add Row
Total
Net Payable
Budget Type Grant Minor Head Scheme Voted/Charged
Main Budget v | [ -select- v || selee v | [ -select- - -

Fig-042

User should fill in all the fields and select salary for as shown in Fig-042.

Step 3. Select period from and to, as shown in the image Fig-043:

Select Action ‘® Create Bills ©

Manual Pay

 Upload Documents

) Generate Bill © Print Bill
Batch 1D [raaw v| sine: [ e
salary For : [arrear -]
* Period From: [o1101-2018 | T los-1ul-2015
« ul 3
Employes Code : [ | Name July. 2019
Su Mo Tu We Th B Sa
e 1 2 3 4 s &
Payment Far @ Self CNominee
7 & s 10 11 12 13
Nominee i 14 15 16 17 18 13 20
21 22 2@ 24 25 28 27
Payments Add Row Deductions = 23 30 3:o1 2 3
4+ s & 7 = 3 10
Departmental Recovery Today: August 26, 2015 Add Row
Total
Net Payable
Budget Type Grant Pinor Head Scheme Voted/Charged
Main Budget v | [setect v | [ setect v | [select v -

Fig-043
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Step 4. Enter employee code of the employee whom the arrear is to be given, name of the

employee appears on the screen with additional add on screen:

Select Action

® Create Bills © Upload Documents © Generate Bill © Print Bill

Batch 10 : = +] sino: == ~]
satary For : [Arraar =]

+ Period From [or-sui-2e18 | To [os-ti-zos |
Employee Code : [p10026811 | mame: M Mohd Suleman

Payment For : = self © Nominee

Momines Detail

Payments Add Rew Deductions Add Row

1 Select v 0| 1 Select v 0
2. select - of| 2 select - o
3. Select v of] |3 Select v 0|
4. Select - of| |4 Select - 0|
s. Select - o[ |5 Select - 0

Fig-044

Step 5. Select payment and deduction head and enter amount to be give or deduct, as shown

in the image below:

LTI — L B Brine B

- sarr O Mamines

Select

Departmental Recovery

e

Budges Tyee Srmnt

Fig-045

Step 6. Select budget from where the amount is to be drawn, as shown in the image below:

Payments Add Row Deductions Add Row
i |Basicpay  «|[ " 000 v GPF Oth IV M 10
2 Grade Pay v 100 |2 Select M 0
3. Select v EINES Select v 0
4. Select v 4. Select v 0
5. Select v 5. Select v 0
Departmental Recovery ‘Add Row
(set0ce ~ wlselect v]
E|E[|
= [[setect 2U5400097CBCKX]1
205400097030003
Total 205400057030006
Net Payable 205400097040001
205400097040003
Budget Type Grant Minor Head 205400097040006 Voted/Charged
[ Main Budget v | | oo7-farm, @, Frdtem, w1 v | | 205400097-205400097 FRFT T v | [-select- | -]
=

Fig-046
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Step 7. On clicking save button, message of success is generated on the screen as shown
below:

Select Action

Batch ID:
Salary For:
* Peried From:

Employes Code :

Payment For

Entitlements ~ | MIS~  Support ~

Income Tax + | Payroll v Bills~

&1rms

it Uttarikhand

Pension

(8 Create Bills  Upload Documents ' Generate Bill ) Print Bill

[pw1200427308151000 ML

|

| New

| Arrear v |
SUCCESS: DATA SAVED
0t-Ju-2018 [

2019
pio0zse11 | Nam

Mohd Suleman

(@ 5elf Nominee

Fig-047

Step 8. Click on upload document menu, select bill id that was created in previous step,
browse file to upload regarding the bill, enter remark, as shown in the image below:

Select Action

Select Bill

Select File:

Remarks:

e s e ] -

Manual Pay

(ICreate Bills ® Upload Documents  Generate Bill * Print Bill

| - PM1200427908151001

* AT R0F %ﬁﬂu\ﬁ\aﬁwlease Uplozd PDF files only)

| Choose File | 12004662 pdf

log

Select Action

Select Bill

Select File:

Remarks:

Fig-048

Step 9. On clicking upload button, message of successful upload is visible on the screen.

Approval | Entitlements +

HRMS »  Pension «

Manual Pay

(_Create Bills ®Upload Documents * Generate Bill ©Print Bill

‘ PM1200427208151001

* 0T PDF WIS TS P Pleasz U @ SUCCESS: FILE SAVED

” Choose File ‘ Mo file chosen

\

Fig-049
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Step 10.click on generate bill menu from the tab, enter 11¢c no as shown below:

Approval + | Enftiementsw | MISv | Supportv | IncomeTav | Payroll v | Bils | Budeet | HRMSw Pension+

Manual Pay

Selet Action (reate Bilks  Upload Documents * Generate Bl . Print il
S o, Batch D Emp CodeNameGross DeductinrJRemvenJNet Amount11C No Generate
1 |PMI200427508191001 o 0 0 Generate B
Fig-050

Step 11.Transaction id for the bill is received when the user click on generate bill button, as

shown below:

S C S |
Manual Pay

Select Action ( Create Bills 'Upload Documents ® Generate Bill /Print Bill

BCopyright © 2008 Dir @ SUCCESS: PAY BILL CREATED WITH TRANS [0 PIM1200427508151001 [l

Close

Fig-051

Step 12.Click on print bill menu from the tab, in order to access printed copy of bill:

Anprowal » | Enftlements e | MISv | Supportv | IncomeTat v | Payroll v | Bilsw | Budgetw | HRMS+v Pension v

Manual Pay

Select Action (- Create Bill - Unload Documents * Generate Bil * Print il
S o, Batch D Emp CodeNameGross DeducﬁnrJHemuenJNet AmauntPrint il
1 |PMIZ200427908181001 mn o0 m |
Fig-052
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Step 13. Printed copy of the bill is attached below:

Bill Type :
Transaction ID - PM1200427908191001 E-Sign
¥ & WO
e o wus = Ol wF 1
(B I - TS, Hee 108, SN - =i, 9E0 - 131)
1 - ¥ATE =1 AW : T
2- FEFE F1 A= : FgE FETainfs wvait faawor
3- FO &1 @ : SALARY BILL MANUAL T S - (2054 == T FE T
PM1200427908191001 o -
- . - T T T Wi - (oo)-
- [ * [ o | 1 | (097 == =
5- BRI/ FUFERTE & BI85 | T | Z | 2 | o |3:mﬁ'§—=-s— (03)FTaTTR HTwER
N _ =TT T - (00)FErTR HUEE
&- IO TS F1 WS v [ 1 |
7- TETE e (T T U W ) [ 5 | &= | B | A | o | = | 2 | = |
8- TELT/UTRE : TEET
5- FEETHE FEAT 13 HF T B1E (4 T a@EEE +
2w=m—3ﬁm+zm+zw'1dﬁ?}lzlu|5|“|U|U|U|9|7|°|3|°|°|°|1|
10-3ME<0 A== st =1 TeTs : Prémerg Fiemr 39 o seer Suega
11- amETm famm sfvwT =1 w | = | 2 | - | = |
12- 3fftmse= =1 A | : PrEmET Fomr e O e dneg
13- e T (007 )T, %, B, Shaes g0 T 14- S EE 01 15- fFeT ¥19 2 16~ TIFEE 05 (O sTeoE o, wEiE g 51
B
o # gaaE =l ETET @1 e
HEF A &1 91 I 1 amEfEa smfEw = ST WEF UE F1 F1= U4 W =R
FE I affm s e P — 1100
ELd 66 ZU= H Twe u=wI 1,100
01-F5 561581000 365986918 195594082 (s FTT = =)

Fig-053
2. Supplementary Salary

Payment of salary of any individual employee after the regular salary is passed is thus made
by supplementary salary. Important fields are, month of which the salary is to be given
followed by upload document, generate bill and print bill. Following are execution steps for
processing supplementary salary:

Execution steps: Click on Payroll-supplementary salary—supp salary —fill required field
—process—upload document—generate bill ~approvals—bills ~Approve the bill at all the 3

level->Submit to Treasury

Step 1.User can access supplementary salary as shown below:

Pending Activity - Admin + ——
Data =
Vendor Bills (29) LPC ~

Supplementary Salary - Manual Salary
Reports =

IFMS Training(For DDO) Letter

Payroll Approvals (0) Supp Salary

5.0 NO. 129, dated 29 March 2019 ( CCL DCL)

[FMS G.O NO. 130 dated 29 March 2019
Employee Claims/Advances
IFMS G.O NO. 131 dated 29 March 2019

N
Fig-054

Failed Payments(0)

Bills Pending for Approval
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Step 2.Select month and batch id, as soon as user select month list of name of the employees
whose supplementary salary is to be processed for that month is visible on the screen as

shown below: enter no of pay days in the column provided and select the name of the
employee from the list:

&1rms

o, Utarakhand

Supplementary Salary
Select Action ‘®Process Salary (_ Corrections  Upload Document «'Generate Bill  Print Bill
Month [1un-2013 v | BatchiD [ New v
Office
S.No. Emp Code Name Cod Scheme Leave Month Total Days Pay Days [select All
ode
1 63006518200 Mrs Jyoti Yadav 00383 2052000900300 201506 13 5]
2, 46510213F00347 Ms Pallavi Singh 00487 2052000900300 201506 20 7 =
3. 46310213M01181 Mr Kishor Kumar Singh 00487 2052000900300 201506 25 10 %)
4. 120012095711 Mr Prakash Pant 00646 2013001010300 201506 25 [}

Step 3. Data is saved as soon as user clicks on process button, and pop up message is

generated on the screen as shown below:

Fig-055

Enfiements = i i i m R m

—

Supplementary Salary
Select Action # Process Salary Corrections | Upload Document ( Generate Bill *_ Print Bill
Month [sun-2015 v | Bateh D [New v
$.No. E£mp Code Name @ SUCCESS: DATA SAVED,SUCCESS: SALARY PROCESSED [y Total Days Pay Days select All
1 65006518200 Mrs Jyoti Yada 13 =]
2. 46510213F00347 Ms Pallavi Singh 00487 2052000900300 201306 20 7 -
3. 46510213M01181 Mr Kishor Kumar Singh 00487 2052000900300 201906 25 10 4
4. 120012095711 Mr Prakash Pant 00646 2013001010300 201306 25 a
Process

tab:

Fig-056

Step 4. To make amendments in the bill created user can click on corrections menu from the

Select Action

Select Bill

(_Process Salary ® Corrections _Upload Document ( Generate Bill © Print Bill

‘®Delete Data Edit Data

Approval ~ | Entitlements ~ Support + Payroll ~ m Budget = | HRMS ~ ICDS ~

Supplementary Salary

5P1200465101201000 v
&.No. Batch ID Emp Code Name Leave MonthView [Edit
1 SP1200465101201000 |46510213F00347 |Ms Pallavi Singh 201506 View |Edit
2 $P1200465101201000 |46510213M01181 |Mr Kishor Kurnar Singh | 201906 View |Edit

Fig-057
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Step 5. Select delete/ edit data as per the requirement:

&1rms

o, Utarakhand

Step 5.1: Delete data, will delete the entry that wasmade earlier, select the name which
needs to be deleted, click on save button to delete:

Supplementary Salary
Select Action

Process Salary ‘@ Corrections 'Upload Document  Generate Bill  Print Bill

‘@ Delete Data

Edit Data

select Bill

$P1200465101201000

[s.No. [Batch ID

Emp Code Name Leave Month\View [Edit
1. |SP1200465101201000 [46510213F00347 |Ms Pallavi Singh 201506 View | Edit
2. |SP1200465101201000 [46510213M01181 | Mr Kishor Kumar Singh | 201506 View | Edit
S.No Emp Code Name Head Payment Recovery Delete
1 46510213F00347 Ms Pallavi Singh Basic Pay 12833 o (=)
2 46510213F00347 Ms Pallavi Singh NPS 5} 3260 [®]
3 46510213F00347 Ms Pallavi Singh DA 18763 o

Fig - 058

Step 5.2: Edit data, helps user to edit the entry that was earlier made, click on edit button
provided with the name:

T e e e T e e T T S R
Approval = | Entitlements Support Payroll = Budget v | HRMS « m ICDS = mﬂ

Select Action (Process Salary ® Corrections (Upload Document ( Generate Bill C Print Bill
(_Delete Data @ Edit Data
Select Bill §P1200465101201000

S.No. Batch ID

Emp Code

Name

Leave MonthView Edit

1. |SP1200465101201000

46510213F00347

s Pallavi Singh

201906

View | Edit

2. |SP1200465101201000

46510213M01181 |Mr Kishor Kumar Singh | 201506 View |Edit

Fig - 059

Few fields gets added on the drop-down window, where user can edit the entry that was
made earlier, click on save button in order to update the changes made:

Supplementary Salary

select Action Process salary ®Corrections « Upload Document « Generate Bill © Print Bill

Delete Data @ Edit Data

Sselect BIll $P1200465101201000
5.No. [Batch 1D Emp Code Name Leave Monthview [Edit
1 5P1200465101201000 |46510213F00347 | Ms Pallavi Singh 201906 View |Edit
2 SP1200465101201000 |46510213M0O1181 | Mr Kishor Kumar Singh | 201906 View |Edit
5.No Emp Code Name Head Payment Recovery Payment Recovery Delete

1 46510213F00347 Ms Pallavi Singh Basic Pay 12833 a [ 12833 || of

2 46510213F00347 Ms Pallavi Singh NP5 ] 3260 ‘ ”| | m,;,| )

3 46510213F00347 Ms Pallavi Singh DA 19763 o [ 19763/ | ol ]
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Step 6. Click on generate bill menu from the tab, enter 11C number for the batch id created
earlier and click on generate bill button, to view the bill user can click on view button that is
provided and user can also click on delete button in order to delete the complete entry of the
bill:

T e e e e e e e e e B B B
Approval = | Entitlements + Support ~ Payroll = m Budget v | HRMS = m 1CDS ~ m
Supplementary Salary

Select Action Process Salary (Corrections ©Upload Document ® Generate Bill Print Bill
S.No. |Batch ID Leave Monthi11C No Generate  View Delete
1. |SP1200465110151000 (201904 Generate Bill | View |Delete
2. |SP1200465101201000 | 201906 Generate Bill |View |Delete

Fig - 061

7.0n clicking view button, the screen as below comes up:

Directorate of Treasury, Pension & Entitlement T s e s 1

/& IFMS 1200:Cybar

4651 :Deputy Secretary Accounts Dehradun

" CHarakhard
- Supplementary Pay For The Month Jun-2019 7 Days
[ : 4ES10212F00Z47 = Mame :  Ms Pallavi Singh UET/Designation:  Others
= Emp.No.
Scale : Ficed (Sixth} Employee Type : Class IT Employmeant Type: UK State Services Others
E=rBank : SBINOOOZ133 W CEEA A PAN Mo :
ra.,
GOF/PRAN : Incrame: nt Date 1 JAN DOB/DCR
Offica : STATE SECRETRIATE (X Grant/Scheme : 007/2052000900300/V rMobile Mo
CADER)
HET/Earnings Amount( ) FEr/ Deductions Amount( )

oo Tees[nes EELT
Ga=ic Fav ELEE)

Total Sz550) Szc0|

M=t Salary 25336

Directorate of Treasury, Pension & Entitlement T TSR M s 2|

@ IFMS 1200:Cybear

4651 :Deputy Secretary Accounts Dehradun

CHarkbare
o Supplementary Pay For The Month Jun-2018 10 Days
il i 46510213M01181 T Hame i Mr Kishor Kumar Singh TgE/Designation:  Public Relation Officer
[F=Emp.No.
Scale : SE€100-177500 (LEWEL 10) Emgployes Type : Class II Employmeant Type: UK State Services Others
E=rsank :  PUMNBO245€00 T AT PAN Mo :
o,
GPF/PRAN : Increme nt Date :  JUL DGB/DGR
Office : STATE SECRETRIATE (Ex Grant/Scheme : 007/2052000900300/V Mobile Mo
caDER)
S Earnings PE——— T Deductions, PET——
) EEET
= Szaal
i Aowanes 1e0
Gazic Fay Ta7oo|
Total z3374) o
M=t Salary 23374

Fig - 062
4.4.1.9. LPC (Last Pay Certificate)
1. Create LPC

LPC generation is needed during the transfer process of employee. LPC is issued by the
department to the employee at the transfer, death, retirement etc. LPC screen consists of
fields like employee code, employee name, purpose of LPC (i.e. transfer, deputation,
retirement, death, resignation, voluntary retirement), treasury code, DDO code, order no,
order date, charge no, charge date etc. LPC feature is mostlyused in the cases of transfer as
the employee needs to rejoin in the other office. Following are execution steps to generate
the LPC.

Execution steps for creating LPC: Click on Payroll-LPC—Create LPC —fill the required

fields—save —»Submit
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Step 1. User can access create LPC menu as shown in the image below:

Entitlements MIS +  Support ~ Payrall = Bills v | Budget~ | HRMS = m

Pending Activity . hemin =
Data «
Vendor Bills (10) lec ~ Create LAC IFMS G.0 NO. 132 dated 29 March 2019
Supplementary Sala
| e Rccept LPC IFMS G.0 NO. 131 dated 29 March 2019
avroll als 1. HIcH Reports « e A
Payroll Approvals {0) [ (N IFMS G.0 NO. 130 dated 29 March 2019

IFMS G.0 NO. 129, dated 29 March 2019 ( CCL DCL)
Employee Claims/Advances

Fig - 062

Step 2.User is directed to new page as shown below:

Entitlements + Income Tax ~ | Payroll v  Bills v | Budget Pension ~

Employee Transfer

(® Create LPC Submit Request

Employes Code [ | employes Name:

Purpose Of LPC |-select- v

Trea Code - |—-select-- v | DO code - |—-select-- v
Order Number - [ | Order Date [

Charge Mo l:l Charge Date |

010026579 Mr Puran Q700 201207 1417/1 31-JuL-2012 25-AUG- TRF Edit Delete
Chandra 2012
Joshi
.
Fig - 063

Step 3. Fill in the fields like employee code, select purpose of LPC, treasury code, DDO code,
enter order no and date, enter charge no and charge date, as shown in the image below:

Approval + | Entitlements » | MIS~  Support » Payroll +  Bills v | Budget~ | HRMS » m
Employee Transfer

(®Create LPC_/Submit Request

Employes Cods: ‘010026911 ‘ Employes Name: Mr Mohd Suleman

Purpose OF LPC ‘Transfer v ‘

Trea Code : 0100:Dehradun v | DDO Code: | 2003:Assistant Excise CommissionerDehradun r
Orcler Number - ‘1 ‘ Order Date |01—Aug—2019

Charge No l:l Charge Date |01-Aug-2019

Fig - 064
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Step 4. Success, pop up message is generated on the screen when the user clicks on save

button, as shown in the image below:

Employee Transfer

(% Create LPC.'Submit Request

Employes Code : ‘010026911 | Employes Name: Mr Mohd Suleman
Purpose Of LPC Transfer
SUCCESS: LPC ISSUED, PLEASE PROCESS SALARY AND CHECK INNERSHEET
Trea Code —Select- elect- M
Order Number :
Charge No 1 Charge Date |01-Aug- 2019

Fig - 065

&1rms

it Uttarikhand

Step 5. Click on submit button from the menu, page with the detail of LPC issued is visible on

the screen, as can be viewed below:

Approval = | Entitlernents = | MIS ~  Support = | Income Tax ~ [ Payroll = Bills > | Budget - Pension =

Employee Transfer

Create LPC'® submit Request
010026575 Mr Puran a7o0 o700 201207 1417/1 51JUL-2012 | 25-AUG-2012 TRE Print
Chandra
soshi
010026911 Mr Mohd 0100 0100 2003 2003 201907 1 01-AUG-2018 01-AUG-2019 Transfer Print
Suleman
010026913 M Ishwar 9802 o802 201808 1189 21-MAY-2018
singh
010027417 Mr Girdhar o1co o100 201107 727 25-JUL-2011 | 26-3UL-2011 TR Print
Gopal
Bhatnagar
010088180 BAr Arving 1200 1200 4275 a27s 201806 14751 10-jUL-2018 | 1o-UL-2018 Transfe Print
Kurmar
010089997 nr Ravindra az00 az00 201207 1415/2012 | 31-JUL-2012 | 01-AUG-2012 TRE orint
singh Bist
010096387 Mr Laxmi 4200 4200 2133 2133 201906 163 19-JUN-2018 | 29-JUN-2019 Transfer Print
Prasad
Kothival

Fig - 066

6. To access printed copy of LPC click on print button, printed copy of LPC is attached below:

Employee Transfer

= Brint Date : 26-Aug-2015 12:0i:00|
a

= (M)
(FEATRT & SEF 30 O UEE-TE 9N $O 8 I E-0T )

Fe o= TE)

5- NG B & Ha0% i HawE

6 - SRR PIED & S B AHFHE B &R0

7 - 39 EE W agd & & ouwr fEE
T, BT HEH

2. FHEEE HEE

3. FEUR BIEH @1 5EW 0

4, 3fe= aEha # E T

& | wan § o suiied ud 2dfierg B wee st § goia: we g |

Ta. o & G :LPC1200427908121003
1-(%) TR e Sfmr w1 B 4279
(=) 2w T afewnd = Tee 1 4279
2-(F) WFTHG BIEE & B : 010026579
() <1 THIEE 1 1 A : Mr Puran Chandra Joshi
{TT) TFEE FitE = T : Reg SrFin Off
G Bi® & T A Wl ' : 0700:0700/:
3-(F) RFIRT PIEE ] VR A% Tl Ud Ers : 1417/1/31-1UL-2012
() REE TEE O @ e : 25-AUG-2012
~(T) WG She & oo & HaT 98T ™ e : /25-AUG-2012
4-(F) BN FraE 31 J6E =0 § &% =51 71 507 g o 7§ (3 s s coul-2012

: Mr Puran Chandrs Joshi

Fig - 067
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2. Accept LPC

LPC issued by another office needs to be accepted as soon as the transferred employee joins
his new office. Acceptance of office is done by DDO operator of the place of joining.
Following are the execution steps for accepting LPC:

Execution steps for accepting LPC: Click on Payroll-LPC—Accept LPC —fill the required

fields—save —»Submit

Step 1. User can access accept LPC menu as shown in the image below:

Entitlements = | MIS+  Support » Payroll +  Bills + | Budget~ | HRMS~ m
Admin ~
Data «

Eas ¥ AN I

Pending Activity

. FMS G.0 NO. 130 dated 29 March 2019
Vendor Bills (10) wer Create LPC \
Supplementary Salry + Accept 19C G.0 NO. 129, dated 29 March 2019  CCL DCL)
Reports = T
Payroll Approvals (0 - ‘ ‘
Fig - 068

Step 2.User is directed to new page, fill in the details of the employee whose LPC is to be
accepted by the department, as shown in the figure below:

Entitlements ~

Employee Transfer

Employee Code - |o10028911 | employes name Mr Mohd Suleman

Offoce : | 00274:DIRECTOR TREASURY PEMSION & ENTITLEMEMT [ ¥ | Posting District : | Dehradun |

Posting Location - [Aamwala ¥ | Scheme Code - | 2054000970300-N-V |

Grant N : |co7 | vetady charged = v ]

Department | Director Treasury Pension and Entitlement ¥ | Order No

Order Date Chargs Dat= | ]
=

©Copyright © 2008 Directorate of Treasury, Pension & Entitlement, Government of Uttarakhand. Al rig

August, 2019
Su Mo Tu We Th Fr Sa
28 23 30 31 1 2z 3

4 5 s 7 = 9 10
i1 1z 13 14 15 16 17

Designed, Developed & Maintained By Indus Web Solution Put. Lid. s 13 20 21 2z 23 24
2s[ 28] 27 28 23 30 3
1 2z 32 4 5 & 7

Today: August 26, 2019

Fig - 069

Step 3. Pop up message of success is generated on the screen as shown in the image below:

Approval ~ | Entitlements Budget v | HRMS ~  Pension ~
Employee Transfer
Employee Code |010026911 | Employee Name
©Copyright © Reserved 2019
@ SUCCESS :LPC ACCEPTED, PLEASE PROCESS SALARY AND CHECK INNERSHEET
Fig - 070
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4.4.1.10. NPS Arrear

Government of India introduced a new defined contribution pension scheme known as NPS
replacing the existing system of defined benefit pension scheme in December 2003, the same
has been adopted by the State Government of Uttarakhand. NPS is mandatory to all new
recruits to the state government joining service on or after 1.10.2005. IFMS software has the
provision of entering employee’s PRAN in employee master as per the requirement so that
necessary deductions can be made from employee’s salary while processing it at the end of
the month. System also has the provision to deduct the NPS amount of previous leftover
months. It also has the functionality to provide the online claim processing as per the
requirement.

NPS deduction for leftover months

There have been several cases where the employee’s NPS amount has not been deducted by
DDO though it should have been deducted when the salary including supplementary salary was
processed. Now a new functionality in IFMS software is being introduced through which DDOs
can process the NPS contribution of employees for leftover months. This newly added feature
may be accessed using NPS ARREAR FORM available under Payroll ---->Data ---> NPS Arrear.
DDOs should note that NPS amount of leftover months entered through this form would be
processed during the salary processing of the month in which the data has been entered and
only five month’s arrear can be processed in a month.

Entry in NPS Arrear Form by DDO

For entering the NPS amounts of leftover months please use the NPS Arrear Form as shown
below:

Welcome Ms Shivanshi Joshi, Operator | User Type DDO ¥ Last Login : 28/12/2019 02:42:30 PM

e e e R e G
Pending Activity Latest GO's

Data ~ Employee Master
pe IFMS G.0 NO. 132 dated 29 Mar
Vendor Bills (1) e Employee Master (OLD)

Supplementary Salary + aulk Transaction

Payroll Approvals (0) Reports ~ | loanDstz
Absentee

Employee Claims/Advances Suspension Data
NPS Arrear
Failed Payments{0) | ‘ \

Fig - 071

NPS Arrear Form

NPS Arrear Form has been designed in such a way that the DDO operator needs to only enter
the employee code, rest of the fields, except Deduction month, of the form will auto
populate. DDO should carefully check all the entries shown on the screen, in case there is any
discrepancy between data shown on the screen and the correct data as per employee and
DDO, please raise the issue through Support facility available with DDO. It is entirely DDOs
responsibility to ensure that all the data entered are correct and correct amount is being
entered for NPS arrear processing.
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Employee Code : | Employee Name:

\
Deduction Month : ‘ v | Basic Pay: | |
Grade Pay : [ | oa:
Salary Month : [san-2020 v | nes amount :

*

Fig - 072

Step 1.Validate employee code:

Please enter correct employee code of the employee whose NPS arrear has to be processed.

Employee Code : | ‘42?90313FUD(]EE ‘ *mployee Name: Ms Shivanshi Joshi/ PRAN No.:110007615982
/ ‘ -Select- v ‘ Basic Pay: ‘ |

VALIDATE EMPLOYEE CODE
Grade Pay : ‘ ‘ DA: ‘ |

Deduction Month :

Salary Month : ‘ Jan-2020 ‘ NPS Amount :

*

Fig - 073

Step 2.Select month of missing contribution:

Please select the month for which NPS arrear has to be processed. In case the months shown
under the drop down menu are incorrect, kindly report to Finance Data Center, Dehradun.

Nps Arrear

Emplayee Code : 42790313F00086 Employee Name: Ms Shivanshi Joshi/ PRAN No.:110007615982

Basic Pay: ‘ ‘

Deduction Month : -Select-

DA ©
1| SSING NPS CONTR\BUTLUN
PS Amount : ‘

Grade Pay :

Salary Manth :

Fig - 074

It will show the Basic, DA, Grade Pay for the month selected with NPS Amount.

Employee Code : |42790313F00086 ‘ Employee Name: Ms Shivanshi Joshi/ PRAN No.:110007615982

Deduction Month : | Mar-2016 v ‘ Basic Pay: | 625|
Grade Pay : [ 193] DA: [ o75]
Salary Month : |Jan—2020 A ‘ NPS Amount : | 17B|

*

Fig - 075
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Check AND Save the entries which will get reflected in Inner sheet

Employee Code : \ | Employee Neme:

Deduction Manth : \ v BasicPay | |
Grade Pay : \ | oa: |

Salary Month : | ian-2020 v | KPS Amount : | |

LICK SAVE FOR ENTRY

s Shivanshi 1an-2020 Mar-2016 Delete

Joshi

42730313F00036

Fig - 076
Check the inner sheet

Once all the entries related to NPS arrear payment have been entered and saved through NPS
arrear form they will automatically get added to the inner sheet as shown below:

IFSCCode SBINODI6312 | Accountfo: | asic Pay - 24500 IS 110
Employee Ty: Class |1 | Employment : UK State Services Others |DA  : 4165/ NPS  : 2867|
PAN No | DOB/DOR |HRA  : 2650| GIS-Saving: 70|
(GPF/PRAN : 11000761598 | Mob No | Hill Allows: 200/ GI-Insuran; 30|
INCR Date : JAN | Atandence 31 I .

' | I B

Fig - 077
Check the change statement

Check the change statement to see the NPS arrear amount as shown below:

1. Employee Master Head No Of Cases Head |No of Cases | Head ‘ No Of Cases ‘
Designation 1
Location 1 Bank 2 IFSC 3
ccount N 2 Incr Month 1 Pay Scale 1
Basic Pay 1 HRA 1 GPF Amount 2
2. Loan Transaction 4
3. Temparary Transaction 15
i, Permanent/Bulk Transaction 4
5. Absentee a
1. NPS Arrear 1 I
1 |
emarks |43:1
Fig - 078
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NPS Arear Transacions

SINo| Emp Code

Name

Descior

Deduction

Amount

1 | 42790313700 (M Stivanshi Joshi
I8

NPS Arear

Recovery

Enclosures;

4.4.1.11. Reports
1. Pay Schedule

Fig - 079

All the individual deductions that are made in a particular month can be viewed by use of this
option. Operator only needs to select the required month and deduction category i.e. GPF,

GIS, NPS, Income tax.

Step 1.User can access the option as shown below:

Vendor Bills (11)

Payroll Approvals (0)

Employee Claims/Advances

e e e e S e
Pending Activity

Admin »

Data ~

[PC~

Supplementary Salary
Reports «

IFMS G.0 NO. 130 dated 29 March 2019

IFMS G.0 NO, 131 dated 29 March 2019

Pay Schedule
Salary list
Annual Statement

Pay Slip

IFMS G.0 NO, 132 dated 29 March 2019

Fig - 080

Step 2.Select month and year, select TRN code as shown in the image below:

Srle || BEEEEe S i m EEET || GAtew m €05 ﬂ

Pay Schedule Report

Select Year/Month [ pec

v |[ 2019 v TRN CODE:

©copyright © 2008 Directorate of Treasury, Pension & Entitlement, Government of Uttarakhand. All rig

Designed, Developed & Maintained By Indus Web Solution Pvt. Ltd.

530:NPS

510:GPF Oth IV
511:GPF Cl IV
512:GPF AlS

600:HRR
610:Health smart

620:Vehicle

680:Income Tax
700:G1S-Saving

701:G15-Saving -Police
702:GlS-Insurance
702:GlS-Insurance - Police
704:GIS-AlS

705:Gls-Central Govt Employee
706:House Rent Recovery
707:GovtVehcile Recovery
708:Departmental Recovery
710:5aciety Deduction
713:Recovery Under RTI
201:GPF Advance - Class IV

Fig - 081
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Step 3.0n clicking submit button, list of the pay schedule (List of employees availing the field
is generated containing the details like employee code, name, and amount, voucher no and

voucher date) is obtained as below:

Pay Schedule Report
fé\'\ IFMS Deduction NPS For The Month Dec-2019
iv;_ Uttarakhand
Sl. No. Emp No Name Amount Voucher No Voucher Date

1 010090517 Ms Swati Anand 4,271
2 120012095999 Mr Vivek Negi 3,416
3 23710313M00438 Mr Vinod Singh 3,416
4 @A0290313M00436 Mr Nawaj Sharif 3,410|
5 @2790313F00086 Ms Shivanshi Joshi 2,785
6 @#2790313F00140 Ms Kiran Chauhan 3,732
7 @A2790313F00154 Ms Shivani Khanna 2,785
8 ¥2790313F00216 Ms Bhawana Chaudhary 2,785
g9 @A2790313F00442 Ms Swati 3,522
10 @#2790313F00443 Mrs MEENAKSHI 2,539
11 #2790313M00009 Mr Deepak Kumar 3,135
12 A2790313M00131 Mr Sanjay Kumar 3,732
12 ¥2790313M00134 Mr Komal Prasad Upreti 3,732
14 ¥2790313M00136 Mr Surya Prakash Singh 3,732
13 @2790313M00138 Mr Yogendra Kumar 3,732
16 @2790313M00139 Mr Gepal Binwal 3,732
17 42790313M00233 Mr Vipin Mohan Verma 2,703
18 ¥7530210M00013 Mr Manoj Kumar Pandey 6,962

Total m 64,128|

Fig - 082

2. Salary List
This report available under payroll section allows user to view the status of salary for a

particular month. This report contains details of change statement idand lists out all the
individual with their name and employee code. The bill status column tells the user about
exact status of transaction id associated with that month’s salary. To access and view the

report, user needs to follow below steps:

Step 1.User can access the option as shown below:

Approval = | Entitlements = | MIS Income Tax = | Payroll =

Pending Activity .
Data =

Vendor Bills (11} o IFMS Training(For DDO) Letter
Supplementary Salary +
TEME-G,0 NO, 129, dated 29 March 2019 { CCLDCL)
Reparts i3
 Schedule
Payrll Approvls 0] - IFMS G.0 NO. 130 dated 29 March 2019
Salary list
Employee T — Annual Statement IFMS G.0 NO. 131 dated 29 March 2019
Pay Slip TFMS .0 NO. 137 dated 90 March 2018

Fig - 083

Admin »
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Step 2.Select month, and click on show button, detailed list of pay summary report (List of
all the employees with all the details of the salary is generated) as below:

Pay Summary Report

00274 2054000950300 40290313M00436 Mr Nawaj Sharif 34478 PAY:1200:4273:201912:0009 PBE1200427912151000 Approved by Voucher Passed with No
Treasury A20540008

00274 2054000950300 010030527 Mr P C Khare 123329 PAY:1200:4273:201912:0009 PBE1200427912151000 Approved by Voucher Passed with No
Treasury A20540008

00274 2054000950300 | 42790312F00140 Ms Kiran Chauhan 37321 PAY:1200:4279:201912:0009 PB1200427912191000 | Approved by Veoucher Passed with No
Treasury A20540008

00274 2054000950300 | 42790313F00154 Ms Shivani Khanna 27811 PAY:1200:4279:201912:000% PB1200427912191000 | Approved by Veucher Passed with No
Treasury A20540008

00274 2054000950300 | 42790313F00216 Ms Bhawana Chaudhary 27811 PAY:1200:4279:201912:000% PB1200427512151000 | Approved by Veucher Passed with No
Treasury A2Z0540008

00274 2054000550300 | 42790313F00442 Ms Swati 35425 PAY:1200:4279:201512:0005 PB1200427912191000 | Approved by Veucher Passed with No
Treasury A20540008

00274 2054000950300 42790313F00443 Mrs MEENAKSHI 25600 PAY:1200:4279:201912:0009 PBE1200427912191000 ApprDVEd by Veucher Passed with No
Treasury A20540008

Fig - 084

3. Annual Statement

Provides the operator with the annual statement of any employee working under the DDO.
Employee code and financial year are the fields that are provided and operator can enter the
desired employee code and year and get the desired output.

Step 1.User can access the option as shown below:

Approval = | Entitlements v | MIS v | Support = | IncomeTax v | Payroll v | Bills | Budget~ | HRMS~ | Pension v | ICDS v | NPS~ | GPF

Admin +

Pending Activity
Data =

LPC ~

IFMS G.O NO. 130 dated 29 March 2019
Vendor Bills (11)

IFMS G.O NO, 131 dated 29 March 2019
Supplementary Salary =

IFMS G.O NO. 132 dated 29 March 2019

Payroll Approvals (0) Reports ~ Pay Schedule
Salary list
Employee Claims/Advances Annual Statement
Pay Slip

Fig - 085

Step 2.Enter employee code and financial year then click on submit button as shown below:

Approval = | Entitlements Support v | IncomeTax v | Payrall » Budget ~ Pension «
Salary Annual Statment
Emp Code [TSOaL3F00SS | Fi Year (01920 v
| submi |

Fig - 086
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Salary Annual Statment

Emp Code ‘42790313Fm036 | Fin Year | 201920 v
‘ Submit |
M]Fms Annual Salary Statement for the Financial Year 2019-20
3 furakhund
Emp.Ho. 42790313F00086 Name Ms Shivanshi Joshi Designation Junior Assistant
Scale 21700-69100 (LEVEL 03) Employee Type Class T Employment Type UK State Services Others
Bank State Bank of India A/C No. GPF/PRAN 110007615982
Increment Date Jan DOR. Office DIRECTOR TREASURY PENSION &
ENTITLEMENT DDN
Jifsc Code SBINOD16312
Particulars__ | Mar | Apr | May | Jun | Jul | Aug | Sep | Oct. | Nov | Dec | Jan | Feb | Total
DA Rate | 129% | 12% | 129% | 12% | 17% | 17% | 17% | 17% | 17% | 17% | 0% | 0% |
*EE PAYMENTS =+ %
lBasic Pay 23,800] 23,500] 23,800 23,500 23,800 23,500 23,500 23,800 23,800] 23,800] 2,38,000}
DA 2,142 2,856 2,856 2,856 2,856 2,856 2,356 4,046 4,046 4,046 31,416}
RA 2,650 2,650 2,650 2,650 2,650 2,650 2,650 2,550 2,550 2,550 26,500
E Allowance 200 200| 200| 200| 200| 200| 200| 200 200 200 2,000
A Arrears g 2,142 g B g B g 3,570 B B B B 5,712
|rotal 28,792| SI,ij 29,506 29,506 29,506 29,506 29,506 34,266 30,696 30,696 B B 3.03,628|
1 %% DEDUCTIONS ***
PS) 2,534] 2,880 2,666 2,666] 2,666 2,666] 2,666 3,142 2,7# 2,7# 27,518}
15-Saving 70| 70| 70| 70| 70| 70| 70| 70| 70| 70| 700
IS-Insurance 30| 30| 30| 30| 30| 30| 30| 30| 30 30 ] ] 300}
otal 2,694 2,980] 2,764| 2,766 2,764| 2,768 2,764| 3,242 2,885 2,885 R R 28,516
et Payment 26,098 28,668 26,740 26,740 26,740 26,740 26,740 31,024 27,811] 27,811] B B 2,75,112]
‘oucher Mo A20540007 | A20540016 | A20540018 | A20540010 | A2054 A20540010 | A20540005 | A20540019 | A20540007 | A20540008
ate 04-A£PR-2019 | 30-APR-201S | 31-MAY-2015 | 28-JUN-201% | 29-1UL-2019 | 30-AUG-2018 | 27-SEP-20195 | 25-0CT-2015 | 25-NOV-2015 | 31-DEC-2019
reasury Cyber Cyber Cyber Cyber | Cyber Cyber Cyber Cyber

4. Pay Slip

Fig - 087

Provides the operator with the pay slip of any employee working under the DDO. Employee
code and month are the fields that are provided and operator can enter the desired employee
code and month and get the desired output.

Step 1.User can access the option as shown below:

Approval ~ | Entitlements ~ | MIS ~ | Support ~

Pending Activity

Payroll Approvals (0)
Employee Claims/Advances

Income Tax ~

Payroll = | Bills v | Budget ~ [ HRMS ~ | Pension «
Admin ~
Data ~
LPC = IFMS G.O NO, 132 dated 29 March 2019
Supplementary Salary -
Reports ~ Pay Schedule
Salary list

Annual Statement

Pay Slip

Fig - 088

Step 2.Enter employee code, select month and year, click on submit button:

Approval ~

Pay Slip

Ms

Employee Code : |42790313F00086

| Employee Name

Joshi

Month/Year : | Dec

¥ |201%

]

Shivanshi

Fig - 089
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Step 3. Pay slip of the employee gets generated as shown below:

e
AN |

Utaeakbusd
-

Directorate of Treasury, Pension & Entitlement
1200:Cyber
4279:Director Treasury Pension Entitlement DDun

HIE Dec-2019 ! &34 Ul / Pay Slip For The Month Dec-2019

T TE/Emp.No. :  42790313F00086 T/ Name 1 Ms Shivanshi Joshi TETE/Designation @ Junior Assistant
Scale : 21700-59100 (LEVEL 03) Employee Type : Class I Employment Type  : UK State Services Others
E=/Bank 1 State Bank of India T FEAC No. 1 KOOMKNNASE PAN No T EOOOOO0A
GPF/PRAN : 110007615982 Increment Date : JAN DOR. : 31-MAY-2055
loffice :  DIRECTOR TREASURY PENSION & Grant/Scheme 1 007/2054000950300/V Mobile No T 000KKXXS07
ENTITLEMENT DDN
‘oucher No : A20540008 Voucher DATE : 31-DEC-19 Da Rate : 17%
fsc Code :  SBINO016312
S Earnings Amount() FOWY/ Deductions Amount( ) T Loan Details
Head Amount Balance

TInstalment Total Paid
Amount Il

asic Pay 2z800[NPS 2783
P 204E[aI5-5aving 70|
RA 265015 Insurance 30|
ill Allowance 200}
Total 30696] Net Salary 27811

5. Pran GST search

&1rms

o, Utarakhand

There has been demand by DDOs to know the status of PRAN of employees whether it is active
or inactive. So, PRAN GST Search report enables the user to know the status of employee’s

PRAN.

Step 1.Select either PRAN, party code and CPIN, enter the unique number as per the
selection made, as shown in the image below:

Enfitlements » Income Tax Bills » Pensian +

Approval +

Support » Budget +

Pran Gt Search

(0Pran (_Party Code ()CPIN

Search For Pran No, Party Code/CPIN

11000761538

Fig - 091
Step 2.Status of the PRAN is shown as below:

e —
S e
Pran Gst Search

Search For @Pran (Party Code (JCPIN Pran No./Party Code/CPIN |110007515982 ‘
1 1200 4279 42750313F00086 Ms Shivanshi Joshi Active
Fig - 092
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6. Employee Claim Report

It comprises of all the details of the claim that has been taken by the employee. It includes
details like claim type, treasury code, treasury name, claim no, transaction id, from date, to
date, claim amount, pass amount, cheque no, voucher no, voucher date.

User can access claim report as shown in the image below:

e

:

Vendor Bills (11)
Supplementary salary -

Reports ~ Pay Schedule
salary list

taternent

Employee Claims/Advances Annu

Pay siip
Employee Claim Repart
. D‘Q?‘T"":’ AS User Manual Click Here

New Employes Form 1
New Employee Mis

I

Analytical Report

Fig - 093

Enter employee code, date from and to, select claim type, click on show report button, as
shown in the image below:

Approval »~ | Entitlements ~ Support ~ Payroll ~ m Budget ~ | HRMS ~ m ICDS ~ m

Employee Claim Report

Emp Code : |42790313F00086 | Emp Name: Ms Shivanshi Joshi
From Date : |D]-Apr—2015| | To Date: 06-1an-2020
Claim Type : |ALL v |

Fig - 094

User can view the report as shown in the image below:

Employee Claim Report

Emp Code : |42790313FOODBS ‘ Emp Name: N5 Shivanshi Joshi
From Date [o1-apr-2015 | 7o pate: l06-1an-2020
Claim Type : [ALL ~]

Integrated Financial Management System (IFMS)

@IFMS < P

. Uttarakhand

Sl.No. [ Claim |Treasury|Treasury Claim No. Trans Id From To Claim Pass Cheq No. |[cheq/Voucher| Vouche
Type Code Name Date Date | Amount | Amount Date No-
1 MISC 1200 [Cyber ICE1200427908191002|CE12004279081921004(17~ 20~ 200 200U000000701520-08-2019 [BE20540045
[cLarm UG- lruG- [p0:00:00
2019|2019
2 MISC 1200 [Cyber ICBE1200427908191002(CE12004279081921004(17- 20- 150 150U00D0D07015[20-08-2019 [BE20540045
[cLarm lauG- lauG- [p0:00:00
2019 2019
Total 350| 350

Fig - 095

For reading about how claim has to be processed go back to claims module.
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7. GPF Deduction

Provides the user with detailed GPF report of the employee that has been deducted from
salary.

Step 1.Enter employee code and select financial year, as shown in the image below: click on
submit button

Approval ~ | Entitlements ~ Support v | IncomeTax ~ | Payroll ~ Budget - Pension ~
GPF Deduction
Emp Code 120026527 Fin Year 2015-20 v
Submit

Fig - 096

Step 2.User can view the detailed report of employee’s GPF deduction, and can also access
printed copy of the report, as shown in the image below:

Approval ~ | Entitlements ~ Income Tax ~ | Payroll ~ Budget ~ Pension ~

GPF Deduction

Emp Code 120026527 Fin Year 2018-20 v
Submit
/’e\,\ Core Treasury System(CTS UK)
-%, IFMS Government of Uttarakhand
i Uttarakhand GPF Deduction Slip Fin Year 2019-20
Emp Code : 120026527 Employee Name Mr Rajendra Singh
GPF NO : GAU/68150
S.No. Months. Deposit Amount B Total Voucher No. Voucher Date |Withdrawal]  Voucher No. Voucher Date Treasury
Subs. | Refund [Arrears No
1 Mar-2019 12000 of of of 12000 A20540004 08-APR-2019 o Mussoorie
E) Apr-2019 12000] o sssdq o 20694]  A20540010 03-MAY-2019 g Mussoorie
3 May-2019 12000 ol ol 0ol 12000 A20540028 31-MAY-2018 0o Mussoorie
4 Jun-2019 12000 of of 0of 12000 A20540010 29-JUN-2019 0o Mussoorie
5 Jul-2019 12000 of of of 12000 A20540005 29-JUL-2019 o Cyber
3 Aug-2019 12000| o o o 12000 A20540010 30-AUG-2019 g Cyber
7 Sep-20139 12000 ol ol 0ol 12000 A20540005 27-SEP-2018 0o Cybe:
8 Oct-2019 12000 of of of 12000 A20540019 25-0CT-2019 o Cyber
9 MNowv-2019 12000 of of of 12000 A20540007 29-NOV-2019 o Cyber
10 Dec-2019 12000| o o o 12000 A20540008 31-DEC-2019 g Cyber
Total 120000 ol 8694| 128694 of

Fig - 097
8. HRR Deduction

This report provides the e-DDO module users the details of HRR deduction of the employee’s
of his establishment. Following steps are involved in fetching this report.

Step 1.Enter employee code and select financial year, as shown in the image below: click on
submit button

Approval ~ | Entitlements ~ Support ~ Payroll Budget v | HRMS ~ 1CDS «

HRR Deduction

Emp Code ‘42790313M00009 | Fin Year 201510 v

‘ Submit ‘

Fig - 098
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Step 2.User can view the detailed report of employees HRR deduction, and can also access

printed copy of the report, as shown in the image below:

Emp Code 42750313M00003 Fin Year 2018-20 v
‘ Submit |
/é\ Core Treasury System(CTS UK)
;\%V) IFMS Government of Uttarakhand
R ‘r Uttarakhand HRR Deduction Fin Year 2019-20
Emp Code : 42790313M00009 Employee Name Mr Deepak Kumar
Pran NO : 111003532844
5.No. Months Amount Voucher No. Voucher Date DDO name Treasury
1 Jun-2018 240 AZ0540010 28-JUN-2019 Director Treasury Pension Entitlement] Cyber
DDun)|
2 Jul-2019 20| A20540005 29-JUL-2019 Director Treasury Pension Entitlement] Cyber
DDun)|
3 Aug-2019 240 A20540010 30-AUG-2019 Director Treasury Pension Entitlement] Cyber
DDun|
4 Sep-2019 240| A20540005 27-SEP-2019 Director Treasury Pension Entitlement] Cyber
DDun|
5 Oct-2019 240| £20540019 25-0CT-2019 Director Treasury Pension Entitlement] Cyber
DDun)|
6 Nov-201% 240 AZ0D540007 28-NOV-2018 Director Treasury Pension Entitlement] Cyber
DDun)|
7 Dec-2019 20| A20540008 31-DEC-2012 Director Treasury Pension Entitlement] Cyber
DDun)|
Total 1680|

Fig - 099

9. Vehicle Deduction

This report contains the data of all the deductions made against allocation of government

vehicle to Government employees. As we know it is a fixed sum of 2000 per month, so report
contains all the deductions for each month. Following steps needs to be performed to fetch

this report:

Step 1.Enter employee code and select financial year, as shown in the image below: click on

submit button.

Approval = | Entitlements + Support ~ Payroll » Budget » | HRMS » W ICDS = m
Vehicle Deduction

Emp Code ‘010096055 ‘ Fin Year 01520 A

‘ Submit ‘

Fig - 100

Step 2.User can view the detailed report of employees HRR deduction, and can also access

printed copy of the report, as shown in the image below:

Emp Code 010036055 Fin Year 2019-20

| submit |

O~ Core Treasury System(CTSs UK)
—_— IFMS Government of Uttarakhand
o Uttarakhand

Vehicle Deduction Fin Year 2019-20

Emp Code : 010096055 Employee Name Mr Pankaj Tewar
Pran NO :
S.No. Months A t Voucher No. Voucher Date DDO name Treasury
1 Jun-2019 Zo00| A20540010 28-JUN-2019 Director Treasury Pension Enttement] Cvber
z Jul-2019 Zo00| A20540005 F9-1UL-2019 Director Treasury Pension Entitiement] Cyber
3 Fug-2019 Z000| A20540010 30-AUG 2019 Girector Treasury Pension Entitlement] Cvber
un|
= Sep-2018 2000| AZ0530005 37-SEP-2019 Girector Treasury Pansion Entitlement] Cyber
s Gct-2019 Zo00| AZ0540019 35-0CT-2019 Director Treasury Pension Entitiement] Cvber
D n)|
s Nov-2019 Zoo0| AZ0540007 Z5-NOV-2019 Director Treasury Pension Entitement] Cvber
DDun|
7 Dec-2018 Zo00| A20540008 31-DEC-3019 Director Treasury Pension Enttement] Cvber
DDun|
Total 13000

Fig - 101

Integrated Financial Management System ( https://cts.uk.gov.in )

51


https://cts.uk.gov.in/

DDO User Manual

10. New employee Form 1

This report contains the data of new employee which has been entered by user in the
employee master. Following steps needs to be followed to access this report.

&1rms

" Ubtarakhand
wiw

Step 1: Enter employee code, as shown in the image below and then click on submit button.

Emp Code

T0100244201202060002

Approval + | Enfitlements + m Support + Payroll » M Budget » | HRMS + M IC0S »

Step 2: User can view the detailed report of new employee’s data entry that was made in
employee master, and can also access printed copy of the report, as shown in the image

Fig - 1

02

below:
Emp Code T01002442012020E0002
Employee Master Report
I.LNo. |[Employee Name

Mr AMIT KATARIYA

[Treasury Name [Dehradun DDO Name District Sports OfficerDehradun [Father Name
Mother Name. Spouse Name Mrs Sudha Rani Employee Gender M
Marital Status Married Blood Group 0 +Ve (Category I5C
|Appoint No. 1261 |Appointment date 19-DEC-2019 [Appointment Authority UKSS5C
faadhar Card i Pan Card i Mobile No. [
Email 1d pmithockeyl@gmail.com [Disablity Flag N Disablity Type
IDisablity Percentage ] Service Quota General Service Quota Relation Type
IService Quota Emp code Reporting To Emp No. [30004120 Claim Authority Type
[Claim Authority Emp no. Employee Type Class 111 Employment Type UK State Services Others
[Designation Jassistant Coach Office Name DISTT SPORTS OFFICER DDN__ [Scheme 2204000010300
[Grant NO. 011 oted Charged oted District Name IDehradun
lLocation Name [Dehradun Department Director Sports DOB ID4-SEP-1930
[Date of retirement [30-SEP-2050 Date Of Joining 20-DEC-2019 Extension Order No.
Extension Order Date Date Of Entry Bank Name [State Bank of India
[Ifsc code [SBIN0012852 {Account No. Pran GPF Status P
Pran No. GPF NO. GPS Series
[Qualification B.A Basic Pay 29200 Grade Pay o
ISpecial PAY o Persional Pay o Pay Commision [Sewventh State
DA Admisb DP Admissible N NPA
IPay Status Running Increment Due AN Increment Flag N
HRA HDA BOARD ALL M
IGIS IGPF N GPF Amount o
Health Smart Status N Health Smart Card No. Health Smart Amount o
HRR IN House Type 1A House Amount 0
ehicle Regstration No. [N ehicle Type c ehicle No.
ehicle Amount o Scale Description 29200-92300 (LEVEL 05) Creation Date I08-01-2020 16:41:47

11. New employee MIS

Fig -

103

It is a report that contains the detail of new employees.

Step 1: Select date from and to, as shown in the image below.

Approval = | Entitlements + m Support Payroll ~ M Budget = | HRMS ~ m ICDS ~

From date

01-Jan-2019

To Date

Emp Code

Fig - 1

04

31-Dec2019
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Step 2: On clicking submit button, list of employees that joined in the period selected above
appears on the screen, as shown in the image below.

Approval ~ | Entitlements = Support » | IncomeTax v | Payroll = | Bills ~ | Budget ~ Pension ~
From date 01-Jan-201% To Date 31-Dec-2019
Show Reports
Emp Code
Emp Code Temporary Emp Code Employee Name Father Name Aadhar No. Mabile Trea Code DDO Code  fSelect
. Mr ALAKH
42750210M00005 | T12004279112019E0001 Mr kumar vipul 0 1200 4279 elect
NIRANJAN
42750313F00444 T12004275052019E0001 Ms Shweta rani Mr Bharat Singh 0 1200 4279 elect
42750313F00443 T12004275072019E0001 Mrs MEENAKSHI 0 1200 4279 elect

Fig - 105

Step 3: On clicking select button provided with the employee name, employee master report
is generated, user can also access printed copy of the report by clicking print button, as

shown in the image below:

42750313F00444 | T1200427809201SE0001 |

Ms Shweta rani

| Mr Bharat Singh | | o |

1200 | 4279

[select

42790313F00443 | T12004273072019E0001 |

Mrs MEENAKSHI

1200 | 4279

[setect

Master Report

I.No. [Employee Name

1 Mr kumar vieul [Treasury Name [Cyber [boo Name [Director Treasury Pension Entitlement DDun [Father Name [Mr ALAKH NIRANIAN
Mother Name Spouse Name Employee Gender o
Marital Status Single Blood Group la +ve [Category losc
[Appoint No. 119 [Appointment date _ [04-NOW-2019 [Appointment Authority lUKPSC
[Aadhar Card Pan Card [Mobile No. 3
Email 1d [Disablity Flag I [Disablity Type
Disablity Percentage [0 [Service Quota General [Service Quota Relation

[rvpe
Service Quota Emp [Reporting To Emp No.[010096055 [Claim Authority Type
code.
[Claim Authority Emp [Employ=s Type [Class 11 Employment Type UK State Services
Ino. Pcs
Designation frreasury [office Name [DIRECTOR TREASURY PENSION & ENTITLEMENT  [Scherme 2054000550300
Officer lpon

Grant NO. ooz’ oted Charged oted [Bistrict Name [udham Singh Nagar
Location Name [Rudrapur [Department [Director Treasury Pension and Entitlernent [Sos [25-mav-1988

Date of retirement

3i-MAY-2048

[Bate Of Joining

os-NOv-z013

[Extension Order No.

Extension Order Date.

[Date OF Entry

[Bank Name

lKotak Mahindra Bank

Ifsc code [KKBKO005289 |Account No. I |Pran GPF Status I?
[Pran No. lGPF NO. |GPS Series
[Qualification B.E Basic Pay [56100 [Grade Pay
[Special PAY o lPersional Pay lo [Pay Commision [Seventh State
DA Admisb |DP Admissible N INPa N
Pay Status [Running [increment Due han [fncrement Flag I
HRA HDA IBOARD ALL N
G1s == I |GPF Amount lo
[Health Smart Status N Health Smart Card [Health Smart Ameount o
INo.

HRR N House Type A House Amount 1o

ehicle Regstration Ne. [N ehicle Type I ehicle No.

fehicle Amount o |Scale Description |56100-177500 (LEVEL 10) |Creation Date |26-11-2019 12:52:49

12. Analytical report

Fig - 106

Provides the user with number of employee’s taking salary in the opted month class wise
report as per treasury, DDO, department and scale.

Step 1:Select anyone of these i.e. treasury wise, DDO wise, department wise and scale wise
and the select salary month as shown in the image below:

Approval ~ | Entitlements ~

Income Tax ~

Payroll ~

Pension ~

Employee Report (Bank Wise)

(@ Treasury Wise_Department Wise DDO Wise Scale Wise

Sal Month

lan-2020

Fig - 107

Integrated Financial Management System ( https://cts.uk.gov.in )

53


https://cts.uk.gov.in/

DDO User Manual Q1ms

Step 2: On clicking show reportbutton, reportgets generated as shown in the image below:

Employee Report (Bank Wise)

(@ Treasury Wise_/Department Wise _DDO Wise Scale Wise

Sal Month Dec-2019 ~

Core Treasury System (CTS UK)
Government Of Uttarakhand
Employees Bank Statement For The Financial Year Dec-2019
Sl. No. | Trea Code Trea Name Class Total Employee| Gross
Class 1 Class 2 Class 3 Class 4 Other
1 1200 cyber 511 649 2760 1078 77| 5075 278131774
Total 511 649 2760 1078] 1078] 5075] 278131774

Fig - 108
4.4.2 HRMS Module

HRMS stands for human resource management system. As we know human resources play a
great role in the success of any organization be it government or private. Therefore,
management of human resource becomes very critical for the organization. Realizing this IFMS
has designed HRMS as one of its core module. Presently it has only claims/advances and
service book features but in future it envisages to include leave management system, ACR
management etc as well.

4.4.2.1 Claims Entry

Claim entry deals with the aspects of every possible claim that employees are eligible for and
can claim. In entry part only the claims are entered by the DDO operator. Claim entry option
is also available with the user as well. He may use this feature by logging on to IFMS portal
using his login id. If user doesn’t enter the data himself, he may submit a physical copy of the
claim to the DDO operator, who may enter the claim in the system on employee’s behalf.
Claim entry comprises of total 9 screens which are basically the types of claims.

4.4.2.1.1 TA Claim

Any employee is eligible to take TA claim in case due to any official work that is out of
station journeys are made.

a) Select TA claim as shown below in the image:

Pe

n
vendor Bills (12)

Payroll Approvals (0}

Failed Payments{0)
Bills Pending for Approval O Knov

S Nease
(IFMS Instructions)
For IFMS User Manual Click Here

Fig - 109
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b) System will direct the user to new page as below:

MIS ~ Support Payroll ~ Bill:

Select Action ‘= create Bills "' Upload Documents " Print Bill

Employes Code [p10026911 | employes name MrF Mohd Suleman

Payment For - ®Self ('Nominee

Batch ID : [Mew v | Tour Advance Claim 1D - None v
Advance Amount - o Treasury Vr No/Date :

Destination : ® Within State  Outside State Sdions

Momines Details

From I B L Jewerme
|

Made of Journsy : || select v || class Of Travel - || select v || Train/Fiight No -] || Ticket/PNR N = ||

Fare : [ o| |Purpes= - [ |

From I R P ol e e

Mode of Journey |55\En - | Class Of Travel - ‘5E|En v ‘ Train/Flight No ‘ ‘ Ticket/PNR No - ‘ ‘

Fare : [ of |Purses= - [ |

Fig - 110

¢) Fill in the field as shown below:

Select Action (#Create Bills 'Upload Documents ' Print Bill

Employe= Code : }3‘_03259‘_]_ | Employes Name Mr Mohd Suleman

Fayment For : ®5elf (Nominee

Batch D : | v | Tour Advance Claim ID: None v

Advance Amount © 1] Treasury Vr No/Date :

Destination : (Within State (® Qutside State Add Rows
From : |DEH | DateTime: D1-JAN-207 -- To: |HAR | Date/Time:

1
Made of lournzy : | Bus v | Class Of Travel : | Ordinary v | Train/Flight No : |A52 | Ticket/PNR No : |1 |
Fare: | 550| Purpose : |1 |

From : HAR Date,Time: D1JAN-2015 To DEH Date,/Time: D1JAN-2018
2
Mode of lournay : || gy v ||Class Of Travel : Ordinary v | Train/FlightNo:  ||res Ticket/PNR No: |\.'|'
Fare: 550| Purpose : W
Hotel Expenses Add Rows

1 |Clutside State r |||-| | | Hatel r |||-| |||01-JAN-2019 |||01-JAN-2019 |H 0|
Conveyance Add Rows
Leave Details : Add Rows

Save | Delete

Fig - 111

_:,"5__ Uttarakhand
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d) On clicking save button, a pop up message is generated on the screen with the message of
successful bill creation along with the transaction id, as shown in the image below:

Entitlements ~ | MIS~ Support v | IncomeTax ~ | Payroll v  Bills v | Budget ~ Pension
Select Action (= Create Bills ' Upload Documents ' Print Bill
Employee Code : ‘010026911 Employes Name Mr Mohd Suleman
Payment For ®galf Nomi

Batch ID - New @ SUCCESS: TOUR CLAIM CREATED WITH TRANS ID CB1200427905191005 jgone v
Advance Amount : o
Close

Destination - Within State © OUTside State Add Rows

Mode of Journey | Select v ‘ Class Of Travel - ‘ salact Ticket/PNR No |

g

=
-

| Traiin/Flight No : |

Fare: | 0‘ Purpose

From l:l Date/Time: dd-MMM-yyyy Date/Time: Ide-MMM-yyyy

Mode of Journey | Select v ‘ Class Of Travel = ‘ Selact Ticket/PNR No |

H

(=]

-«

| Train/Flight No : |

Fare : | 0‘ Purpose

Fig - 112

e) Uploading and printing of document is same as that of the manual arrear bill creation.

4.4.2.1.2. Medical Reimbursement

Any amount of money which has already been spent in the medical treatment of employee or
the dependent can be repaid by the government if the employee claims that amount in the
form of medical reimbursement. User (employee or the DDO operator needs to follow below
mentioned steps to claim the medical reimbursement:

a) Select claim entry under HRMS, then click on medical reimbursement as shown below:

Entitlements ~ [ MIS »  Support = Payroll =  Bills v | Budget ~ | HRMS = m
rcn 2019

Claims Procesing = Medical Reimbursement

Vendor Bills (12) . Reports Misc Reimbursement irch 2019
1. HEr (mEr une ) e S ST e T e | 1 employee Advance
%ﬁﬂﬁmﬂrﬁ'%aﬁ I e wrch 2019
Eavinliaprpeate (O] FMSG oo 019 ( CCL DCL)
. Leave Encashiiznt stter
Employee Claims/Advances

Pensioner Medical Claim

Failed Payments({0}

Bills Pending for Approval

To Know Processing of IFMS Please Click Here
(IFMS Instructions)

For IFMS User Manual Click Here

Fig - 113
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b) Fillall the fields shown on the screen as shown below (Fig - 113) :

Medical Claim

Select Action (= Create Bills (' Upload Documents ) Submit

Employes Code |010026911 ‘ Employes Mame Mr Mohd Suleman

Payment For : (®5elf  Nominee Advance Claim 1D Mone v
Advance Amount : o Date of Aadvance :

Nominee Details

Claim Type  ®oPD CiPD

* Claimid: NEW ¥ | * Dependent Name : Wrs Shahnaz Parvesn, Spouse ¥
Doctor Name:  |ABCD Doctor’s Qualification @ Hospital Name : |AC123
Disease Name : * From Date : 01-u-2019 *ToDste:  |03-1u-2019

sl No Consultion Date Medicine Shop/Hospital Name ;D:jietsi ztallil:sgicalTesl E::wlofical Test E:Z:Laelgﬂ S:::—I:mj Other Charges
1 01-AUG-2019 |([28cora Ii 1000} 500 | q o d| q
e | | | | | | I | |

o[ Lom [

Fig - 114

User needs to select the advance claim id, in case some advance had already been taken by
the employee. Similarly all the radio buttons should also be appropriately ticked as per the
case i.e. self or nominee, IPD or OPD.

c) Click on save button to save the entries made earlier, pop up message of success is
generated on the screen, as shown in the image below:

cntererts < | M~ Support « | ncomeroc - | Poyoll s« | gt - | s < | pension~ |

Medical Claim

select Action (@ Create Bills ©'Upload Documents  Submit
Employes Code 010026811 Employes Name Mr Mohd Suleman
Payment For - ®self ONominee @ SUCCESS: RECORD CREATED WITH 1D-CB1200427908181005 ['€ v
Advance Amount : o
Close
Nominee Details

Claim Type ®0PD IPD
* Claimid: | CB1200427908191005:28-AUG-2019 7 | * Dependent Name: | Mrs Shahnaz Parveen,Spouse ¥
Doctor Name : [aBCD | Doctor's Qualification : Haspital Name : |ac123
Disease Name : [KSD | = From Date : p1-1ul-2019 * ToDate: [03-1ul-2019
Cost OF Pathological Test | Radiological Test | Special Test Operati
SINo  |Consultion Date Medicine Shop/Hospital Name o clogical Te adiological Tes pecial e perations Other Charges
Medicine(s} Charges Charges Charges Charges
1 01-AUG-2019 aacoFR 1000 500) q o o q
2

[ [ oo Lo [ o]
Fig - 115

For clubbing of multiple claims, user should click on add row button and fill all the entries as
mentioned above.

d) Uploading and printing of document is same as that of the manual arrear bill creation.
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4.4.2.1.3. Miscellaneous Reimbursement

o Uttarakhand

Any amount that has already been spent by the employee on behalf of the office (that can be
regarding office expenses, telephone expenses, and camp assistant) can be claimed under

misc reimbursement.

a) Select misc reimbursement as shown below in the image:

Medical Reimbursement
Vendor Bills (12) Misc Reimbursement
Employee Advance L, .
N ) _ T o preh zo1
1. affer=reoe (weren ure ) fraor St oft fes F o dtow 1 frch 2019
Frcitere ot 2 e wre @ d. i Fen 2019
T —
Bills Pending for Approval
(IFMS Instructions)
For IFRAS Liser Manoal Click Here

Fig - 116

b) Fill in the field as shown below:

om0 - o st e
Misc Reimbursement

Select Action (' Create Application 'Upload Documents © Print/Submit

Employee Code ‘01002 6011 | Emgloyee Name Mr Mohd Suleman

Select Claim 1D : | New v

Claim Head : | Office Expanses Reimbursement ¥ Amount : 1000
Period From: | Aug-2018 T Aug-2019 v
Remarks : ‘Old J

Save

Fig - 117

c) Click on save button in order to save the entries made earlier, pop up message of success is

generated on the screen, as shown in the image below:

Approval ~ | Entitlements Budget
Misc Reimbursement

Select Action (@ Create Application Upload Documents ) Print/Submit

Employee Code [p20026012 | employee Mame Mr Mohd Suleman

Select Claim 1D : New

Claim Head - | Office Expenses Reimbursement | SUCCESS: CLAIM CREATED WITH ID CB1200427908191006 “l
Period From: Aug-2019 cloee | 2912 -
Remarks -

Save
1| CB1200427908191006 010026511 Mr Mohd Suleman 15 Office Expenses Reimbursement 1000 Delete | Edit

Fig - 118

e) Uploading and printing of document is same as that of the manual arrear bill creation.
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4.4.2.1.4. Employee Advances

Covers entire refundable and nonrefundable advance that the employee is entitled to take.
Advances like GPF, house building and many more.

a) Select misc employee advance as shown below in the image:

— ——— E—
Vendor Bills {12) isc .
T ] 1 Urgent ST, ot sren e # s ame dt omd g 1FMs g 019 ( ccL peL)
ikl 1 reh 2019
Employee Claims/Advances
I Leave Encashment yreh 2019
S

r— I T

GIs(0) To Know Processing of IFMS Please Click Here

(IFMS Instructions)

For IFMS User Manual Click Here

Fig - 119

b) Enter employee code, payment for, loan/ advance head, amount, and instalments, fill in
the field as shown below:

Employee Loans/Advances

Select Action '®Create Application ''Upload Documents " Print/Submit
Employee Code |010086908 |Empl0yee Name Mr leevan Singh
Payment For : ‘= 5elf ' Nominee
Select Claim ID - | New v |
Loan/Advance Head : | GPF Advance(Refundable) v |Amount : 100000
Instalments : Instalment 5000
Nominee Details
Save
Fig - 120

c) Click on save button in order to save the entries made earlier, pop up message of success is
generated on the screen, as shown in the image below (Fig - 120):

Employee Loans/Advances

Select Action ' Create Application 'Upload Decuments "' Print/Submit
Employes Code ‘010066908 |Emp\0yee Name Mr Jegvan Singh
Payment For ‘*elf Nomineg
. . SUCCESS: ADVANCE APPLICATION CREATED WITH 1D AB1200427501201000
Select Claim 1D New
Loan/Advance Head - GPF Advance(Rd
Instalments : 0 -

Nominee Details

Fig - 121

d) Uploading and printing of document is same as that of the manual arrear bill creation.
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It is granted to Government employees for travelling to various parts of the country and
home as well. This is made available every five years after completing the service of Ten

years.

DDO User Manual

a) Select misc employee advance as shown below in the image,

Vendor Bills {12)

Payroll Approvals (0}

Employee Claims/Advances

Failed Payments(0})

Bills Pending for Approval

E

Claims Entry «

Claims Procesing

Reports «

1. Urgent RIS, ST SaTa 1 8 5 o ot o g

Pending Activity

Medical Reimbursement
! . jrch 2019
Misc Reimbursement
T employee Advance feh 2010
I wCClaim jrch 2019

TTA Claim

Leave EncashiMent
Revised Leave Encashment
Bonus Bill

Budget Status

LIFIVIS TnsTrucuon:

For IFMS User Manual Click Here

Message
S)

Fig - 122

b) Fill in the field as shown below: enter employee code, block year, and leave from and to,
select family members whose claim is to be taken, enter details of journey

From :

Select Action (® Create Bills ' Upload Documents ' Print Bill

Employee Code : 010097396 Employee Name Mr Arunendra Singh Chauhan
Payment For : (®5elf ' Nominee

Nominee Details

BatchiD: [ e v | slock vear: 2018-2019

LTC Advance Claim ID : | None v |

Advance Amount 1] Date of Aadvance -

Leave From - |pa-ser-2010 | To: 25-5EP-2013

Name Relation DOB Select
Mrs Meelam Singh Spouse 05-5EP-1966 2}
Self Self 07-AUG-1965 2
Journey Details

o e

Add Rows

0 |owerne owsne
1 Mode of Journey : |Air v | Class Of Travel - ‘ Economy v | Train/Flight No |abcd | Ticket/PNR No : ‘1254
Fare : | 10000] | Purpose : bz

From :

Date/Time:

[

Date/Time:

Maode of Journey |Air v | Class Of Travel

‘ Economy

-

| Train/Flight No

| Ticket/PNR No :

12354

Purpose -

Fare : |

Save | Delete

Fig - 123
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c¢) Click on save button in order to save the entries made earlier, pop up message of success is
generated on the screen, as shown in the image below:

Select Action {® Create Bills " Upload Documents " Print Bill
Employes Code 010097396 Employee Name Mr Arunendra Singh Chauhan
Payment For : ‘®5elf © 'Nominee
Mominee Details
Batch ID - [ New | Block Year 2018-2019
LTC Advance Claim ID : |None v ‘
Advance Amount : 0 Date of Asdvance ;
Leave From - 01-SEP-2019 -SEP-2018
Eave From @ SUICCESS: LTC CLAIM CREATED WITH ID CB1200427901201015
Name Select
Mrs Neelam Singh £
self ‘Se\f |07—AUG-1965 @
Journey Details Add Rows

Made of Journey : |5g|gct v | Class Of Travel : |55\g[t v | Train/Flight No : | | Ticket/PNR No : |

El

-

Fare | g| Purpose

Made of Journey |5e|m -| Class Of Travel - |55\ed v|Tmin,n’FIightNu | |'ﬁ[kEUPNRNu |

B

-

Fare | ol Purpose

Fig - 124

d) Uploading and printing of document is same as that of the manual arrear bill creation.
4.4.2.1.6. TTA Claim

A government servant, for a journey on transfer from one station to another, if he is
transferred in the interest of Government work and not at his own request, is entitled to a
lump-sum at the following rates whether the journey is performed by rail or road alone or in
combination with one another.

a) Select TTA Claim as shown below in the image,

1. Urgent o, ®

Claims Procesing =

Medical Reimbursement \rch 2019
vendor Bills [12) [ Reports = . | Misc Reimbursement irch 2019
Employee Advance
I . frch 2019
Payroll Approvals (0) LTC Claim
TTA Claim
Employee Claims/Advances Leave EncashMent

Revised Leave Encashment

Failed Payments{0) Bonus Bill

Budget Status
Bills Pending for Approval

Message
To Know Processing of IFMS Please Click Here
(IFMS Instructions)

For IFMS User Manual Click Here

Fig - 125
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b) Fill in the field as shown below: enter employee code, user can select Tour advance claim

id, enter no of tickets, distance, luggage quantity, rate, luggage amount, distance grant,
journey details and conveyance,

Selact Action ' Create Bills ' Upload Documents ' Print Bill

Employee Code © ‘0100265‘11 | Employee Name Mr Mohd Suleman

Payment For - ®5elf ' Nominee

Batch 1D : ‘ New v | Tour Advance Claim 1D : None v
Advance Amount : o Date of Aadvance :

Nominee Details

Mo Of Tickets Distance Luggage Quantity(Qtls) Rate Luggzags Amount Disturbance Grant

| Bl 00| 50| 03| 3000 | 9520
Journey Details Add Rows
1

Mode of Journey ‘ Taxi v | Class Of Trave! : |Tax|' v | Train/Flight No : |UK07A1234 | Tickst/PNR No : |4

Fare : ‘ 2000 | Purpose : [TRansFeR
Conveyance Add Rows
1 Srinagar Taxi Stand 01-DEC-2019 Home ITaxi Stand Auto 12 500| |
2 Q 0
3 0 0
4 0| 0|

Fig - 126

c) Click on save button in order to save the entries made earlier, pop up message of success is
generated on the screen, as shown in the image below (Fig. 127):

select Action ® Create Bills ' Upload Documents * Print Bill

Employee Code : [o10026511 | Employes Name Mr Mohd Suleman
Payment For : ®Self " Nominee
Batch ID - = ¥ | Tour Advance Claim 1D - None v
Advance Amount : o Date of Aadvance :
Nominee Details
No Of Tickets Distance geage Amount Disturbance Grant
SUCCESS: TOUR CLAIM CREATED WITH TRANS ID CB1200427501201016
[ 3 3009 | 9520|
T Add Rows
= S e Tl o osemre s | b [awe -
1
Mode of Journey : || select v || class of Travel - || sclect v |[Train/Fiigit na - [ ] |‘rmlret.’PNR no: | ]
Fare - ‘ g| Purpose - ‘ |
Conveyance Add Rows

Save I Delete

Fig - 127

d) Uploading and printing of document is same as that of the manual arrear bill creation.
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4.4.2.1.7. Leave Encashment

Any employee either getting retired or takes voluntary retirement is allowed to encash the
earned leaves available in his/her leave account. He may encash earned leaves only up to the
maximum limit of 300 days. The encashment of leave shall be regulated on the basis of the
last pay drawn which includes basic pay, dearness allowance, and personal pay. For getting

the leaves encashed, user (employee or DDO operator) needs to follow following steps:

a) Select leave encashment as shown below in the image,

Vendor Bills {12}

Payroll Approvals (0}

Employee Claims/Advances

Failed Payments(0}

Bills Pending for Approval

Pending Activity

Claims Entry

Alerts

1. Urgent WETGH , U @@ @ g fa  Reports ~

3T O

Claims Procesing -

&1rms

o, Utarakhand

TA Claim
Medical Reimbursement 019 ( CCL DCL)

Misc Reimbursement

irch 2019
Employee Advance
1 irch 2019
iTC Claim
T cimim jrch 2019

Leave EncashMent
Revised Leave Encashment

Bonus Bill

Budget Status

Message

ITo Know Processing of IFMS Please Click Here
(IFMS Instructions)

For IFMS User Manual Click Here

b) Enter employee code, number of days, select payment for self or nominee, employee’s
basic information, employment information and salary information etc. Fill in all the fields as

shown below:

Fig - 128

select Action

(®/Create 'Upload Documents ' Generate

Batch id: NEW A
Claim Type : Leave Encashment
Grant No. : 007 Scheme : 207101115030201 A (S SHETE] o
Plan Plan

Employee Code 010027314 No. of Days 500
Payment For ‘® self * 'Nominee

Basic Information :
Employee Name - Mr Ramesh Prasad DOB : DOJ 08-SEP-1989
DOR: 31-JUL-2022 Bank Name : State Bank of India IFSC Code : SBIND016312
AfCNo. :

Employeement Information :

Designation - Senior Administrative Officer Scale 47600-151100 (LEVEL 08) Employee Type Class I
Employeement Type : UK State Services Others Place of Posting : Dehradun

Salary Information :
Basic 53600 DA - 9112 Grade Pay : o
special Pay : o NPA Amount : o

Fig - 129
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c) Click on save button in order to save the entries made earlier. All the entries will get saved
and a row of saved entry will get created in tabular format mentioningemployee code, basic,
DA amount etc. User can amend all these details using edit button.

Leave Encashment
Select Action '®Create ' Upload Documents ' Generate
Batchid: NEW v
Claim Type : Leave Encashment
AR T o PIaanNon Non- f.u'otedfcharged e
SUCCESS - RECORD CREATED Plan: Plan :
Employee Code No. of Days
Payment For ®5elf ('Nominee
5INo Trans id Emp Code No. of Days Basic pay Grade pay Da Delete | Edit
1 LE1200427501201000 010027314 300 536000 0 91120 Delete | Edit

Fig - 130
d) Uploading and printing of document is same as that of the manual arrear bill creation.

4.4.2.1.8. Revised Leave Encashment

If any change needs to be made in the leave encashment already done then it can be revised
under revised leave Encashment section (like changing the number of days of leave
encashment). Let’s see how it has to be done?

a) Select revised leave encashment as shown below in the image,

Claims Procesing

Medical Reimbursement

Vendor Bills (13) Reports ~ Misc Reimbursement
Employee Advance
Payroll Approvals (0) ITC Claim stter
[ Urgent TETEY , ST S@TH T & i R o 3 g IFMS G  TTAClaim 019 ( CCL DCL)
Employee Claims/Advances [FAF L j  ‘eaveEncashMent irch 2019
Revised Leave Encashment
Failed Payments{0} Bonus Bl
Bills Pending for Approval

ITo Know Processing of IFMS Please Click Here
(IFMS Instructions)

o IR AR H o LR A8 Sl

Fig - 131
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b) Enter employee code, no of days, select payment for self or nominee, employees basic

information, employment information and salary information along with previous and revised
amount etc. as shown in the image below:

Employee Code 120028577 | No.of Days : 300
Payment For ‘®'5elf " Nominee
Basic Information :
Employes Name : Mr Laxmi Narayan Pant DOB : Dol 13-JUL-1985
DOR 29-FEB-2020 Bank Name : State Bank of India IFSC Code : SBIN0010164
A/CNo. -
Employeement Information :
Designation : Advisor Scale: 144200-218200 (LEVEL 14) Employes Type Class I
Employeement Type ReEmployed Place of Posting Dehradun
Salary Information :
Basic : 188200 DA 31994 Grade Pay © 0
Zpecisl Pay : 0 NP4 Amount : 1]
Previous Revised Final
Basic Amount 1382000 1382000 1]
Da Amount 225840 318540 94100
Total Amount 2107840 2201540 94100
SINe Trans ID Emp Code No. of Days | Basic pay ‘ Grade pay | Da |Dele1e Edit

Fig - 132

¢) click on save button in order to save the entries made earlier, a tabular format of basic and
DA amount is visible on the screen which user can amend using edit button if found incorrect

along with this pop up message of success is generated as shown in the image below (Fig -
133):

Leave Encashment

Select Action ® Create  Upload Documents (- Generate
Leave Encashment For “Regular ' Manual
Batch id NEW -
Claim Type - Leave Encashment
SRR 5 Plan/Non Non- voted/Charged | 4
SUCCESS : RECORD CREATED TRANS IDLE1200427901201001 Plan Plan :
Close
Employes Code : | No. of Davs
Payment For ‘= self *'Nominee
[=]
[s1mo | Trans ID | Emp Code I No. of Days | Basic pay | Grade pay | Da [Detete |Edit |
2] LE1200427901201001 | 120026577 | 300 | o | 0 | 94100 | Delete | et |

Fig - 133

d) Uploading and printing of document is same as that of the manual arrear bill creation.
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4.4.2.1.9. Pensioner Medical Claim

Any amount that has already been spent in the medical treatment of Pensioner or the
dependent of pensioner can be repaid by claiming in Pensioner medical Claim.

*Processing of Pensioner medical claim is same as that of Medical claim.
4.4.2.2. Claim Processing

Ones all the claim related entries have been made by the user, it needs to be processed by
DDO operator. So, claim processing deals with the aspects of checking and passing the claim
amount that has already been submitted by the employees or operator on behalf of
employees. Further, it needs to be approved by operator, supervisor and DDO. Follow below
steps for claim processing:

a) On clicking claim processing tab types of claims that can be processed appears on the drop-
down list, as shown in the image below:

.
Claims Procesing — i

jrch 2013
Reports ~

1. IS (FETEal U ) A et ST e T ar e s ol
[ProiTereT T 3T e T ¥ ae 1

IFMS G ¢ claim p1e ( ccL pcL)

jrch 2019

rch 2019

TTA Claim stter

To Know Processing of IFMS Please Click Here
(IFMS Instructions)

For IFMS User Manual Click Here

Fig - 134

b) Processing of all the claims are same, operator has to pass the amount that was either
claimed by the employee himself or the entry that was made by the operator, let us see the
processing of medical claim as an example.

To process any medical claim select medical claim from the list of menu that was shown in
the previous image (Fig-134), we can see that the claim entry of two different employees has
been made:

Approval « | Entitlements» | MIS+ | Support » | IncomeTax+ | Payroll + | Bills v | Budget~ | HRMS~  Pension +

Medical Claim

Select Action 1 Process Claim ' Generate Bill ©Print Bill
Emp Code Name Relation Name Disease Amount  felect
010026811 Wi Mohd Suleman 005 Mrs Srefnez kD B0 e
Parveen
010088008 Mr Jeevan Singh RO10 Mr Jeevan Singh ANANDI BISHT 2072 Select
Fig - 135
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c¢) Click on select button for the employee whose medical claim needs to be processed. As we
can see in the below image, details of the claim entry gets displayed on the bottom of the
page. Now, user can view the bill and make any kind of changes that are appropriate.

Approval = | Entitlements «

Budget v | HRMS~  Pension = }

Medical Claim
Select Action ®Process Claim Generate Bill © Print Bill
Emp Code Name Relation Name Disease Amount Select
010026911 Mr Mohd Suleman R0OS Mrs Shahnaz KsD 1500 elect
Parveen
010085208 Mr Jeevan Singh RO10 Mr Jeevan Singh ANANDI BISHT 2072 [elect

1 ABCDFR 01- 1000 500 0 1] 1] 0
s || sa] || g ol ol :
2018
Fig - 136

d) To save the changes, click on the save button, pop up message showing success is
generated on the screen.

S I e e e S e

Medical Claim

Select Action (#Process Claim  Generate Bill Print Bill
Emp Code Name ‘ Relation | Name | Disease Amount  [Select
010086908 Mr Jeevan Singh [— : :

2072 Select

@ SUCCESS: MEDICAL APPLICATION CB1200427908191005 UPDATED

Fig - 137

e) To generate a bill, user first needs to select the transaction, select the budget from where

the amount is to be drawn, enter 11C no and then click on the save button, as shown in the
image below:

Approval = | Entitlements =

Budget v | HRMS ~  Pension = }
Medical Claim
Select Action Process Claim ® Generate Bill © Print Bill
Emp Code Name Relation Name Disease C Amount Pass Amount  [3elect
010028811 Mr Mohd Suleman ROOS Mrs shafinaz KsD 1500 1500 |4
Parveen
Budget Type Grant Minor Head Scheme Vaoted/Charged
Main Budget v | (007, 7, Fieism, 15 v | | 205400085-205400005: %1 AU T RIS ¥ | | 205400085030027: v [votes 7]
11CNo |1
Save
.
Fig - 138

Integrated Financial Management System ( https://cts.uk.gov.in )

67


https://cts.uk.gov.in/

DDO User Manual MIFMS

l arakhand

f) On clicking save button, message of success pops upon the page, as shown below:

Approval = pport » | IncomeTax ~ | Payroll v | Bills » | Budget~ | HRMS~ P nw-
Select Action (_'Process Claim ® Generate Bill * Print Bill
| Emp Code | Name ‘ Destination | Tour Date ‘ Amount | Pass Amount ‘Select |
Budget Type Grant Scheme Voted/Charged
| Main Budget v ‘ ‘ 007:@{1 7, ﬁ'ﬁ'lﬁ—‘f,ﬂﬁ v | @ SUCCESS: BILL GEMERATED WITH TRANS ID CB1200427308191008 v ‘ ‘ Voted v |
11CNo 1

Fig - 139

g) Click on select button as shown in the image below:

Approval ~ | Entitlements ~ S - ills Budget ~
Select Action IProcess Claim ('Generate Bill ®Print Bill
Trans ID Claim ID Emp Code Name Destination Tour Date Amount Select
CB1200427908191008 CB1200427906191005 010026911 Mr Mohd Suleman HAR 01-1AN-2019 1500 Select
CB1200427907191017 CB1200427904191000 010097396 Mr A'::E":m Singh DELHI 26-MAR-2019 12580 Select
auhan
Mr Arunendra Singh
CB1200427907181017 CB1200431607181004 010097396 i NEW DELHI | 10-JUL-2019 12080 Select
auhan
Mr Arunendra Singh
CB1200427908191001 CB1200427908191000 010097396 e Jaipur 21-1UL-2019 20688 Select
CB1200427907191015 CB1200427907191014 120012095999 M Vivek Negi allzhabad 10-JUL-2019 3825 Select
CR1200427307191023 CB1200427307191019 23710313M00438 Wi Vinod Singh Nainital 10-UL-2019 1708 Select
CB1200427907191025 CB1200427907191021 40290313M00436 M Nawaj Sharif Nainital 19-JUN-2013 1708 Select
CB1200427907181025 CB1200427907191022 40290313M00436 M Naway Sharif Nainital 09-1UL-2019 1708 Select

Fig - 140

h) Bill created gets shown on the bottom of the same page as shown in the image below:

Bill Type :
Transaction 1D - CB1200427908191003 E-Sign
s Es a2

1-FEE T T @i gra-Hi fqavv
2- HEFIR & = 1 FEET FEETEE G = ETE
3- FTE B HEE FTE oo BEAE ; E‘?;ag@% Esgiﬁ']“ e e
[ el 1 [ 0 I 2 e - (095 )5 TuT == EaTTE
5- BITIR/TTH AR B H1E 1 | 2 | o | 0 |- (03)FIIR 7d fiw Sar afimE
6- ¥TOE USt F TH =W 1 [aiiam = - (00)FEFIR Ud v Sard afEme
7- AT T (HER FRT R S F) 0 ] [ 2 [T & T o [ & [ 1 T @
8- Head/ M : FEEd
TEETEE T iFFHE TEET
zaugaﬂwwflé‘%wzmﬂggﬁﬁﬁaﬂﬂﬁgj‘2|U|5|4|U‘D|U|9|5|0|3|0|0|0‘4
10-2mev e AfET @ we : FEaTen FinmR 9T U ewant daaT
11- STERET TR SHEETY WA [a 1T 2 1T 7 1 9 ]
12- sfirem 71 7= : AT FTIR Con U8 Eoan GEaan
13- ¥E == :(007)5F, ==, e, S T . 14- FE wE 15- TFI TE 2 16- EE ¥ET (I HETT 7, e 5o )
Far

T P GaATT (2 Fuciskalcel

S A @1 719 9 D15 Fmdfea =4 faa =1 ELE HE® A BT $I5 Ud A1 AT
Fd guc  [afwnfEd owd gg| T lo4-TmT =1 1,140
04T = 200000 62510 137490 66 Ga® ®1 JHa LRI 1,140
I 1o gaTdeE & 9rg)

Fig - 141

Employee claim reports can be seen under Payroll -> Reports -> Claim Reports. For getting to
know about how to see claim reports please click here.
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4.4.2.3 Service Book

As weknow service book is a very important document which records all the events of a

government servant in his/her entire government service. It has each and every
administrative action concerning the Government servant right from the stage of his
recruitment till his retirement to reflect the history of service.

&1rms

o, Utarakhand

In IFMS employee’s service history can be updated by the DDO through HRMS module. To know
how the e-Service book has to be made and generated in IFMS, please follow below

mentioned steps:

Step 1: User can access to service book as shown in the image below:

Pending Activity

Vendor Bills (11)

Payroll Approvals (0)

Employee Claims/Advances

Failed Payments({0)

Bills Pending for Approval

Approval ~ | Enfitlements ~ | MIS ~ | Support ~ | Income Tax ~ | Payroll ~ | Bills ~ | Budget~ | HRMS ~ | Pension ~ | ICDS~ | NPS~ | GPF ~

Claims Entry «

Reports «

Claims Procesing v

Latest GO's
o o

e
Service Book 019 { CCL DCL)
IFMS G.0 NO. 130 dated 29 March 2019
IFMS G.O MO. 131 dated 29 March 2019

IFMS G.0 NO. 132 dated 29 March 2019

To Know Processing of IFMS Please Click Here
(IFMS Instructions)

For IFMS User Manual Click Here

Fig - 142

Step 2: Enter employee code, and click on continue button

Emplojes Code

Bill v | Pension v | HRMS v | Approval v | GIS v Payroll v

Service Book

]

Fig - 143
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Tab 1.Personal details: contains the data filled by the user in the employee master field
under payroll, personal details of employees like name, fathers name, employee’s service
information, address details as shown in the image below:

employee Code 1420030027

Personal Detail

Employee Name Mr Radha Krishna Father Name Mr Ram Prasad Mother Name Mrs sita Devi
Spouse Name Name Mrs Sarita Gender M Marital Status Married
BLOOD GROUP B +Ve Appointment Number 118 Appointment Date  01-OCT-1985
Source of

ICertificate Attestation Recruitment Departmental Aadhar Card Mohbile

[Leave Record Email Pan Card Disability Flag N

mployee Advance History Disability Type Disability Percentage(%) 0 Service Quota 5Q001
ECR IS0 service Quota $Q_Emp_Code Controlling Officers 38003191
ervice Book Print Relation
Category 21
Employee Information
UK State Services R .
Employee Type Class Il Employment Type Gthers Designation Head Constable
ASSTT. EXCISE o 3
Office Posting District Dehradun Posting Location Dehradun
COMMISSIONER
Scheme Cade 2035000010400 Grant No oo8 Voted/ Charged v
Date of Birth 10-10-1958 00:00:00 Date Of Joining 10-10-1985 00:00:00 Date of Retirement  31-10-2018 00:00:00
Educational Emp Extension Order
L B.Arch Department 2007
Qualification No.
Bank Name State Bank of India  Ifsc SBINO0OD630 Accoint Number
Pran No. Gpf No. 2722 Gpf series o
Present Address
Location Type u State Uttarakhand District Dehradun
Muncipal/Tehsil 00304 Ward,/Village Dehradun (M.Cerp) Addressl ;’;:DNESHW A
Address2 Pin Code 243001
Permanent Address
Location Type u State Uttarakhand District Dehradun
Muncipal/Tehsil 00204 Ward/village Dehradun (M.Corp)  Addressl ;g:DNESHV\ e
Address2 Pin Code 243001
Upload Personal Detail From Original Service Book

Fig - 144

Tab 2.Family detail: this feature contains the data filled by the user in the employee master
field under payroll, details of family member those who are dependent on the employee
(fields in this screen relation with the employee, name, Date of birth, Aadhar card, marital
status, PAN no, Mobile no.) as shown in the image below:

m Bzl = e

Service Book

Employee Code 420030027

ersonal Detail Family Detail

‘ominee Detail - Relation Aadhar No. - Mobile No.
Service History
Salary History 1 Father Mr Ram Prasad 08-MAR-1935

Certificate Att
[Leave Record 2 Mother Mrs sita Devi 16-JUL-1926

‘mployee Advance History B
CR History
Service Book Print

Spouse Mrs Sarita 06-APR-1962

Previous | Next

Fig - 145
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Tab 3. Nominee detail: this feature contains the data filled by the user in the employee

master field under payroll, details of nominee like nominee name, relation with employee,
DOB, as shown in the image below:

Bills » | Pension~ | HRMS v | Approval v | GIS ~ | Payroll »

Service Book

Nominee Detail
Relation Nominee Name Scheme Gaurdian Name
1 Father Mr Ram Prasad 08-MAR-1835
(Certificate Attestation 2 Mother Mrs sita Devi 16-1UL-1936
ve Record )
3 Spouse Mrs Sarita 06-APR-1862 NO5
mployee Advance History
CR Histm-y 4 Spouse Mrs Sarita 06-APR-1962 NOB
Service Book Print
Previous | Next
Fig - 146

Tab 4. Service history: in this field user has to enter the details of the service served from
the beginning of the service till date. All the fields are editable so that user can fill in the

fields, and after the entry is made, click on save button, to save all the entries as shown in
the image below:

@ SUCCESS : RECORD CREATED

Close

1 | 11-MAR-198F ‘C\assl\l v| |Ul(Secre1v| |Acc0untarv

(other v/ | oTee onduyv g () |:|

Yes No
2 ||a0-Nov-2000] | Classi v/ | UK secret v| | |Acoounto v | |Utirakharv | [pToe onduy v | g 0 I:l
Yes No
Save
| Previous | Next
Fig - 147
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Tab 5. Salary history: in this field user has to enter the detail of the salary issued to the

employee from the beginning of the service till date. Salary details are filled according to the

changes in pay scale, which might be due to new pay commission, promotion of the

employee, ACP, or due to any other reasons. All the fields are editable so that user can fill in
the fields, and after the entry is made, click on save button to save all the entries, as shown

in the image below:

el Salary History
L::ly]]ehil Add Row
ominee Detail
W’ History
lertificate Attestation
ave Record 1| 113-MaAR-198 |WithPav |Fiﬂh v| |2&10-3v| ‘New v| 3000 ‘No v| 0 Yes v | 150 0 D
l:lpluyeeAdvalceHistory
CR History 2 | ovinao0s | |Withiv || [sichstiv] | [52002v| | New v| | [xoo0 | No v] |0 No v |0 2000 D
Ervice Book Print
3| 01JAN-2016 |WithPav |SeventPV| |44900-V| ‘New V| 50500 ‘No V| 0 No 0 0 D
4 | 01-1aN-2019 |WithPav‘ |Seventrv| |44900-v| ‘New v| 52000 ‘No V| 0 No 0 0 |:|
| Previous H Next

Fig - 148

Tab 6. Leave record: This system provides us with the feature of online maintenance of the
leaves taken by employees. All the fields are editable so that user can fill in the fields, and

after the entry is made, click on save button, as shown in the image below:

i Leave Record

q i K v
amily Detail Employee Name Mr Radha Krishna Leave Code Select

ominee Detail Leave Date Days
Service History Save
Salary History Employee Name Days Date Edit Delete
Certificate Atfestation

Employee Advanee History
ACR History
Service Book Print

Previous | Next

Fig - 149
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Tab 7. Employee advance history: The system provides us with the feature of online
maintenance of loans and advances taken by the employees. All the fields are made editable
so that user can fill in the fields, and after the entry is made, click on save button to save all
the entries made, as shown in the image below:

[Personal Detail
[Family Detail
[Nominee Detail
Service History
Salary History
Certificate Attestation
[Leave Record

|ACR History
Service Book Print

Employee Advance History

Employee Name |

Loan Description Emp No Loan Amount | LoanPaid | Total Installments Paid Installments

Previous | Next

Fig - 150

Tab 8. ACR history: This tab provides us with the feature of online maintenance of ACR of
employees. Fields in this screen have been made editable so that user can fill in the fields,
and after the entry is made, click on save button, as shown in the image below:

[Personal Detail
[Family Detail
[Nominee Detail
Service History
Salary History
Certificate Attestation
[Leave Record

imp]nyee Advance History
Service Book Print

CR Year -select- v
From Date To Date |
Category —Select— v

Previous | Next

Tab 9. Service
information, as

Fig - 151

book print: This tab provides detail of complete details of the employee’s
shown in the image below:

[Personal Detail

[Family Detail

[Nominee Detail

[Service History

Salary History

[Certificate Attestation
[Leave Record

[Employee Advance History
IACR History

Employee Code |az0030027 ]
Employee Code
Print Report
Persional Details
Employee Name Mr Radha Krishna Designation Head Constable
Date Of Birth Date Of Joining 10-10-1985 00:00:00
Aadhar Card Father Name Mr Ram Prasad
Mother Name Mrs sita Devi Gender ™M
Marital Status Married Blood Group B +Ve
Mobile Number Categoy General
Pan Number E-Mail 10-10-1958 00:00:00
Disability N Disability Type
Qualification B.Arch Catego General
Address Details
Present Address
District Dehradun State : Uttarakhand
Address1 1 1/11 NESHVILLA ROAD Address2 :
Pin Code 248001
Permanent Address
District : Dehradun State ¢ Uttarakhand
Addressi 1 1/11 NESHVILLA ROAD Address2 :
Pin Code : 248001
Family Information
(Sl Ne. Name Realtion Date Of Birth Pan Card Aadhar Card
1 Mr Ram Prasad Father
2 Mrs sita Devi Mother
& Mrs Sarita Spouse
ination Information
SIL.No. Name | Date Of Birth | Scheme | Share Percentage |
r— 1 |Mrs Sarita | | Family Pension | 100 |
| 2 |Mrs Sarita | | Pension Nominee | 100 |
[ Details of Service
[Si.No]  From Date | To Date [ Employee Type | Designation I Office [ Pensionable _ |Remark]

Fig - 152
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4.4.3. Bills Module

Bills module covers the payment related accounting details which includes generation of Bills,
generation of various reports and schedules of payments related to handling of Uttarakhand
state. Bills module comprises of two sections i.e. Master and Data entry.

4.4.3.1. Master
Master section further comprises of 2 sub sections i.e. party master and other party master.

4.4.3.1.1 Party master

In this section the operator can add or update the detail of firms to which the payments have
to be made. Fields in this section are master for (vendor/ utility) followed by party for
(PAN/GSTN/Other party). Following are the execution steps for creation of party master:

Execution steps: Click on bills=> Master->Party Master > Vendor/ utility=> fill all the required
fields—>Save

Step 1: User can access party master as shown in the image below:

Approval v | Entitlements ~ [ MIS ~ | Support v | IncomeTax = | Payroll v | Bills v | Budget ~ | HRMS ~ | Pension v
Pending Activity ’ Party Master
Data Entry ~

1. ST (BT ey oo e oo emee Other Party Master
Vender Bills (11) [FPriterar <1 3= s A1E & dd...

- . NO. 130 dated 29 March 2019
IFMS G.O NO, 129, dated 29 March 2019 ( CCL DCL)

Payroll Approvals (0) (For DDO) Letter

Employee Claims/Advances

Failed Payments(0)

Bills Pending for Approval

[To Know Processing of IFMS Please Click Here
(IFMS Instructions)
For IFMS User Manual Click Here

Fig - 153

Step 2: User is directed to the page shown below: user here has to select master for vendor
or utility

Approval v | Entitlements v | MIS v | Support v | IncomeTax~ | Payroll v | Bills v | Budget ~ | HRMS ~ | Pension v ‘
Party Master

* Master For : (@ \Vendor  Utility

* Party For: (®PAN (GSTN [ Other Party

oE

Fig - 154
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3. First let’s see the steps for Vendor, as shown in the image attached below:
Step 1 select vendor from vendor and utility radio buttons

Step 2 select PAN or GSTN number as suitable

Step 3 enter PAN or GSTN number

Step 4 click on search button

Approval ~ | Entitlements ~ Income Tax ~ | Payroll = Budget ~ Pension ~

Party Master

* Master For : (@ Vendor Utility
* Party For : (PAN ®GSTN (/Other Party
05AABCB5576G3ZP
ST Humber: ‘ [ conce

Fig - 155
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4. User can add the name of the party, email address, phone number and address, as shown

in the image below. After all the entries click on the save button.

Entitlements ~ Payroll = Bills l

Party Master

* Master For : ‘= vendor - Utility
* Party For : JPAN ®'GSTN ' Other Party
0SABCDE1234F171
ST Number 2 o =
* Party Name : [Foec | *@sTMumber - |osaBCcDE1234F120 |
+ mobile Number : [s352668845 | EmaAIL Address: |abedef@e.com |
\xemi road
*+ Aaddress ¢ = /|
Fig - 156

5. On clicking save button, bank details related fields gets shown on the bottom of the
screen as shown in the image below:

e e - vendor  utiity

= parey rors PAN = GSTN < Other Party

e . osaBcoEL2aaF120 | ‘ ‘ m

@ SUCCESS 1 Party Datails hav rea

= party Nars i [Fe o losancoe z |
o |abcdetara |
fo

- Bank : | swtact |

- IFSC Code [ |

“ Account Type 1 ®saving current “ Accaunt Number © [ |

Bank Branch : [ ]

[ ——

Fig - 157

Integrated Financial Management System ( https://cts.uk.gov.in )

75


https://cts.uk.gov.in/

DDO U

&1rms

o, Utarakhand

ser Manual

6. Fill bank details of the firm and click on update bank detail button.

= Master For :

= Party Far ;

“GST Number |

= Party Name :

= mobile Number ;

“ Address :

= Bank :
= Account t Type ¢

Bank Branch :

“vendor  utility
PAN « GSTN  Other Party

lesaBcDE1234F12Q

(=
[sas26688a0

laxmi roac

| state Bank of India
= saving « Current

4, CONVENT ROAD, GEHRABLUN, UTTRANCHAL

|

| ~GsTNumber [osaBcoE1234F120 |

| E-maiL Address |abcaer@e.cam |

+| =irsccode: [seiNooOG63G |
* Account Number |

Update Bank Details

[Eoiasimnz ]

Fig - 158

7. Message of success pops up on the window, regarding successful updating of the bank
details, as shown in the image below:

= Master For 1

= Party For 1

“GST Number |

© Party Name :

“ Mobile Number :

“ Address :

= Bank :
= Account Type :

Bank Branch :

“vendor  utility
PAN = GSTN  Other Party

losARCDEL2a4F120

| e

[roe

Bank Account details have been updated

ciose [osascomzsariza |

[oas2sesaas

Saving « Current

- [abedet@g.com |

v | = iFsc code: | |
“ Account Mumber | [ |

|
Update Bank Details

Fig - 159

8. Now let’s see the steps for utility, as shown in the image attached below:

Step 1: Select utility out of vendor and utility radio buttons.

Step 2: Enter GSTN number.

Step 4: Click on search button.

* Master For:

* Party For

*GST Number :

(_Vendor @ Utility

(®/GSTN

05ABCDE1234G170

=3

Fig - 160
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9. On clicking search button, fields having additional information, enter party name, mobile

number and address if field found empty, as shown in the figure below:

Click on save button:

* Master For :

* Party For :

*GST Number :

* Party Name :

* Mobile Number :

* Address :

_Vendor ®Utility

(®GSTN

(0SABCDE1234G1ZQ

EEa

[rocume

‘ *GST Number :

s135268624

| EMAIL Address :

‘LAXM\ ROAD

P

Save

|05AECD E1234G1ZQ

Fig - 161

10. On clicking save button, few fields related to bill type and bank details gets added on the

screen, as shown in the image below:

= Party Far

“GST Number :

= Party Name i

= Mobile Number ;

= Address :

= Bank :
= Accoun t Type

Bank Branch :

- GSTN

losaBcDE1234G120

[Foc umit
|s135268684
LaxMI ROAD

“ Bill Type :

| select
= saving  Current

| =GsT Number

| Eman address :

[osABCDE12346170

Update Bank Details

11. Select bill type and add bank details as shown in the image below:

Fig - 162

“~ Party For

“GST Number |

= Party Nama 1
= Mobile Number ;

= Address ¢

= Bank
= Account Type |

Bank Branch

‘| AXMI ROAD

= Bl Type 1

= Saving Currant

[4, CONVENT ROAD, DEHRABUN, UTTRANCHAL

e

| =asT Number:

| E-maL Addrass ;

[Telephone/mMobiie

«| =iFsccode

* Account Number |

Update Bank Details

Fig - 163
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12. Click on update bank details button, drop down table with the detail of firm appears as

shown in the image below:

P UR—— Vendor = utility
~ Party For st
T e osaBcoEizsacIza ] e
- Party Name ¢ [Foc L | ~osT Mumbe, [osascoE1zaan1za
* obile Number © [p1as28s8ma | emAL Address |
- Accrass s [rrmat mene | @
rre—
* @il Tvie § [Telenhane/Mabile Ll
* ank: [Satmet ~] =irsccoda: |
O, e e — - accaunt MumBer : I
Bank Branch - [

Fig - 164

13. Click on add connection button, few fields related connection details gets added on the
screen, user has to make entry in the fields and click on add connection button as shown in

the image below:

* 8ill Type =

[Telephone/mobile -
* Bank [ select ~| =iFsccode [
* Account Tyge : sawing Current + Account Number © [

Bank Sranch - [ ]

Update Bank Details

1 State Bank of |SBINOOOOS30 |4, CONVENT ROAD, DEHRADUN,
India STTRANCHAL

Sawing 12341234123 |ves BKOB1506777 | Mobile ¢ Disable Add Connection
Telephone 8ill

Connection Detail

Bill Type Mobile / Telephone Bill

[asczs ]
Connection Number :

01352655848
Phone NMumber : ‘ |

Fig - 165

14. On clicking add connection button, message of successful addition of connection details

pops upon on the window and another table related connection details gets added on the

screen, as shown in the image below:

* 8ill Type = [ Teleshone/Mabile v

* Bank [ setect ] : |
+ Account Type - ©Saving © Current @ Success - Connection Added.

Bank Branch : | |

State Bank of SBINOOOOG30 |4, CONVENT ROAD, DEHRADUN, BKOB1906777 | Mobile / Add Cennection

Telephone Bill

BKOB1906777 ABC123 01352666846

Disable
|AB{21B |m3525655a7 |'ﬁ:‘§

|B><l]81£¥l:l§777

|Disabie

Fig - 166

Integrated Financial Management System ( https://cts.uk.gov.in )

78


https://cts.uk.gov.in/

DDO User Manual &1rms

4.4.3.1.20ther Party master

it Uttarikhand

For making payment to any particular person (say in case of PRD employees) working for the
department but is not a regular employee and even the firm that is repeatedly paid can be

added to the other party master. Any changes that are to be made or new party is to be
added can be done under other party master of bills. Important fields are payment type,

Aadhar number, designation, name, father’s name, DOB, gender, mobile no, pan no and bank

details.

Step 1: User can access the other party master as shown below:

Pending Actiity - Master ~ Party Master Latest GO's
Data Entry «
1 Urgent W, 3 ¥ ) | Other Party Master
Vendor Bills (12) REEARI TFMS Training(For DDO) Letter
IFMS G.0 NO. 129, dated 29 March 2019 ( CCL DCL)
Payrall Approvals (0) IFMS G.0 NO. 130 dated 29 March 2019
IFMS G.0 NO. 131 dated 29 March 2019
Employee Claims/Advances ) ) ) )
IFMS G.0 NO. 132 dated 29 March 2019
Failed Payments(0)
Bills Pending for Approval
Fig - 167

Step 2: User is directed to the page shown below:

Entitlements « Income Tax = Bills + Pension =

Approval Support Budget ~

|

Ur-registered Party
*Designation :

Reg / Sevice No.

H

Beneficiary:

“Father First Father Middle
Name: Name:

PAN No.: I:l Email: I:l Status (®Active  (In Active
* Bank: |Se\ect v | *IFSCCode: ‘ ‘
* Account Type : (®Saving (Current * Account Number : ‘ ‘

Bank Branch : | |

m

Fig - 168
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3. Fill in the fields provided on the page, fields like payment type, party code, adhar no,
designation, name, fathers name, DOB, Gender, mobile number, PAN no, email address and
bank details, as shown in the image below:

Click on save button in order to save the data and create other party.

Lo Lmmee Lo Lt o e e L[] o [
“ Payment Type: PRD v Party Code NEW v Aadhaar No.: 125412547895
Reg / Sevice No. “Designation : Pean
Beneficiary:
* Salutation: Mr v * First Name: Hamid Middle Name: Last Name: Ansari
*Salutation: Mr v “Father First Gulfam Father Middle Father Last Name:  Ansari
Name: Name:
" DOB: 28-Feb-1983 * Gender: Male ¥ | * Moblie: 2224354287
PAN No.: AAAAADZD Email: l:l Status ®Active In Active
* Bank: State Bank of India v | *IFSC Code: SBINDO16312
* Account Type : *5aving (_Current * Account Number :
Bank Branch : 23 LAXMI ROAD, DALANWALA, DEHRADUN.UTTARAKHANL|
e | o
Fig - 169

4.4.3.2. Data Entry

Data Entry section under Bills deals with all kinds of payment related to bill. It consists of
total 12 types of payments.

Let’s understand few terms used in this section:

«Payment to party: on selecting payment to party, the payment is directly made to the
account of vendor by entering the GSTN number.

eDemand Draft: on selecting demand draft for the payment, a demand draft is issued in the

name of DDO of the treasury which can further be transferred to the vendors, in his name or
account number.

eAc Bill: Ac bill is used to give advance payment to the employee or vendor.

*Dc Bill: Once the advance payment has already been given to the employees it needs to be
adjusted in the form of DC bill.

«Normal: this is used with all kinds of bills, when any payment to the vendor is to be given.

Making of party master

4.4.3.2.1 Create bill

Click on data entry and then party payment to create a bill as shown in image (Fig - 169).

Integrated Financial Management System ( https://cts.uk.gov.in )

80


https://cts.uk.gov.in/

DDO User Manual

4.4.3.2.1.1 Party Payment

Deals with making payment to the firm.

1. User can access party payment form as shown in the figure below:

vendor Bills (11)

Other Party Bill

Whole Transfer
roll Approvals (0}

ICDS/PROJHOME GUARD SALARY
Provisional Pension

1 ST (T e r,f»mm.mm A AT AT par Payments NO. 132 dated 29 March 2019
erateest a1 e sgerd e o

Bistrict Blar Paymnamt NO. 131 dated 29 March 2019
General Bill

— GPF Transfer
nudg\-i Status NPS BIll Payment
Bills Pen pprov. o

|

Fig - 170
2. User is directed to the page shown below:

Bill Payment
Select Action ® Create Bills © Upload Documents ( Generate Bill 'Print Bill
sill For : @ Payment To Party ' Demand Draft To DDO “ Bill Type A€ ©DC ®Normal
.
Code:
Item Value Advance TDS GST-TDS Recowveries Met Payable
[0 | | | | \
[s.No. [Trans ID Wendor Code Bank Details laross ntTDSRecovery it |Delete
1. |wP1200427904191004 |0SAAACU7129012ZM | PUNBO445600/ Saving/ 98924 o |o 100602 Edit | Delete
2. |WP1200427904191005 |0SAAACUT12801ZM | PUNBD445500/ Saving/ 98224 o |o 100602 Edit | Delete
3. |WP1200427808192005 |0SAADFSE010MIZE | SBINDDOOS30/ Saving/ 141974 o |o 144194 Edit | Delete

Fig - 171

3. Select budget related fields like, grant, minor head code and head code, as shown in the

image below

Entitlements ~ Income Tax ~ | Payroll ~  Bills ~

Pension ~

Bill Payment
elect Action

(® Create Bills /Upload Documents ' Generate Bill  Print Bill

ill For ® Payment To Party 'Demand Draft To DDO * Bill Type : AC DC ® Normal
. . * Minor Head

Budget : Grant : oo7-faw, ==, P, vl v

Code t 205400097-20540009 7 ZF=T-T SATGT hd

* Head Code :

e Charesd [

-Select-
205400097030009
205400097030010

Item Value 205400097030013 Recoveries Net Payable
205400097030016
c 205400027030044 |
2054000287030046
205400097030047 m
205400097040009
205400027040010 | Wendor Code Bank Details |Gross Amount TDSRecovery|Net it |Delete
1 VP1200427904191004 | 0SAAACUZ129D1ZM | PUNBO445600/ Saving,/ 98924 o o 100602 Edit | Delete
2. VP1200427904191005 | 0SAAACUZ129D1ZM | PUNBO445600/ Saving,/ 98924 o o 100602 Edit | Delete
3. VP1200427908192005 | 0SAADFSB010M1ZE | SBINOOOOS30/ Saving/ 141874 o o 144194 Edit | Delete

Fig - 172
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4. Few new fields adds up on the screen as shown below: enter GSTN/TAN/PAN/Aadhar
number as per the entry made in party master, user is able to select account number that was
saved against the GSNT no/ PAN no of the firm, as shown in the image below:

Bill Payment

Select Action (® Create Bills ) Upload Documents ' Generate Bill ) Print Bill
Bill For : * Payment To Party Demand Draft To DDO * Bill Type : DAC ©DC @ Normal
N . * Minor Head
Budget: Main Budget v Grant 1 o078, w, P, |l v 205400097-205400097 T FTUAT v

Code :

* Voted / Chi
“Head Code: | 205400097030047 ¥  Vated / Charg=d
* GSTN/TAN/PAN/Azdhaar Number:  |05ABCDE1234F170 FDC PAN:ABCDEL234F Phone: 9352666846

= Actount Details: [select v

“CPIN Number | | |[setect B o

Fig - 173

5. User has to fill in the fields regarding invoice number, date, item, sub item, quantity and
amount, for any deductions like income tax and GST separate fields are provide which user
can see in the image, thus any deduction to be made, can be done, as shown in the image
below:

Bill Payment

Select Action - Bills 'Upload @ Bill . Print Bill

Bill For = “ Payment To Party Demand Draft To DDO = Bill Typ= = AC ODC ®Mormal

© Budgest: * Grant: oo7-faw, ==, FdmA,aR v ;::':m Head 205400097-205400057-F==1 F=TTAT v
* Head Code s | oeaenares

* GSTN/TAN/PAN/Aadhaar Number : E FDC PAN:ABCDE1234F Phone: 92352666846

* Account Details 1 [setece v

1 01-Aug-2019

“BSTN ®Yes /Mo
*CPIN Numbar [130217000001 ]
194C/Contracto ¥ 10000 Fate 258 200
casT sGST 1asT onee
“Select-
L e e
194C/Sub contractor Payment 1%
PR Bves BNo | 1948 Commission/Brokerazs Payment 55

1941 /Payment of Rent 10%
1941 /Payment of ProfessionalTechnical Services & Consultancy /Royalty 105

Item value Advance TDS GST-TDS Recoveries Met Payable

10000 (] 200 Q o

Fig - 174
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6. Click on save button, pop up message appears on the screen regarding transaction id
against the bill, as shown in the image below:

Bill Payment
Select Action (® Create Bills * Upload Documents ) Generate Bill  Print Bill
Bill For : “ Payment To Party Demand Draft To DDO * Bill Type : AC ©)DC ®Normal
. - . * Minor Head
Budgst: IMain Budget v Grant : oo7-fEa, w2, P, v - Code - 205400097 205400097 TFFAFT T v
+
* Head Code : 205400097030047 ¥ . voted / Charged
* GSTN/TAN/PAN/Aadhaar Number :  [0SABCDE1234F12Q
SUCCESS: DATA SAVED WITH TRANS ID VP1200427908152020
* Account Details : State Bank of India/SBINOO]
[t iz
Add Row
Select v ||| select v 0 0|
\ \ | | | lo |
+ESTN )Yes ®No
+CPIN Number [150817000001 | | -setect- v o
CGST SGEST 1GST
Advance : CiYes ®No Department Recavery : C¥es ®No
Item Value Advance TDS GST-TDS Recoveries Net Payable

Fig - 175
4.4.3.2.1.2 Other Party Bill

This feature allows us to make payment to the firms or parties that lie under other party.

1. User can access party payment form as shown in the figure below:

Entitlements ~ Income Tax ~

Approval ~ Support ~ Budget ~ Pension ~

—
Data Entry ~ Party Payment
1. Urgent FE1ET , 101 AT ST 8 5 ARAAM  whole Transfer
R ICDS/PRD/HOME GUARD SALARY
Challan Refund
Provisional Pension
DBT Payments
District Plan{Other Party)
GPF Transfer
NPS Bill Payment
National Schlolarship Bl sing of IFMS Please Click Here
For IFMS User Manual Click Here

Fig - 176

it Uttarikhand
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2. User is directed to the page shown below:

Payroll ~

Other Party Payment

&1rms

it Uttarikhand

select Action = Create Bills «Upload Documents « Generate Bl © Print Bill

Budget: | Main Budget .| = Bill Type : “oAc = Normal

Grant: | -select .| !w"w Head Code | -setect v Head Code ; select M voted / Charged :
ment

payment [ sefect- v|  esignanon: [-setect- v
{

Other [-setect- | Amount © |

Party :

Tos: [ select- . o E3

Trans 1D select

Fig - 177

3. Fill in the fields as shown in the image below: click on save button,

RS [—

Other Party Payment

elect Action @ Create Bills () Upload Documents ( Generate Bill Print Bill

Budget: |Main Budget - * Bill Type : (JAC ®Normal
Miner Head Code
ferant : oo7-far, o, Fdem, gf v ) 205400095-205400085:C& ¥ Head Code : 205400095030016 v voted / Charged :
Payment )
other
barty : | 2596Mohammed Den /state Bank of India/ v Ameunt : 10000

[ros: ‘ 194C/Sub contractor Payment 156 v 100 ﬂ

ransID | -Select-

Fig - 178

4. On clicking save button, pop up message appears on the screen regarding transaction id

against the bill, as shown in the image below:

Select Action (®/Create Bills () Upload Documents (Generate Bill () Print Bill
OP1200427901201008

Budget: | Wain Budget v “ Bill Type : AC * Normal
Miner Head Code
Grant : oo7-faw, @, e, |« . 205400095-205400095:T% ¥ Head Code : 205400095030016 v Voted / Charged :
Payment N
Other

Party : | =

SUCCESS: BILL GENERATED WITH ID :0P1200427501201008
Tos: | -select- m
-

5.No D IName [pank JFsc ]/ Number lsrOSS AMOUNT fros  [abvance

Plet pelele

‘ 1| 0OP1200427909131000 ‘ Mr Mohammed Den | State Bank of India ‘ SBINOD16312 ‘ ‘ 10000| 1OD|

D|9900 |De|ete

Trans ID ‘ -Select-

Fig - 179
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4.4.3.2.1.3 Whole Transfer

This feature allows us to transfer the sum of money from one head to another.

1. User can access whole transfer form as shown in the figure below:

peser - — «
Data Entry = Party Payment
Other Party Bill
‘Whole Transfer

I PRO/HOME GUARD SALARY
COS/PRO/HOME GUARD SALARY, Ining(For DDO) Letter
challan Refund

Employee Claims/Advances Provisional Pension fj; cintedt 2@ March 2048 ( ScL BEL)

DBT Payments §o. 130 dated 29 March 2019
led Pa s (0) Disti

Plan Payment

Bills Pending for Approval General Bill

GPE Transf:
MBS Bill Payment
Mational schiolarship Bill

To Know Processing of IFMS Please Click Here
(IFMS Instructions)

Fig - 180

2. User is directed to the page shown below:

Grant Transfer

select Action @ Create o upload int/ it Print
Payment For : = DDO  District Plan
Budget [viaim Budget ) crent: oo T, v, o, T~ Minor Head Code :
Head Code : voted / Charged :
1 o Select v |0
Transfer To : bCL PLA  OTHER

Fig - 181

l tarakhand

3. Select Payment for DDO or District Plan, budget related fields like, grant, minor head code
and head code, enter order no, order date, amount, deduction if any, as shown in the image

below:

I

Select Action (@ Create Application  Upload Documents  Print/Submit © Print
Payment For : ®DDO ( District Plan
Budget: \ Main Budget v | Grant: oo7-f&, ==, Friem, afe v Minor Head Code : | 205400057 FaHI = ¥

Head Code @ 205400057030042 ¥ Voted / Charged :

11 ||lo7-1an-2020 (10000 ||| setect v [0 I |

Transfer To: ®DCL  CPLA  OTHER

Add Row

Fig - 182
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4, Select transfer to, i.e. DCL, PLA or Other, few fields gets added on the drop down as shown
in the image below:

Select Action ‘@ Create Application © Upload Documents « Print/Submit «Print
Payment For : ®DDO District Plan
Budget : | Main Budget v | Grant: | oo7-fa, @, e, wfer | Miner Head Code : | 205400097 &l &=/ = |
Head Code : | 205400097030042 | Voted / Charged: | voted v
1 ||lo7-1an-2020 |[[20000 || setect v |0 i |
Transfer To : =DCL COPLA  OTHER
Add Row
1 | @same @Other | select | [ setect v ||| setect *|[[o ]

Fig - 183

5. Select treasury, same or other, select district, select to treasury, select DCL nhame and
enter amount as shown in the image below

Grant Transfer

Select Action ‘® Create ication < Upload D: print/ it CPrint

Payment For : ®DDO (District Plan

Budget : | Main Budget - | Grant : oo7-F3, %, Frae=, afwr ~ Minor Head Code : | 205400057 =1 ¥
Head Code : 205400097030042 ¥ Voted / Charged :

1| 07-1an-2020 10000 select ||l

Transfer To : @®DCL  PLA  (OTHER

1 same @ Other Almora v Ranikhet v ||| -select * |llo
| ~select
1856-Construction Division P\W.D-Ranikhet
7085-Irrigation Division -Ranikhet

1906-National High Way Division PMLD. -Ranikhet|
1855-Provincial Division BAW.D. -Ranikhet

3283-Soil Conservation-Ranikhet

Fig - 184

6. On clicking save button, pop up message appears on the screen regarding transaction id
against the bill, as shown in the image below:

Grant Transfer

Select action = create “upload CoPrint/Submit < oprint

Payment For : ©DDO © District Plan

Budget : | main Bud iget v | Grant : | ooz-fare, @z, Fdvor, afer « | Minor Head Code : | 20540009 7200111 & ¥
Head Code : | 208a000970300a2 . Voted / Charged : | voted v

— e other [Bimers =] |[Raniknet « || 1855-canstruction Divisian Pw.o.- = ||[10000 |
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4.4.3.2.1.4 ICDS/PRD/Home guard salary

In this field the salary or any other kind of payment towards the PRD employees are made
under this section.

1. User can access ICDS/PRD/ HOME guard salary form as shown in the figure below:

Data Entry = Party Payment

Vendor Bills (11) Othar Rasty Bill MO. 130 dated 29 March 2019
Whole Transfer
4o, 131 dated 29 March 2019
[ S ——— ICDS/PRD/HOME GUARD SALARY
Challan Refund HO. 132 dated 29 March 2019

Employee Claims/Advances

Failed Payments{0)

Bills Pending for Approval

ship Bill

sing of IFMS Please Click Here
(IFMS Instructions)

For IFMS User Manual Click Here

Fig - 186

2. User is directed to the page shown below: select budget, payment for, designation, bill for,
salary month

Approval ~ | Entitlements — | Mis =

Other Party Bills

w

Selact Action ‘@ create Bills < Upload Documents  Generate Bill ©Print Bill
Budgst : [ Main Budget -
- Head Code
Grant : [ 0o7-fo, @2, Pt =i » | Minor Head Code : [ 205400097-205400087:3 ¥ | | 205400097030016 *|  woted/charged: |voted |
Payment For salary/Other
v [PRD *|  Designation: [sotoier v| emFor:  [saiary v v/ [anzozd |
: Payment Month :

January, 2020
Su Mo Tu We Th Fr Sa
29030 a1 1 2 3 4
s [ 7] 8 9 1 u
Rate : Deduction(samit) Yes ®No iz LJE is 16 17 18
1% 20 21 22 23 24 285
@ 26 27 28 28 30 31 1

2 3 4 5 & 7 8

salary : = Bulk Individual

Today: January 7, 2020

Fig - 187
3. User can select salary for individual or bulk as per the requirement.
Case 1: BULK TRANSACTION

Select bulk in salary, enter rate and click on generate button,

Other Party Bills

select Action (®Create Bills (Upload Documents ( Generate Bill ( Print Bill

Budget : Main Budget M
Head Code
Grant : 0o7-far, F, e, S v Miner Head Code : 205400097-205400097:T% ¥ i 205400057030016 M Voted / Charged :
Payment For salary/Other
. _ Designation : SOLDIER v Bill For: SALARY v Pan-2020

Payment Month :

salary : ® Bulk “Individual

Rate: m Deduction(Samiti) iYes ®No

Fig - 188
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Drop down the list of employees those who are in the selected designation appears, fields are
made editable so that user can make changes accordingly, as shown in the image below:

sLNo. D Name Bank IFSC A/C Number | Pay-Month Days|amount  |TDs Deduction(samiti] |[Net  |Update |Delet,
31-JAN-

1 |0P1200427500002 Mr. Sri Nari Ram State Bank of India | SBINO013432 coao 13950 |Update | Delet
Mr Ravinder Singh 31JAN-

2 |op1200427300002 " Revinder Sing/ State Bank of India | SBINOO13432 s ||[3850|[@ ||o 13950 |Update | Delet]

Panwar 2020

3 |op1200427900004 Mr. Amit Kumar State Bank of India | SBINO0O03053 ;;s”’ [32 JEEEES ||lo 12950 [Update | Delet|
21-JAN-

4 |op1200427300005 Mr. Sanjay Kumar State Bank of India | SBINO016312 020 R R ||o 13950 |Update | Delet]
31JAN-

5 |oP1200427900006 Mr. Krishna Kant State Bank of India | SBINO00S713 Soa0 E ||[£3850|j@ ||o 13950 |Update | Delet]
31JAN-

& |oP1200427900007 Mr. Manoj Payal State Bank of India | SBINO0O50432 om0 s ||[3850|[@ ||o 13950 |Update | Delet
31JAN-

7 |or1200a27500009 Mr. Mukesh Rana State Bank of India | SBINO016312 2020 =1 ||x=ese ||l ||lo 13950 [Update | Delet]
21-JAN-

8 |0OP1200427500010| M Surendra Singh State Bank of India | $BIN0016312 Soa0 e R ||o 13950 |Update | Delet]
31JAN-

9 |OP1200427900011| M. Vinod Chandra State Bank of India | SBINO0O16312 Soa0 E ||[£3850|j@ ||o 13950 |Update | Delet]

10 |OP1200427900012 | Mr. Ram Kishore Paswan | State Bank of India | SBINO016312 i;;s”’ [32 JEEEE ||lo 12950 [Update | Delet|
31JAN-

11 |OP12004279500014 M. Satish Dobal State Bank of India | SBINO001576 2020 =1 ||x=ese ||l ||lo 13950 |Update | Delet]
31-JAN-

12 |OP1200427900019 M. Shiwani State Bank of India | SBINOO10164 Soan R JEEEEE ||o 13950 |Update | Delet]

22 lopisnaszzenonon  sa- inan tata Bank oflndia | Soinon1E2d S1JAN- 22 IIFEy =l 1Py 22050 iinsaes [ noiad

Fig - 189

Click on save button, transaction id is generated against the bill, as shown in the image below
(Fig - 189)

Trans 1D [ e B
P o Bank wsc A/ mumber Pay-raenth Cays [Ameunt  [Tos Guducton(samin) [Net | update |oalet
arsan-
1 |orizosszemcooe: state Bank of Inais | sBiNGo13432 L Jas || [ezsem (& I[e srse JER—
> |orizooazzacoooa state Bank of India | seiNGo13a32 aaans = | = | o 13950
a1sAN-
2 |opizeaszsscccos M A Rumar State Bank af india | sEiNGoosOSE aLa [C5% [|l1asso [l e P
4 |oP120042720000% M Sanjay Kumar State Bank of India | SBINOO1G312 [ [FY ||rssse  ||le e 13850
> |orizooasmol (DY succrss Data UPDATED FOR THANS IO OR1200427 901 201008 AND Ut 10 0o 200a27s0000: |10 BEESET |8 I 1amm0
6 |orizooazre [ lose | Il o 12950
= Bank of india SBINOO1IeS12 Fa-IAn- a 1s39s0
P S — nar Maukesh Rans State Bank of mndia | = aLa oz || EEssen (@ ]
8 |OP1200427200010 M Surendra Singh State Bank of india | SBINGOLGS12 [ [EY ||ramse  ||lo e 13850
5 |oPizooazzaooeii| e vieed chandra State Bank of India | smiINGo16312 2aane [E5 =S [o 13950
10 |OP1200427900013 | Mr. Ram Kishare Paswan | State Bank of India | sBINGO1E312 aaans = | — | 13950
= State Bank of ndia sBINOOOLS e FaIAn- a 1a39s0
11 |orizonazrecooia Par satish Dabal = e of india | = aLa [E5 || EEsse (@ ]
i oplzo0g " pAr Stiesan: tote Bonk o ingip | SEINGOOlGa aaan laa IFerrr— I L FEEE

Fig - 190
Case 2: Individual Entry

Select individual salary, enter salary days and rate, select employee name from the list, click
on deduction if any, as shown in the image below:

select

Amit Kumar /State Bank of India/
Belect Action = Create Bills  Upload Doc{ Digamber Singh /State Bank of India/
Krishna Kant /State Bank of India/
) - Manoj Dobhal /Punjab National Bank/
pudget : [Main Budget | Manoj Payal /state Bank of India/
Mukesh Rana /State Bank of India/
Minor Head Code Voted / Charged
orant | oo7-faw, @w, Fdor=, wfer v | Ram Kishore Paswan /State Bank of india/| 00057030016 | / Charg | woted -
: Ravinder Panwar /State Bank of India/ :
L . sanjay Kumar /State Bank of India/. salary/Other
aymean [PrRD +|  Designation: Satish Dobal /State Bank of Indla/. IR v|  paymentmonth [lan-2020 |
For: Shiwani /State Bank of India/: N
Sri Nari Ram /State Bank of India/”
. & indivi Surendra Negi /State Bank of India/
palary : Bulk Individual surendra Singh /State Bank of India/
I Vinod Chandra /State Bank of India/
alary Days
Ll E¥Y | employee : Select B
limount |aso | TDS ) Deduction(Samit) Yes ®No

Fig - 191
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Click on save button, transaction id is generated against the bill, as shown in the image
below.

Other Party Bills
Select Action = Create Bills Upload Documents « Generate Bill Print Bill
Budget : | Main Budget |
Ll Head Cods Voted / Ch: d
Grant: (o7, @, Praitorm, wten v | o e COdE [ 5 400057-205400097:% s ¥ | Head Code: [205400057030016 v Veted/Chemged o -
- Salary/Other
Fn:' | pRO +|  Designation: | soLoier * | BillFor: | sacary +|  PaymentMonth |ian-z020 |
Salary : sulk @ individual
Salary D. 2 .
| close |

Amount |13500 | Tos *No
Transio [ New i
sI.No. ) Name Bank IFsC A/C Number | Pay-Month Days [Amount  [TDs Deduction(Samiti) |Net | Update | Delete

1 | OP1200427900013 | Mr. Ram Kishore Paswan | State Bank of India | SBINO016312 31-)aN-2020 |[31 ||[z3s00 | ||o I[o 13500 | Update | Delete

Fig - 192

Select transaction id, fields are made editable so that user can make changes one last time if
required, click on save button:

Other Party Bills

Select Action @ Create Bills ) Upload Documents Generate Bill Print Bill

Budget : [ Main Budget |

Grant : | 0o7-fers, =pw, et = v | :"m"m Head Code | 205400057-205400057:%% ¥ | Head Code : | 205400057020016 | \:IDtEd / Charged [ voted |
Payment Salary/Other

. | prD v|  Designation: | soLDier v EillFor: | saLary v|  Payment Month [1an-2020
or: e — Bt —— i

Salary : Bulk ®Individual
Salary Days
; Employee : [Ram Kishore Paswan /State Bank of India/ |
Amount New
0P1200427901201009
0P1200427905151003
0P1200427906151001
0P1200427906151002
0P1200427907191001
0P1200427910191001
Trans ID New -
SL.No. D Name Bank IFsC A/C Number |Pay-Month Days|Amount | TDS Deduction(samiti) |Net | Update |Delete
1 | OP1200427500013 | Mr. Ram Kishore Paswan | State Bank of India | SBINOO16312 31-4AN-2020 | 21 /12500 || o 13500 | Update [Delete

Fig - 193
4.4.3.2.1.5 Challan Refund
The amount that has been deposited by the vendor in the form of challan to the department

can be refunded in case of lapse or due to any other reason. It can be refunded to the vendor
via challan refund. The challan is initially submitted by treasury.

4.4.3.2.1.6 Provisional Pension

Under special cases like when the orders for realizing the pension of employee is being
prepared by the department, even before the pension is sanctioned, it can be released as the
provisional pension. But the LPC has to be issued before provisional pension can be
sanctioned. Also, under provisional pension only 90% of the payment can be released. In
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provisional pension, pension rate can be calculated as basic pay divided by 2. Following steps
needs to be followed for making papers for provisional pension.

1. User can access provisional pension form as shown in the figure below:

Vendor Bills (5)

1. Urgent ST, SO Srerer wraren @ e o @t s
reray it

Employee Clalms/Advances
I—
Bills Pending for Approval
For IFMS User Manual Click Here
Fig - 194

2. User is directed to the page shown below: select payment type, category, enter employee
code, click on search button, as shown in the image,

Provisional Pension

Select Action (®Create Bills *'Upload Documents 'Generate Bill Print Bill

Payment Type ‘ Pension v |

Category : | Civil Pension - State v |

Employee Code ‘blODQB?GIO | m

Fig - 195

3. Few fields gets added in the drop down screen, employees information appears on the
screen, fields are made editable so that user can amend the information if found incorrect,
select payment to that is self or nominee, enter bank account details, select pay commission,

enter from date to date, enter pension rate, pension amount, DA amount, total amount and
income tax amount, as shown in the image:

Provisional Pension

Setect Action Bille ©upload p [ETp—
Payment Type [Pensian - category © Civil Pension - State
Emplaves code [oacess7ein ]
Emploves Name [Mr Birindar Singh Sidhu | Emploves | [Directer senere of polics
cos | ] oo [13autasrs | con [po-arrzo1s | coneth of aev. o, 170
Basic pay: [225000 | Grade Fay: [a | Speciol Pay: B |
e o | oa lo \
eovment To s Emploves SNomines
* mank | iz mank v | +irsccode: |uTiBooocoss |
- account Type - = Saving  Curvent * Acesunt Mumber - [ ]
Bank Branch |58 RAsPUR ROAD . |
Fension Pay Commission 7
From Date I | 7o cate Fansion Rate Fansion oA Tatal Amaunt
Income Tax o ]
Fig - 196
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Pension Pay Commizsion ®7

From Date 01-Jan-2020 To Date 31-Jan-2020 Pension Rate | 112000 Pension 112000 DA (15040 Total Amount 1131040

Income Tax 0

Departmental
Recovery

Fig - 197

4. On clicking save button, transaction id gets generated against the bill, as shown in the
image below:

S e T O T EE

Select Action (®Create Bills *'Upload Documents * Generate Bill * Print Bill
Payment Type ~Select- v Category: -Seledt- A
Employee Code @ SUCCESS: DATA SAVED WITH TRANS 10 PP1200253301 200050
Close
Empl G I Net
5.No. |Trans D Payment For mployee Employee Name Bank Details Category 10 jneame Recovery ¢ Delete
Code Amount Tax Payable
L |pp1zooasssorzonose Prow.swonal C00587610 I\;_'Ir Ewr)dar Payment To Employee : Axis Bank / 01/ Civil Pension - State / 3100 |0 0 131040 | Delete
Pension Singh Sidhu | UTIBO0O0S3 / 207101101030233

Fig - 198
4.4.3.2.1.7 DBT Payment

DBT stands for Direct Benefit Transfer; it deals with the scholarship payments to students
directly in their bank accounts. This payment is given by department of social welfare.

4.4.3.2.1.8 District Plan Payment

District plan payments are related to the payments of works done within a district. District
plans are made and approved by a District plan committee in which Member of Parliaments,
Members of Legislative Assembly acts as members and District Magistrate of that District acts
as ex-officio secretary. Funds for the district plan are kept by the government at the disposal
of District Magistrate of that district. Before funds are distributed, a meeting of different
departments is called by District magistrate to take their demands. These demands are put
before district plan committee which approves it after discussions and deliberations. Once
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approved funds are distributed to different departments (their DDOs) who in turn pay the
money to the vendors doing the work.

1. User can access District Plan Payment form as shown in the figure below:

Entitlements « MIS - Support = Payroll = Bills = Budget HRMS « m ICDS « NPS «
pr— — =
1. Urgent HETGT Data Entry ~

Party Payment NO. 130 dated 29 March 2019
—

Vendor Bills {10) - Other Party Bill NO. 131 dated 29 March 2019
Whole Transfer

NO. 132 dated 29 March 2019
Payroll Approvals (0) ICDS/PRD/HOME GUARD SALARY

Challan Refund
Provisional Pension
DET Paymants
District Plan Payment

District Plan(Other Party)
Budget Status General Bill Message

GPF Transfer ising of IFMS Please Click Here
NPS Bill Payment ns)

National Schlelarshig Bill .
rorreweerlanual Click Here

Employee Claims/Advances

Failed Payments(0}

Bills Pending for Approval

GIS(0)

Fig - 199

2. User is directed to the page shown below: select bill type, budget, project name, bill for,
enter GSTN no, select account number, and enter invoice details, amount and deduction if
any, as shown in the image,

Bill Payment
Salact Action (®Create Bills *'Upload Documents *Generate Bill * Print Bill
* il Type: C'AC @ Normal * il Type: | Utility Bills v |
Budzst Type Grant Minor Head Scheme Voted/Charged
Main Budget ¥ | [oo7-farw, %, e, 9t v | [251500102-251500202 W AwE v | [251500102310722: v | [vores v
* Project: |P80051.5:160:|002 SWAYAM SEVAKON X4 SUDRIDHIKAR ¥ | Provision 875000 Expenditure 445227 Balance 429773
Bill For : ®Vendors ' Demand Dratt To DDO ) Qther Parties
* GSTM/TAN/PAMN Aadhzar Number : Upcl PAN:AAACUS007SE Phone:

* Account Details : [Punjsb Nationsl Bank/PUNB0268900/Current/o ¥ |

-

1 01-lan-2020 CD61236204512 80300040 M 1000}

1000
*GSTN ¥es ®No _
v - _
Department Recovery “Yes ®Mo

Amount

Item Value Advance DS GST-TDS Recoveries Net Payable
1000 0 0 o o

| e |
Fig - 200
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3. Click on save button, transaction id is generated against the bill, as shown in the image

below:

Bill Payment

Select Actian ‘®Create Bills */Upload Documents *'Generate Bill * Print Bill
* Bill Type : OAC ®MNormal * Bill Type: |Ut|||(y Bills v |
Budzet Type Grant Minor Head Scheme Voted/Charged
Main Budget ¥ | [oo7-faw, =, e, 9 v | [ 251500102-251500102 FigEIOw AeE v | [251500102510742 v | [vorea v
" Project: | Panos151600002:5WAYANM SEVAKON KA SUDRIDHIKAR ¥ | Provision 875000 Expenditure 445227 Balance 429773
Bill For 2 ‘®vendors ' Deman| parties

@ SUCCESS: DATA SAVED WITH TRANS ID DPO100228301201010

* GSTH/TAMN/PAN /Azdhzar Number: 05AAACUSD07G1ZP m
* Account Details : | Punjab National Bank/FPUNBD468300/Curr:

Add Row

01-lan-2020 CD51236204512 ¥ ||| soz00040 hd 1000|

Fig - 201

1

4.4.3.2.1.9 District Plan (other party)

1. User can access District Plan (other party) form as shown in the figure below:

p——— - -

Data Entry - Party Payment

- )

Vendor Bills (10} Other Party sill
Whole Transfer

Payroll Approvals (0} ICDS/PRD/HOME GUARD SALARMGining(For DDO) Letter
1. Urgent TEIET , TP STa FOATR s s dt o~ Challan Refund
Employee Claims/Advances [e ot

1@, dated 29 March 2019 ( CCL DCL)
NO. 130 dated 28 March 2019

Provisional | Pension
DBT Payments

Failed Payments{0) District Plan Payment
District Plan(Other Party)
P —— Seners o1 .

GPF Transfer
GIS(0)

NPs Bill Payment
National Schiolarship Bill

(IFMS Instructions)

HTG Know Processing of IFMS Please Click Here

Fig - 202

it Uttarikhand

2. User is directed to the page shown below: select bill type, budget, project name, bill for,
select payment for, other party, designation enter amount and deduction if any, as shown in

the image,

m L sill= = m HEMS = 8 = e -

District Plan Other Party Payment

Select Action Bills *  Upload L Bl Print Bill
Budget: | Main Budget | e Tvee: ©ac @ Normal
Grant:  [oo7-fw, me, e, st v | Miner Head 251500102-251500102.91 * Head Code : [2s1500102910742 = voted / Charged : voted
Project | 005151600002 SWATANM SEVARDN HIKARAN VA MANDEY -
Name ¢
Pavment | oiher Party - Designation ¢ Other -
Far:
Sther
ishekh Rathor /State Bank of India, - meunt :
arey : [ Abhishekh Rathor fState Bank of Indisy/ ] A t [led |

os [ . B ==

Trans 10 | -Select- -

Fig - 203
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3. Click on save button, transaction id is generated against the bill, as shown in the image
below:

o

Select Action ® Create Bills ) Upload Documents © Generate Bill © Print Bill

District Plan Other Party Payment

DO0100228901201007

“ Bill Type = AC = Mormal

Budget s [Main Budger

Grant: | ooz, o, P =t v | [2s voted / Charaed : voted
SUCCESS: BILL GENERATED WITH ID [DO0100228801201007
[ #8005151600002 SWAVAM SEVAKON KA SUDRIDHIKARA " e
" [Other par v - Cesignation : [Other -
Other [t ]  Amounts [

Party ¢

Tos: [-setect - B | [ sev= ]

[Detete ‘

Delete

AsC Number [GROSS AMOUNT Tos [ADVANCE  [Net
o o| 100

‘swo |ID Name Bani IFsc

1 ©PO100228800615 Mr. Abhishekh - Rather State Bank of India sBINCD1062E 100

Trans 1D [ -Select-

Fig - 204
4.4.3.2.1.10 General Bill
Allows us to access the head code related to advances, NPS and GIS.

1. User can access general bill form as shown in the figure below:

Party Payment

ppro) ntitlements s Suppor Income Tax Payr ills udget S Pension - cDS s
enne Ay _ e Lo «
Data Entry

Vendor Bills (12) Other Party Bill
whole Transfer
ICDS/PRD/HOME GUARD saLaRyining(For DDO) Letter

Payroll Approvals (0)
|, dated 28 March 2019 { CCL DCL)

1. Urgent HETEH , HTHET STE H071 B T am Challan Refund
[ ... Pravisional Pension 4o. 130 dated 20 March 2019
DBT Payments

Employee Claims/Advances

District Plan Payment

e District Plan(Other Party) [ ————————————————————

GPF Transfer

Failed Payments(0)

Bills Panding for Approval

NPS Bill Payment
national schiolarship Bill

To Know Processing of IFMS Please Click Here
(IFMS Instructions)

Fig - 205

2. User is directed to the page shown below: select budget, select bill for i.e. GSTN, other
party, demand draft, transfer, gratuity payment, select name, enter invoice number, date,
item, sub item, quantity, amount and if any deduction, as shown in the figure below:

select Action Aills ‘Upload ‘Generate Bill O Print Bill
- Grane: | PAC-TTEs @EET *| = Minor Head Code | 8658001 23- 3@ HITdla da1 @ HiGwtdi @ v | * Head Code | 865800123000033 v | = voted/charged | vored |

= Bill For
. CUGSTN ©Other Party @ Demand Draft © Transfer © Gratuity Payment

Daclaration for Demand Draft = TATCT TIT THETE T BT & DT STHC (Damand Draft) 3 aprar oo on 2e1 @ Srermt gof gerarfe smewor faazer sifiard (poo) @ g |

= Name : Director Treasury Pension Entitlement DDun |

123 |[|0s-san-2020 [ others v ||| Gtners « [l 1l 50000

- @ves ®no
“CPIN Number I |
cast sasT 1asT

Fig - 206
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3. Click on save button, transaction id is generated against the bill, as shown in the image

General Bill

Select Action ‘@ Create Bills | Upload Documents ' Generate Bill  Print Bill

= gill For .

. /GSTN (Other Party « Demand Draft « Transfer ( Gratuity Payment

[S.No. Trans ID Trans Date Bill For @ SUCCESS: DATA SAVED WITH TRANS ID GB1200427501201001 Bnk Details Gross D Net Payable Delete
1. GB1200427201201001 | 10-JAN-2020 |Demand O 50000 o o 50000 Delete
2. GB1200427307151000 | 12-JUL-2019 Demand 363314 o o 363314 Delete
3. GB1200427307151001 |12-1UL-201% Demand Draft Director Treasury Pension Entitlement DDun 2052880 o ] 2052880 Delete
4. GB12004273507151002 |12-1UL-2019 Demand Draft Director Treasury Pension Entitlement DDun 2920 o o 2920 Delete
5. GB1200427507151004 | 23-JUL-2019 Demand Draft Director Treasury Pension Entitlement DDun 1248830 o o 1248830 Delete
6. GB1200427907151008 | 26-1UL-2019 Demand Draft Director Treasury Pension Entitlement DDun 7392 o o 7392 Delete
7. GB1200427907151009 | 27-1UL-2019 Demand Draft Director Treasury Pension Entitlement DDun 394700 o o 394700 Delete

Fig - 207
4.4.3.2.1.11 GPF Transfer

o, Utarakhand

This feature helps us to transfer GPF account when employee gets promoted from 4th class

to 3rd class.

1. User can access GPF Transfer form as shown in the figure below:

Data Entry ~

Party Payment

Vendor (12) Other Party Bill
Whole Transfer
ICDS/PRD/HOME GUARD saLafly dated 29 March 2019 ( CCL DCL)
Challan Refund MO. 130 dated 29 March 2019

fraining(For DDO) Letter

Payroll Approvals (0)

Employee Claims/Advances Provisional Pension WO. 131 dated 29 March 2019
DBT Payments

Failed Payments(0) District Plan Payment

District Plan{Other Party)
e e | .

GPF Transfer

NPs Bill Payment
National Schlolarship Bill
To Know Processing of IFMS Please Click Here

(IFMS Instructions)

For IFMS User Manual Click Here

Fig - 208

2. User has to enter employee code and click on search button, as shown in the image below:

GPF Transfer

Select Action (® Create Bills * Upload Documents  Generate Bill * Print Bill

Employee Code [oz00se308 |

Fig - 209
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3. Few fields adds up in the drop down menu, enter gpf no, enter balance and click on save

button, as shown in the image below:

GPF Transfer

Select Action

(® Create Bills Upload Documents  Generate Bill < Print Bill

[020085308 | |:|

Name : MrJeevan Singh

Employee Code

DOB: DOJ : 19-APR-1393 DOR : 30-JUN-2032
Designation : Pean Scale : 29200-92300 (LEVEL 05)

Department : Directar Treasury Pension and Entitlament

Class IV GPF Number DDN/4275/00002 Balance 316750 save

Fig - 210

4. Click on save button, transaction id is generated against the bill, as shown in the image

below

GPF Transfer

Select Action (® Create Bills  Upload Documents © Generate Bill ©_ Print Bill

Employee Code | m

@ SUCCESS : RECORD SAVED /GT1200427501201000

Close

Employee CodeEmployee Name |Designation(GPF Number IAmount
1 GT1200427501201000 | 07-JAN-2020 | 010086508

S.No. [Trans ID Trans ID Delete

Mr Jeevan Singh | Pecn DDN/4279/00002 | 316750 | Delete

Fig - 211
4.4.3.2.1.12 NPS Bill Payment

This feature allows us to transfer any NPS account to GPF account under any circumstances,

and also to allow us to make payment to the employee in case of death or VRS.

1. User can access NPS bill payment form as shown in the figure below:

e — o |

Party Payment
Vendor Bills (12) Other Party &ill
Whole Transfer Training{For DDO) Letter

. ICDS/PRD/HOME GUARD SAl Y
1. Urgent TEIET , MUY sraTe HIT R b o &t am / LABY
EREacl] s

Payroll Approvals (0} dated 29 March 2019 ( CCL DCL)

MO. 130 dated 29 March 2019
Employee Claims/Advances

NO. 131 dated 29 March 2019

Failed Payments(0})

District Plan Payment

District Plan(Other Party)

SRR AT -

GPF Transfer
NP Bill Payment

National schlolarship Bit

[‘VD Know Processing of IFMS Please Click Here

(IFMS Instructions)

For IFMS User Manual Click Here

Fig - 212
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2. User has to select bill for and enter employee code further click on search button, as
shown in the image below:

Select Action '® Create Bills " 'Upload Documents ' 'Generate Bill " Print Bill
Bilfor | Transfer NPS Amountto GPF 7 | Employee Code 10085208 \ m
.
Fig - 213

3. Few fields adds up in the drop down menu, enter sanction authority, order no, date,
amount and deduction if any, as shown in the image below:

Select Action ® Create Bills *'Upload Documents " Generate Bill *'Print Bill

Bill For Transfer NPS Amount to GPF ¥ Employes Code 010086508

Name : Mr Jeevan Singh

DOB: DOJ: 18-APR-1993 DOR : 30-JUN-2032
Designation - Pean Scale: 29200-92300 [LEVEL 05) Employeetype © Class IV
Department - Director Treasury Pension and Entitlement
PRAN/CPSN -
Sanch Ords
sanction Authority [ Head of Department v Na" onoreer y Sanction Date  |01-Jan-2020
o
Amount 550000 Income Tax o ]

Departmental Recovery Cves @No

Save

Fig - 214

4. Click on save button, transaction id is generated against the bill, as shown in the image
below

Select Action ®CreateBills ) Upload Documents ( Generate Bill ( Print Bill

Emplovee Code | m

@ SUCCESS: DATA SAVED WITH TRANS D NP1200427301201000

Close

5 No. rans D Trans Date T ET O EE COUREMPIOy e ame pesrenanon PRAN Number  (Gross ~ DeductionNETDelete
1. |NP1200427901201000  13-JAN-2020| Transfer NBS Amount to GPF| 010085908 | Mr Jeevan Singh [Peon DDN/4275/00002| 550000{ 550000 |0 |Delete

Bill For |TransferNP5AmoumtoGPF v

Fig - 215

o, Utarakhand
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4.4.3.2.2 Uploading of document

For all the bills after creating bill it is made mandatory to upload document. Follow below
steps to upload documents:

1. Click on upload document tab from the menu.

2. New page is available on the screen.

3. Select bill from the drop down menu, few fields related to bill appear on the screen.
4. Select file to upload

5. Enter remark

As shown in the image below

Select Action O create Bills ® Upload Documents Generate Bill ) Print Bill
Select Bill |VP1200417908192UQC:TP.OSABCDE:[Z34F12Cl;9800 v

Bills Report for Trans ID VP1200427908192020
Budget Type |MB Grant ao7 Minor Head 097 ‘Head Code ‘2054000‘;70311047 voted/Charged |v
Vendor Code  |05ABCDE1234F1ZQ |Bank Key BKDS1906776 |Bank Details | SBINOODOS30/Saving/12312312312 Remarks
Invoice No 1 Invocie Date |1 Amount 10000 [esT Jo Gross Value 10000
Gross 10000 DS 200 Deductions 0 [net Payable  [os00
Item Details

Item Code Sub item Quantity Amount cGST SGST 165T Total
Code
TDS Details
Deduction Type [TDs Article Amount
TDS |ARTCIC|[)I 200
Total 200

= e POF TBISH OGS P i(Please Upload PDF files anly)
Select File: |_Choose File | 12004664 adf ]
Remarks [ex ]

Fig - 216

6. Click on upload button, pop up message of successful uploading of document is generated
on the screen

4 e\ S e Kt it TREACODE | DDO CODE
w IFMS 1200 2278

Uttarakhand

Welcome Ms Shivanshi Joshi , Operator | User Type Last Login - 27/08/2019 05-36°46 P ™ O

Bill Payment

Select Action _Create Bills *® Upload Documents *'Generate Bill *'Print Bill

select il [ vP1200427908192020 TP-D5ABCDE1234F 17019800 v
* 5T PDF WTSel HUTIS F(Pleg @ SUCCESS: FILE UPLOADED

Select File: [[Choase File | no file chosen |
Close

Remarks: ‘OK ‘

S.No File No File Name Remark View Delete

11 12004564 pdf OK View Delete

Fig - 217
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4.4.3.2.3 Generating bill

After the document is uploaded it is mandatory to generate the bill, follow below steps to

generate the bill:

1. Click on generate bill tab from the menu.

2. New page is available on the screen.

3. Enter 11C number in the column provided in front of the transaction id.

As shown in the image below

Bill Payment

Select Action i Create Bills 'Upload Documents '® Generate Bill © Print Bill

1 VP1200427904191004  |OSAMACU712SD1ZM | PUNB0445600/ 08924 0 0 100602 l:l Generate Bill | view
Saving/

2 VP1200427904191005  |OSAAACUTIZID1ZM | PUNBO445600/ oB924 0 o 100602 Generate Bill  |view
Saving)

3 VP1200427908192005 | OSAADFSE010MIZE | SBINDOCOS30/ Saving/ | 141874 0 0 144184 Generate Bill  |View

2 VP1200427908192020  |OSABCOE1234F170, | SBINOOCOS30/ Saving/ | 10000 00 o 2800 1 Generate Bill | view

Fig - 218

o, Utarakhand

4. Click on generate bill button, pop up message of successful generating of bill is generated

on the screen

Bill Payment

Select Action (U Create Bills ' Upload Documents ® Generate Bill /Print Bill

ew

. VP120042790413100¢ | 03A% @ SUCCESS SILL APPROVEDSUCCESS: 5ILL GENERATED 7R TRANS IDVP1200427008102020 || ||Genereteil v

2z WVP1200427904191005 05AA Generate Bill  [Vi

Saving/

ew

ew

3. VP1200427908192005 0SAADFSE010M1Z6 SBINOD0OG30/ Saving/ | 141974 Q 0 144194 Generate Bill [ Vi

Fig - 219
4.4.3.2.4 Print bill
After the document is generated user can view the bill,
1. Click on print bill tab from the menu.

2. New page is available on the screen.
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3. Click on view button, bill created will be visible on the drop down of the screen, as shown
in the image below

1
Approval v | Entitlements v | MIS v | Support v | IncomeTax v | Payroll v | Bills v | Budget~ | HRMS+  Pension v
Bill Payment
Select Action Create Bills * Upload Documents *Generate Bill ®Print Bill
5.No. hrans D Nendor Code ‘Bank Details |Invoice Numher‘lmmice Date (Gross AmounthDS |Re(uuery|‘|let PayableView Print Bi|||
L |VP120042?908192020 05ABCDE1234F11Q‘SBINOUCUESUf Saving/ 123123123]2|1 ‘Ol-AUG-ZOIS‘ 10000 |200|0 8300 View [Bi |
Bill Type :
Transaction ID - VP1200427908152020 E-Sign
TS &% T
o Fa= S0 =5 978 +F 2
(TF oD - 378, ¥OA 178, 180, 182, 183)
1 - 598 =1 AN : BEOEA
P — e . TErRide FE- Fazer
3- FTE B HAY FTE T evvvmmenrrrrrrinannesrssssennss T8 TF T T - (2054 )@= TUT SeET TR
a- frrd == | 1 | ° | 3 | T T T A - (oQ)-
g - (097)T=1 T
5- B ETENR S FE [T 2T o | o | swis- (03T sfEE
6- ¥um Ui Wi e T | 1 | =iER T - (oo)FTaTTR g
7- SR S (SR G o I E) [ o g [ 2 | 7z | o | s | 1 | = |
8- =Ean/HE : TR
- T T = dicatacs T
3@@3%1@5&%@%@%2‘0|5‘q|0‘0|0‘9|7‘0‘3|°|°|4|7‘
10-2mE famm aftet = e : FrEETe TR T s deees
11- 4RV Rl SR P FE [« 1T =217 1592
12- sfrm=T= = 59 : FrEETe TR T s Teees
%mm:iuw]ﬁﬁ,aﬂ,ﬁ?ﬂsﬁmamw 14- FE FE o1 15- 5 =IF 2 16- FFl AT (A% HE=aF &, B $am o0
F=ie T adaE R YA @7 E@Eor
A® Ag 1 A0 9 TS smafea 59 o =t HaEg AT A T TS o A RIfRT
T THAT wfinferE w3a T 47 - HRAT [ dreedl IR & 5T 10,000
- — i 66 GOT T FHa YRR 10,000
47 TR AT/ deEdl 2000000 1482638 517362 (4 T & )
= Sl g
Fig - 220

4.4.3.2.5 Approval

Approval process of bills is discussed in the approval module above, kindly refer to approval
module. Approve from all the three levels that is operator, supervisor and officer, further the
bill is pushed to treasury for generating authority.

4.4.4. Entitlements Module

GIS (Group Insurance scheme) every employee contributes some funds for his insurance out of
which 70% goes to saving funds and 30% goes to insurance funds. In case of death a GIS bill is
submitted to withdraw insurance amount as well as savings amount and in case of retirements
GIS bills are submitted to withdraw savings amount with interest. This module is used to
process the GIS claims of the employee. Various forms to be filled, claim listing, schedules of

payments using e-payment are provided in the system. Following are execution steps for
processing of GIS bills:

Execution steps: Click on entitlements —Click on GIS = Enter employee code - Click on search
button —Fill in the form =>Click on submit button - upload documents—> generate bill - Print
calculation sheet and bill>approve the bill from all the three levels
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4.4.4.1 Creating GIS bill

1. User can access GIS form as shown in the figure below:

&1rms

o, Utarakhand

1. New Update 1-5h TR %X U¥ 2.0 Hiteaaz & @=ifem
Vendor Bills (19) [aefia=r o1 TR fRar e F 1 2 WeH SR

IFMS .0 NO. 130 dated 29 March 2019

IFMS G.O NO. 131 dated 29 March 2019

L. 7 - e %ﬁ;-}r% IFMS G.O NO. 132 dated 29 March 2019
] e e e it & Frer o ot < e e

Employee Claims/Advances l2. SV T ey, afvg S, St
| STm Tt R S e g e S

Failed Payments(0)

Bills Pending for Approval

[To Know Processing of IFMS Please Click Here
(IFMS Instructions)

For IFMS User Manual Click Here

Fig - 221
2. User has is directed to the page shown below:

Entitiements = payroll ~ m HEMS = m 1695 =

Select Action

(@ Create Bills (Upload Documents (Generate Bill (Print Bill

GISClaim: ‘@ New | Revised

Fig - 222
Select new or revised as per the requirement

3. Enter employee code and click on search button, few fields gets added on the drop down

menu as shown in the image below

Select Action @create Bills OUpload Documents (OGenerate Bill CPrint Bill

GIS Claim = ®New | Revised Employee Code: 010097616

Form Number : (®F-26 ( Saving ) (_F-27 { Saving & Insurance )

Employee
Name:

‘Mr Mohammed Deen

| Employee Deisignation: |Ass\'stant Director

Doe: ] Do lo1-FEB-1575 DOR: 31-MAY-2015
Letter Number : |:| GIS Entry Date : |:| GIS Exit/Death Date : |:|

Class : [ictass 0 [¥class I [¥Iclass v * ST T B WRTE T 26 B/ Please enter starting date of selected dlasses

Fig - 223
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1. Select Form number i.e. F-26(savings) in retirement cases, and F-27(saving & insurance) for

death cases

2. Fill in the fields like detail of the employee, as shown in the image below

3. Click on continue button

4. Record is saved and a pop up message is generated on the screen, as shown in the image

below

Select Action

G1200427911191001

GIS Claim : ®New  Revised Employee Code :

Form Number :

Employee
plev Mr Mohammed Deen

Name:

DOB: l DOoJ:

Letter Number : [123 GIS Entry Date :
Class “Class Il [¥Class 1 | [Class IV

Class1: Classn:
Employee Type : select ~

From Date : 01-Mar-1976

010097616

@ Create Bills () Upload Documents (Generate Bill (Print Bill

®F-26 (Saving) = F-27 ( Saving & Insurance )

Employee Deisignation: |Assistant Director

01-FEB-1975 DOR: 31-MAY-2015

01-Mar-1976 GIS Exit/Death Date :  [31-May-2015

@ SUCCESS : RECORD SAVED /G1200427911151001
014

Close

of selected classes

* Add Monthly Deduction from GIS Entry Date to GIS Exit Date

Service Period © (@ Yes (No Monthly Deduction

To Date :

Class v :

5. On clicking continue button, few fields related to deduction adds up on the screen, as

shown below:

Fig - 224

6. As per the deductions that were made earlier during processing of salary, user has to enter

the record, as shown below

Class : ~Class Il [¥Class Il [ IClass v

Class 1z Class Il =

Employee Type : Class Il

* Tafra FOTd #1 R [ Sof %1 / Please enter starting date of selected classes

01-Apr-2004 Class Il 3 01-Mar-1976 Class IV :

* Add Monthly Deduction from GIS Entry Date to GIS Exit Date

Service Period : ®Yes  No

Monthly Deduction : Select

From Date : To Date : 21-May-2015

[5-NO. |Class Rate [From [To Delete
1 Class 11l 20 01-Mar-1976 29-Feb-1980 Delete
2 Class Il 20 01-Mar-1980 28-Feb-1950 Delete
2 Class Il 30 01-Mar-1990 29-Feb-2000 Delete
4 Class 11l 60 01-Mar-2000 29-Feb-2004 Delete
5 Class Il 60 01-Mar-2004 21-Mar-2004 Delete
6 Class It 60 01-Apr-2004 28-Feb-2009 Delete
7 Class I 200 01-Mar-2009 29-Feb-2012 Delete
8 Class It 200 01-Mar-2012 31-May-2015 Delete

Fig - 225

7. Click on continue button, deduction added is saved and pop up message is generated on

the screen,
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8. Savings amount in case of retirement and savings amount along with insurance amount in
case of death is visible on the screen,

9 Choose payment to, in case of retirement choose employee and in case of death choose

nominee,

10. Enter bank detail of the person whom the payment is to be made,

11. Click on add nominee button

From Date : O ToDate: 31-May-2015
5.NO. [Class. Rate From [To Delete
1 Class Il 20 01-Mar-1976 29-Feb-1380 Delete
2 Class Il 20 01-Mar-1980 28-Feb-1350 Delete
3 Class Il 30 01-Mar-1950 29-Feb-2000 Delete
4 Class Il 60 01-Mar-2000 29-Feb-2004 Delete
5 Class Il 60 01-Mar-2004 31-Mar-2004 Delete
6 Class Il 60 01-Apr-2004 28-Feb-2009 Delete
7 Class Il 200 29-Feb-2012 Delete
8 Class Il 200 @ SUCCESS:Monthly Deduction details saved 31-May-2015 Delete
Close
Saving : 190926 Insurance : l:l Net GIS Amount @ 90926
Payment To (@Employee (O Nominee
* Bank: [ state Bank of India v| = irsccode: [sBino016312 |
= Account Type : ®5aving | Current = Account Number : | ‘
Bank Branch : ‘23 LAXMI ROAD, DALANWALA, DEHRADUN.UT[ARAKHAN‘
Saving Amount 190926 Insurance Amount Cl

Fig - 226

12. Drop down in the screen table appears with the detail of the payment,

13. Click on submit button provided

6

Class Il

* Account Type @

Bank Branch :

Saving Amount

60 01-Apr-2004 28-Feb-2009 Delete
7 Class Il 200 01-Mar-2005 29-Feb-2012 Delete
8 Class 1l 200 01-Mar-2012 31-May-2015 Delete
Sawing : 90926 Insurance : Cl Net GIS Amount = 90926
Payment To @Employee Nominee
* Bank :

[ select v| irsccode: [

®Saving « Current * Account Number : |

.

Insurance Amount

[

[5.NO.

INominee

Bank

[A/C Number FSC Code [Share Amount Insurance Amount Delete
1 Mr Mohammed Deen/SELF/09-MAY-1955 State Bank of India SBINDO16312 90926 0|Delete
| c0026] [ of

Fig - 227
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4.4.4.2 Uploading of document

For all the bills after its creation, it is mandatory to upload document. As discussed in bills
module, following steps needs to be followed:

1. Click on upload document tab from the menu.
. New page is available on the screen.
. Select bill from the drop down menu, few fields related to bill appear on the screen.

2
3
4. Select file to upload
5. Enter remark

6

. Click on upload button, pop up message of successful uploading of document is generated
on the screen

4.4.4.3 Generating bill

After the document is uploaded it is mandatory to generate the bill, like discussed in bills
module

1. Click on generate bill tab from the menu.
2. New page is available on the screen.
3. Enter 11C number in the column provided in front of the transaction id.

4. Click on generate bill button, pop up message of successful generating of bill is generated
on the screen

4.4.4.4 Print bill

After the document is generated user can view the bill, like discussed in bills module
1. Click on print bill tab from the menu.

2. New page is available on the screen.

3. Click on view button, calculation sheet button, savings bill button and insurance bill button
as per the requirement.

4.4.4.5 Approval

Approval process of bills is discussed in the approval module above, kindly refer to approval
module. Approve from all the three levels that is operator, supervisor and officer, further the
bill is pushed to treasury for generating authority.

4.4.5. Pension Module

Module handles the distribution of pension to all the pensioners of Uttarakhand. Provision to
capture the pensioner details is available. Pension initiation process starts with submission of
required documents/forms by the employee or his nominee (in case of employee’s death) for
availing regular pension. It ends with issuance of Pension Pay Order (PPO).
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4.4.5.1 Processing of Pension paper

Follow below mentioned steps to process pension paper of employee after his/her retirement:

Execution steps: Fill in all the details of the employee at employee master-> Fill the m service book
under HRMS module-> Generate LPC(in case of death)->Generate Pension Papers - Enter Pension
salary details—> Generate Pension report-> approve Pension paper from all the three levels

4.4.5.1.1 Pension Entry

1. User can access pension entry form as shown in the figure below:

I
enfiements = ST el m R mm

Reports - Salary Entry

Pending Activity

Vendor Bills (11) i | Revised Pension
IFMS G.O N
Pre-2016 Pension Fixation

IFMSG.ON  pension GPO [After Death)

Payroll Approvals (0)
Employee Claims/Advances

Failed Payments(0}

o Know Processing of IFMS Please Click Here
(IFMS Instructions)

Bills Pending for Approval

For IFMS User Manual Click Here

Fig - 228

2. User is directed to the page, select first and revised pension as per the requirement, as
shown in the image below:

Approval = | Entitlements « Support » Payroll Budget v | HRMS » w ICDS M GPF»

Pension Paper Generation
**Mlease FillDetails a5 per your Service Document( I T ¥ S q fem lﬁj

Employee From ¥First Pension Revised

Employee Code m

Fig - 229
3. Entry in the page: Follow below mentioned steps:
Step 1.Enter employee code

Step 2.Select first pension or revised pension as per the requirement
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Step 3. Click on search button

User is directed to next page, as shown in the image below:

&1rms
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Pension Paper Generation
**Please Fill Details as per your Service Document( maﬁﬁmmﬁm% Gﬁﬂﬂ\%ﬂ?ﬂ lﬁ'}

Employee From # Regular Employee Autonomous

Employee Code 010026529

Employee Details Pension Details Pension Address Family Pension / Family Details Nomination Pension Service History

Salary History ‘

Basic Information
Appointment Appointment Source of
123 11-MAR-1985 D L tal
Order No: Order Date: Recruitment: epartmenta

Employee Name

Salutation Mr v First Name Midd\e Name Dutt Last Name Belwal

Employee Hindi Name

First NAME TE Middle NAME o Last NAME RIS

Father's Name

Salutation Mr First Name Inder Middle Name Mohan Last Name Belwal
Mother's Name

Salutation Mrs First Name Middle Name Last Name

Employee's

Details

Gender Male Category General Blood Group B +Ve Marital Status Married
Aadhaar Card Mobile Email ID PAN Number

Service Quota  General Disability N

Controlling

Officer(For Leave010097396

Sanction)

Employee Information

Employee Type Class II $$;;nyment UK State Services Others Designation Sub Treasury Officer

Fig - 230

4. Fields are made editable so that the user can make changes in the information of the
employee if found in correct, once the required changes are made click on continue button

provided in the page,

On clicking continue button user is directed to the next page called pension details as shown

in the figure below:

Pension Paper Generation
**Please Fill Details as per your Service Document( Wﬁf‘ﬁwaﬁ'@ﬁai GFﬁ'R’ﬁilTﬂT iﬁ}

Employee From # Regular Employee Autonomous

Employee Code 010026529

Employee Details Pension Details Pension Address Family Pension / Family Details Nomination Pension Service History ‘ Salary History ‘
Pensioner Personal Information
Pension For -Select- v Pension Category -Select-
Actual Retirement 30-NOV-2019
Service Extension CYes®No @ SUCCESS : PENSION :010026529 UPDATED
Identification Mark:
Close
* Bank : State Bank of India ‘SEINUUIGEIZ

* Account Type : #Saving  Current * Account Number : ‘

Bank Branch : | |

Previous  Continue

Fig - 231
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5. Fill in the fields that are provided in the page named Pension details(select pension for,
pension category, actual retirement date, service extension, identification mark and bank
details), once the entries are made click on continue button provided in the page,

On clicking continue button user is directed to the next page called Pension details as shown
in the figure below:

Pension Paper Generation
**Please Fill Details as per your Service Document] WW@WE’H@E% W’RW T-Q]

Employee From # Regular Employee Autonomous

Employee Code 010026529

Employee Details | Pension Details | Pension Address || Family Pension / Family Details || Nomination Pension || Service History || Salary History

Pensioner Personal Information

Pension For Super Annuation v Pension Category Civil Pension - Stat v

Actual Retirement 30-NOV-2019

Service Extension OYes®No

Identification Mark: hdsh|

* Bank : State 8ank of India v| = IFsc coge : SEIN0D16312 |
* Account Type ®Saving = Current * Account Number : ‘ ‘

Bank Branch : ‘ ‘

Previous  Continue

Fig - 232

6. Fill in the fields that are provided in the page named Pension address, once the entries are
made click on continue button provided in the page,

On clicking continue button user is directed to the next page,

Employee Details || Pension Details | Pension Address | Family Pension / Family Details || Nomination Pension || Service History || Salary History

Pensioner Address

Present Address:

* Address Type : (Rural ®urban
= State : [ uttarakhand v ~ District :
~rana = Toun -
~ Address Line 1: [0 | mdgessumez: | = pecose
Permanent Address [¥isame as Present Address
* Address Type :  (CRural ®@urban
= State : | uttarakhand v * District :
ot = Toun -

* Address Line 1 : |#%%!

| Address Line 2 :

Fig - 233

H

* Pincode : (246001
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7. Fill in the fields that are provided in the page named Family Pension/ Family details, User
can make changes in the details of the family if found in correct, once the entries and
changes are made click on save button provided in the page,

* Family Pension / Nominee Details will be deleted if you click None on Detail For{ et 329 / T
fees T NONE & & e Aot e For i =g )
|z| Pension For

| Spouse-Mrs Punam Belwal ®Regular CLTA

* Address Type :

CRural ®urban

Relation* [ spouse | salutation* [mrs |
First Name™ [punam | Mmiddie Name | |
Last Name [petwal | Date of Birth~ [ |
Aadhaar No.* | | Marital status= [ married |
PAN No. [ | Mobile no. [ |
Email 1d | | share percentage |

* District :

* Town : Dehradun (CB)

Address Line 2 : I:l * Pincode : (246001

* State : ‘ Uttarakhand
= Address Line 1: =
* Bank : ‘ State Bank of India

[v] = 1Fsc code : SBIND016312

* Account Type : ®saving = Current

* Account Number : ‘

Bank Branch :

‘23 LAXMI ROAD, DALANWALA, DEHRADUN.UTFAR‘

Save

Fig - 234

8. On clicking save button few fields regarding address gets added in the drop down of
window, user can enter the address and make changes in the address if found filled, as shown
in the image attached below: click on continue button,

On clicking continue button user is directed to the next page,

Email Id |

| Share Percentage

* Address Type :  (ORural ®Urban

* State : ‘ --Select-- |E|

saece- 1]

* Tehsil ;

* District :

ETTE—
s [

* Address Line 1 : ‘

e Y T —

* Bank :
* Account Type :

Bank Branch :

010026529

‘ Select

[v| *1Fsc code :

#saving = Current

* Account Number :

Mrs Punam Belwal

100 Delete

Previous Continue

Fig - 235
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8. In nomination pension page user can select any family member name that the employee
wishes to make the nominee. User can fill and edit left over fields, as shown in the image
attached below: click on save button,

= =
Employee From # Regular Employee Autonomous
Employee Code 010026525
Employee Details || Pension Details || Pension Address || Family Pension / Family Details | Nomination Pension | Service History || Salary History
Nomination Pension Details
®
. . (@]
Nominee Details ‘ Spouse-Mrs Punam Belwal |E| Pension For Pension
N Gratuity Commutation
Nominee
Relation™ | spouse [+] salutation* [trs [~]
First Name™ ‘Punam | Middle Name | |
Last Name [peiwal | pate of Birth [20-0cT-1966 |
Gaurdian First Name I | Gaurdian Middle Name [ |
Gaurdian Last Name ‘ |
Aadhaar No.™ ‘ | Marital Status™ | Married |E|
PAN No. | | Mobile No. [ |
Email Id ‘ | Share Percentage | 100|
* Address Type : (ORural ®Urban
« State : [Uttarakhand F “District:  [pehradun 3]
* Tehsil : Dehradun j * Town : Dehradun (CB) j

Fig - 236

On clicking save button few fields regarding address and account details gets added in the
drop down of window, user can update account number and address if found incorrect, as
shown in the image attached below:

Click on add row button,

Aadhaar No.* | | Marital Status™ | Married |z|
PAN No. | | Mobile No. | |
Email Id | | Share Percentage | lﬂﬂl
* Address Type : ORural ®urban

* State : ‘ Uttarakhand |E| * District : u
* Tehsil : u * Town : Dehradun (CB) ﬂ

aejs ‘ Address Line 2 : I:l * Pincode : |246001

* Address Line 1 :

* Bank : ‘State Bank of India |z| * IFSC Code : ‘SEINDDI&SIZ ‘
* Account Type : (@saving ()Current * Account Number : ‘ ‘
Bank Branch : ‘23 LAXMI ROAD, DALANWALA, DEHRADUN.UWAR‘

Add Row

[sL.No JRelatior]Name]DoBMarital Status|Gaurdian NamelPension PercentageBank Namellfsc codela/c NoJState NameDist Name]ward/VvillagefaddresslSelectDelete]

Fig - 237

On clicking add row button detailed list of nominee entered in the above page appears in the
tabular form, as shown in the image below:
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Select the row in the table,

Click on continue button, user is directed to the next page,
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© Addrass Iype :

~ State :

“ Tehsil :

* Address Line 1 :

~ Bank :

* Account Type :

Bank Branch :

(Rural (®Urban

~ Districe : [--seiect -

[Uttararhana
[~-saiect—- [7]

\ Acerasa a2+ | -

=1

- Town : [ Seiect -

[ Satact ~ 1FsE coda ¢ I |

@Saving CCurrent * Account Mumber : [ |

Marital |Gaurdian | Pension Bank Dist
SL.No [Relation|Namea DoB el Parcantagelname| Ifec Sode A/c No. |State Name| EF  |ward/villageladdress Selectpalate
[State]
punam 29- Bank Behradun
1 |spouse ::m:: ocT 1sss | Married 100 o pBINOO 16312, |uttarakhandoenradun| laeisi, =] Pelate
India

Fig - 238

9. In service history page, details filled in the service book module is displayed, fields are
made editable so that the user can make changes if found in correct, by using add row button
user can add on the rows in the table shown below. User can fill and edit fields,

Click on continue button, user is directed to the next page

Employee From

Employee Code

010026529

Pension Paper Generation
**please Fill Details as per your Service Document( Fr0AT 30 TaT GXATAW & AR [Ga<0 H)

® Regular Employee Autonomous

=1

‘ Employee Details

Pension Details

Add Row

Pension Address || Family Pension / Family Details || Nomination Pension

Service History | Salary History

1 ||11-Mar-1| | |Class 1 +| | Uk secretav| | Accountan v | |oOther ~| | [oTPE on buty v @ves No | |osadngsh |||
2 | [30-nov-2| | [Class T v | [UK Secreta~| | [Account 01~ | |Uttrakhanc v | | [pTPE On Duty v @ves No |thsdhlq'h | | ‘

Previous Centinue

Fig - 239

10. In salary history page, details filled in the service book module is displayed, fields are
made editable so that the user can make changes if found in correct, by using add row button
user can add on the rows in the table shown below. User can fill and edit fields,

Click on continue button, user is directed to the next page

Employee From

Employee Code

| Employaa Datails

010026529 | |

Add Row

=*Please Fil Detail;

.......

= Regular Employee Autonomous

Nomination Pansion H Sarvice History | Salary History

Pansion addrass

Pansion Datails Family Pansion / Family Datails

1| [1i-mar-1| | [with Pay  «| [ [Firen <] | [2610-35.«| | [Naw Pi ~| | (3000 || [me ~| e No 150 o [ || =
z |[o1-dan-21| | [with Pay «| | [sSixth 5 «| | |5200-20:+| | |[New P:«| | 20000 || [me ~]| o Mo o 2000 | ||
3 | [o1-san-2i | [with pay | [ [seventi~| [ [44900-13-+| [ New P~ | [s0s00 | | [ne ~| e o o o [ =
4 | o1-3an-2) | [with pay | | [ seventi~| | [44900-1: | | [New e~ | (52000 | | (e ~| e o o o \ || s

Previous

continue

Fig - 240
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4.4.5.1.2 Salary Entry

11. User can access salary entry page as shown in the image below:

Vender Bills (12)

Payroll Approvals (0)

Data Entry -

Reports

IFMS G.O N

IFMS G.O0 N

IFMS G.O NO:

&1rms

o, Utarakhand

Pension Entry
salary Entry

Revised Pension

Pre-2016 Pension Fixation
Pension GPO (After Death)
132 dated 29 March 2019

pcL)

Employee Claims/Advances

Failed Payments(0}

e S

Fig - 241

Bills Pending for Approval

To Know Processing of IFMS Please Click Here
(IFMS Instructions)

P

12. User has to enter employee code, click on search button; user will be able to the screen
with the detail of last10 month salary taken, as shown in the image below: again the fields
are made editable so that user can make changes according to the requirement.

Click on continue button, user is directed to the next page

Employee Code © 010028529 |
o « 07.AuG-1962 Do mMaR-1985
poo / ok : 30-NOV-2019
Pension salary history | Pension Other Details/Pravaus Pension H Provisienal/Graduaty Pension || Loan/Recover v Datail || Pansion || ‘
~ plassae fill antitlements as per your pay commission
1 [cyba ~| | [piractor Traasur: v Pa | Nov-2018 | eeeon N o || ol || ol || 1eazz |
2 [eyba ~| | [piractor Traasur yPav|| oct-z019 | seeco 1] of | | of | | of [[  1eazz ]
a [Cyba ~] | [Diractor Tramsun v Pa v Sep-2018 [ sesan| | | ol || ol || of || 11502
“ [Eybe ~| | [Director Treasur v Pe | Aug-2019 [ socoo)| || ol || ol || ol | 11592
s [eyba ~| | [piractor Tramsur v Pa | ul-z019 [ sssao] | | of | | ol || of | | 11892
& | lcybe ~] | [Dirastor Treasury Pa | Jun-z018 [ sooo0] | | of || of | | of || 11502
7 [cyba ~| | [Birector Traasur v Pa | May-2019 [ asssoo| | | ol || ol || ol || 11502
B [Eybar ~| | |pirector Traasury Fa | Apr-z019 [ sseoo| | | of | | of | | of || 11592
o [eybe ~| | [pirector Treasur v Pa | Mar-2019 [ sssao] | | ol || ol || of || 8694

Fig - 242

13. In Pension other details/ Previous Pension page, user has to fill few fields like
commutation percentage, district and treasury that are essential for processing the pension,
as shown in the image below:

Click on continue button, user is directed to the next page

Employee Code :

010026529 ‘ ‘

pos : 07-AUG-1962 DoJ ¢ 11-MAR-1985
poo / DOR : 30-NOV-2019
Pension Salary history | Pension Other Dotails/Prevous Pension | Provisional/Graduaty Pension || Loan/Recovery Details || Pension Calculations || Pensioner Documents
Pansion 2 ®yas N
Dy ofe B feng 2ord) W Aoy
Districts | pahradun ~ [Treasury: | Cybar ~
Cves
Gallentary / Prasidantial Award = Gallentary Amount
®@No
Commutation (%) |20
Other Service Details Countable
for Pansi Before DOJ) (fHury & as ®No

4
forg are Sarart @ faawor (poy @ aed)

Fig - 243
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14. In Pension/ gratuity Pension page, user has to select provisional pension and provisional
gratuity yes or no as per the requirement, as shown in the image below:

Click on save button, user is directed to the next page

Approval ~ | Entitlements ~

Income Tax ~ Budget ~ Pension ~

Pension Salary Details

Employee Code : 010026529

poB : 07-AUG-1962 DOl : 11-MAR-1985
pOD /DOR: 30-NOV-2019
Pension Salary history || Pension Other Details/Prevous Pension | Provisional/Graduaty Pension | Loan/Recovery Details || Pension Calculations || Pensioner Documents
(SO

Provisional Pension:
YesNo

o®

Provisional Gratuity:
YesNo

Prevous Save

Fig - 244

15. In loan/ recovery details page, user has to select if recovery is to be done yes or no as per
the requirement, as shown in the image below:

Click on save button, user is directed to the next page

Entitlements ~ Income Tax ~ Pension ~

Approval ~ Support ~ Payroll ~

Pension Salary Details

Employee Code : 010026529
DOB: 07-AUG-1962 DOl 11-MAR-1985
DOD /DOR: 30-NOV-2019

Pension Salary history Pension Other Details/Prevous Pension Provisional/Graduaty Pension Loan/Recovery Details Pension Calculations Pensioner Documents

Recovery: O¥es ®No

Prevous Save

Fig - 245

16. In pension calculation page user has to select gratuity and commutation amount details,
as shown in the image below:

Click on save button, user is directed to the next page

Pension Salary histary H Pension Other Details/Prevous Pension H Provisional/Graduaty Pension ” Loan/Recovery Details | Bension Caleulations | Pensioner Documents
Pravistonal o Provisionsl Gratuity : © Loan Racoven v: o Departmental o
Pansion : Recovery :
Total Servica
vaars : 34 8 pays 20
Total Boys Service
ears : o Days o
: o Days o
Non Qualifying Service
o o Days = o
alifying Sarvice
e Days 19
56600 56600
48300
1958121 28980 Commutad Amount : 19320
1864863
asz00 28080 FAMILY _REDUCE_DATE 3 29-NOV-2026
G To Be Paid F Ul (g1 %TarT) >~
Amount To be Paid = 1864863 Lattar Number © 123
Latter Date : 07-Mov-2019 sdhh
Commutation To Ba Paid ) -
Amount To be Paid 123
Letter Date : 06-Mov-2019 chlectit
Sanction Authority : Head of Department <
R
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17. In pensioner document page user has to upload the documents that are essential for

generation of pension papers, documents like pensioner image, pensioner signature,
pensioner thumb, indemnity & annexure, as shown in the image below:

Click on save button, user is directed to the next page

Pension Salary Details

Employee Code : 010026523
DOEB : 07-AUG-1962 DOJ: 11-MAR-1985
DOD / DOR : 30-NOV-2019

Pension Calculations Pensioner Documents

Provisional/Graduaty Pension

Loan/Recovery Details

Pension Salary history

Pension Other Details/Prevous Pension

Upload document with extension .jpg,.jpeg,.pdf with 2MB size.

O i Tamge i i Tl ity &

Indemnity & Anexure B nio i

Remarks: Upload

SUCCESS: FILE SAVED

S.No File No File Name Remark View Delete
1 a WhatsApp Image 2019-10-30 at 11.45.45 AM.jpe View Delete
2 3 WhatsApp Image 2019-10-30 at 11.43.57 AM.jpeg View Delete
3 2 RBI SAL.jpg View Delete
a 1 WhatsApp Image 2019-09-12 at 3.20.50 PM.jpeg View Delete

Prevous Save

Fig - 247
4.4.5.1.3 Pension paper

18. User can access pension paper page as shown in the image below:

Payroll ~ Pension ~

Data Entry =

Reports ~ Pensicn Papers
Difference Check From Previous Montl
IFMS G.O NO. 12¢ DCL)
Check List
IFMS G.O N EORM 4
IFMS G.ON  pension Annual Statement

IFMS G.O NO. 132 dated 29 March 2019

Fig - 248

o, Utarakhand

19. User is directed to the page shown below: enter employee code and click on show report

button, further user is able to print the pension paper

Approval + | Entitlements » Payroll + HRMS M (CDS +
Pension Reports

Employes Code: ‘010026529 Employee Name: Mr Gajendra Dutt Behwal

Show Reports

Fig - 249
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4.4.5.1.4 Approval of Pension paper

Approval process of pension is discussed in the approval module above, kindly refer to
approval module. Approve from all the three levels that is operator, supervisor and officer,
further the pension paper is pushed to sanction treasury for generating authority.

4.4.5.2 Processing of Revised Pension Cases

Follow below mentioned steps for processing revised pension:

Execution steps: click on pension—>Data entry-> Revised Pension—>Fill in the forms—>approve
Pension paper from all the three levels

4.4.5.2.1 Revised Pension

1. User can access pension entry form as shown in the figure below:

“ s Fenston Eniry -

Reports ~ Salary Entry

Pending Activity

Vendor Bills (3) Revised Pension
IFMS T pre-2016 Pension Fixation

Payroll Approvals (0) S S S I — IFMS 6.0 NO. 128 Pension GPO (After Death)  DCL)

[ U O & sfartd oft df i e A ol d i IFMS G.0 NO. 130 dated 29 March 2019
EplEEs g mE IFMS G.O NO. 131 dated 29 March 2019

[2. New Update 1- TR TX UF 2.0 TidedaR & SEifi

[ @ e T 21 2 A ER &
Failed Payments(0)

Budget Status

Bills Pending for Approval

To Know Pracessing of IFMS Please Click Here
(IFMS Instructions)

For [FMS User Manual Click Here

Fig - 250

2. User is directed to new page, enter employee code and click on search button, as shown
below

Aoproval » | Enttements » Payrol» HRWS » ICDS »

Pension Paper Generafion
e o ‘mwz&ao&

Fig - 251
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Page 1 Employees detail page, contains the detail of pensioner and pension that the
pensioner is drawing, as shown in the image below:

Pl || Bt m BT = it m HOER

.
1

Pension Paper Generation

Employee Code 010026908

Employee Details Pension Revised Detail Revised Pension Calculation Print Reports

=

Employee Name:
Employee DOB
Employee DOJ
Employee DOR
Pension Type
PPO Number

Mr Shankermani

25-MAY- 1989
30-06-2019 00:00:00
Super Annuation

Calculation

Pension 29300

Pension Commuted 11720

Pension After Commutation 17580
Commutation 1152404

Gratuity 984480

Bank Details

Bank State Bank of India
Account No.

IFSC Code SBIND010164

Fig - 252

Page 2 Pension Revised detail page, here user can make changes or we can say revise the
case, by updating basic pay, DA, select pay commission, revise for, commutation, gratuity

and even can update the treasury from where the pension is drawing, as shown in the image
below:

Click on continue button, user is directed to the next page

Approval = | Entitlements = Support * | Income Tax « Bills =

Payroll

Budget

Pension ~

Pension Paper Generation

Employee Code 010026908

Employee Details | Pension Revised Detail

Pension Revised Detail

Revised Pension Calculation || Print Reports

Pay Commision
Revised For

1 Cyber

Seventh State

Revised Pension

Director Treasury

JUN-2019 ‘

11560
Pension Entitlement
DDun
Pension Treasury Description
Treasury ‘O,'ber v
Commutation(%) ®ves_No
Graduity ®vesONo

Previous ~ Continue

Fig - 253

Page 3 Revised Pension Calculation page, here user can view the detail of the pension that
was drawn earlier and the pension that is updated and will be given, as shown in the image

below:
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Click on continue button, user is directed to the next page

st 1t e ] e =
Pension Paper Generation

Employee Code 010026908
Revised Pension Calculation | Print Reports

Employee Details || Pension Revised Detail

Revised Pension Calculation
Pension Revised @ SUCCESS DATE SAVED
Pension 29300 34000
Graduity 984480 1193400
Commutation 1152404 1337261
Pension After Commutation 17580 20400
Service Gratuity 0 0
Family Basic 29300 34000
Family Reduce Basic 17580 20400
Family Reduce Date 02-JUN-2026 02-JUN-2026

Previous  Continue

Fig - 254

Page 4 Print reports page, here user can print the pension paper generated, by clicking on
print button.

Pension Paper Generation

Employee Code 010026908

Employee Details Pension Revised Detail Revised Pension Calculation

Print Reports

Revised Pension Calculation

010026908 Mr Shankermani Print

Report

Print
Previous

Fig - 255

4.4.5.2.2 Approval of Revised Pension paper

Approval process of pension is discussed in the approval module above, kindly refer to
approval module. Approve from all the three levels that is operator, supervisor and officer,
further the pension paper is pushed to sanction treasury for generating authority.

4.4.6. Budget Module

Budget module helps for planning the estimates of future expenses and revenues based on

projected plans and activities of the state. It provides target setting and estimating revenues,
and allows from time to time review and take corrective action in terms of revised estimates.
GoUK’s Budget is one-year comprehensive financial plan that allocates resources based on the
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requirement of different departments of the state for the financial year. Budget management
shall facilitate monitoring the utilization of budget allotted to various departments.

4.4.6.1 Budget Demand

In order to demand the budget online for next financial year, the user can make use of the
demand portal. Enter the grant no, scheme code, budget type, HOD, financial year, demand
amount and save the details.

4.4.6.1.1 Placing Demand

1. User can access demand form as shown in the figure below:

L

Pata = Budget Surrender

Reports = CCL DCL -
Eendius oty “ — o

Demand
Vendor Bills (0)

Payroll Approvals (0) IFMS Training(For DDO) Letter

IFMS G.O NO. 129, dated 29 March 2019 ( CCL DCL)

R IFMS G.O NO. 130 dated 29 March 2019

Failed Payments{0}

Bills Pending for Approval

[To Know Processing of IFMS Please Click Here
(IFMS Instructions)

Fig - 256

2. Fill in the fields related to budget demand like grant no, major head code, scheme code,
financial year and file no, as shown in the image below:

DDO Demand (Forecast)

Select Action *®Datalnpt /Upload Documents . Report
Grnt o o PO AR A v Mor e Coce: H053-CAPTALOUTLAY N PUBLICWORKS 1|
cheme Codz: ‘4059010510200 " Voted/Charged : ‘Voted "
HOD ‘42?9-Direct0r,Treasur'|e5J Pension & Entitlements "‘ Budget Type: ‘Main Budget "‘
Finandial Vear ‘2020-2021 "‘ File o M ‘
Demand ID: ‘NEW "‘

Delefe

Fig - 257
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3. Click on ok button, drop down the list of individual object code appears on the screen
enter demand amount and write the purpose for demand, further click on check amount
button, the sum total of amount demanded on all the objects code are calculated in the last
row, as shown in the image below

Select Action * Data Inpt " Upload Documents "'Report
Grant No.: | oo7-Ta9, 7=, e, Tiares gur e Ferd v ‘ Major Head Code : |4-059—CAP\TAL OUTLAY ON PUBLIC WORKS v |
Scheme Code : |4059010510200 v \ Voted/Charged : |V0ted '|
HOD | 4773-Director, Treasuries, Pension & Entitlements v ‘ Budget Type: | Main Budget T |
Financial Year : |2020—2021 v ‘ File No.: |1 |
Demand ID: | NEW ¥ ‘
ﬂ CANCEL [OEES
Grant - 007, &, e, Hieare au o7 el
Scheme : 4059-Tf1ep RT0T U2 Yol UIReAd 01-Office Buildings
051 02-FAR / U & W (40598080005 & R
we

1 |ssgEqfmmed 189000 0 189000 200000 [DEMAND View_Object_Detail

1 |a-srafaumfo e 0 0 0 100000 |5TAT\0NAR‘|’ View_Object_Detail

Total Amount: 189000 o RLES000 Eaeetl| Check Amount

Total Demand Amount for next Financial Year is Rs.300000

Fig - 258

4. User can also add object codes, as shown in the image below

Select Action ®Data Inpt *Upload Documents 'Report

Grant No. : | 0o7-fa, @, e, afrerers o = e v | Major Head Code : | 4058-CAPITAL OUTLAY ON PUBLIC WORKS v |

Scheme Code: |4059010510200 '| Waoted/Charged : |V0ted '|

- - - - - Training expences - {10) - .

HOD | 4279-Director, Treasuries, Pension & Entitlements | Admissibility Expences - (1)

Financial Year : |2020.2021 '| Pension - {12) |
Earn leave encashment - {13)

Demand ID |NEW '| Stationary and Printing - {20)

Office Furniture and Equipment - {21}

ﬂ CANCI General Office Expences - (22)
Rent,Fee and Ownership Tax - (23]

Errie 007-Fi5. T e, ARaET oY o Advertisement and Publicity - (24}
: F'T > Utility Bill Payment - (25
Scheme : 4059770 TR TR 010 Computer HardwareSoftware and peripherals purchase/Maintenance - {26}
051- 02-9) Professional Service Expense - (27}
0F Purchase of Official Vehicle - (28)

Operation of Vehicle Maintenance & Purchase of Fuel - (29)

1 |srmee f ﬁfﬂf P 7 Secret service expences - {31) T —
qsi 2w ec’ etall
Equipment Machine and Accessorie - (40} ol
Total Amount: 189000 o Food expenses - (41)
Other Depa a pense -
Medicine and chemicals - {43) A

New Ohject Code g Other Departmental Expen ¥ m

Fig - 259
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5. Click on save button, the amount entered for demand is saved and the message of success
appears on the screen, as shown in the image below

000 Demand (Forecast)

Select Acton " Dt Inpt ==
_— o @SUC[ESS:RECDRDCREATEDWTHBATCHIDDEM:U?UME?GIUOIOUOI AL U O AL ORS :
Sheme Cce: HERISII | O | e '

HoD 4079Directar, Treasuries Pencion & Enftlements ¥ Budget Type: Win Budget '
Financial Year: 000 T Flle bz 1

Demana 0 NEW '

Delete

Fig - 260

4.4.6.1.2 Uploading Document

After the demand id is obtained it is mandatory to upload document, like discussed in bills
module. Please follow below mentioned steps:

1. Click on upload document tab from the menu.
. New page is available on the screen.
. Select batch id that was created earlier from the drop down menu.

2
3
4. Select file to upload
5. Enter remark

6

. Click on upload button, pop up message of successful uploading of document is generated
on the screen

4.4.6.1.3 Reports

After uploading document, user can also view the demand made as described below:
1. Click on Report tab from the menu.

2. New page is available on the screen.

3. Select batch id that was created earlier.
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4. Click on select button.

Mlms

l arakhand

Select Action "'Data Inpt " Upload Documents * Report

DDO Demand (Forecast)

DEM:0700:4276:1911:0001

DD19110070124

14-NOV-2019

Select

A DEM:0700:4276:2001:0001

DD20010070002

07-JAN-2020

Select

©Copyright © 2008 Directorate of Treasury, Pension & Entitlement, Government of Uttarakhand. All rights Reserved 2019

Designed, Developed & Maintained By Indus Web Solution Pvt. Ltd.

Fig - 261

5. User can view the demand that was placed earlier in the form of report.

6. User can also click on print button, in order to obtain printed copy of budget demanded.

As shown in the image below:

DDO Demand (Forecast)

Select Action Data Inpt " Upload Documents * Report

DEM:0700:4276:1911:0001
DEM:0700:4276:2001:0001

/?\ IFMS

Uttarakhand
o

DD19110070124
DD20010070002

e "1 fasiT 99 - (2020-2021)
Treasury-Haldwani(0700)
DDO-Treasury OfficerHaldwani(4276)
HOD-Diractor, Treasuries, Pension & Entitlements (4279)

14-NCOV-2012
07-JAN-2020

Select

Select

T T -1 T 31§ $1-DD20010070002
3TEH HE - 007 3 fayrii &g

TiT UF f&A1%-07-1AN-2020

o e 4059-T® FET W GET Ther 01-Office Buildings
051-F=7m 02-FMWAIR / SUSEAIR & =0 (40598080006 ¥ RIFRNGT)
00
(Voted)
4 [ o0 ] 5 | 9 [ 0o ] 1 [ o ] 5 ] 1 [ o ] 2 ] 0 ] 0
AT A BT AH 1e] a<itg 94 @1 afideA Taity oy @1 wd STl &t ad @t | gl /i %) EIECT
l2-3r fquria =m I B 1,00,000) 10Q[STATIONARY
53-g4 Fafm e 1,89,000) 1,89,000 2,00,000 5.82DEMAND
Fa g 1,892,000 1,89,000] 3,00,000

Fad gis-nel | 3131 gR1 94 Al-Rs.3,00,000{Rupees Three Lacs Only)
Hie - g=ic #i 93 @=9 99 (2020-2021) 99 FyRTHE S 30 S (PEAR H 7 1)

Batch ID : DEM:0700:4276:2001:0001
Approval Status : Document Uploaded

[ e |
Fig - 262

4.4.6.1.4 Approval

Approval process of budget is discussed in the approval module above, kindly refer to

approval module. Approve budget id from all the three levels that is operator, supervisor and

officer, further the budget id is pushed to HOD level.
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4.4.6.2 Budget Surrender

In order to surrender the budget to the HOD that was allotted to the DDO, the operator can
surrender the budget using the budget surrender portal. This portal comprises of fields like
allotment ID, HOD (surrender to), budget type, grant no, major head code, scheme code,
financial year, file no.

4.4.6.2.1 Surrendering Budget

1. User can access surrender form as shown in the figure below:

_
nelements = EAge el m R mm
Reports =

CCLDCL Lapse
Vendor Bills (29) Demand

Pending Activity

Payroll Approvals (0) IFMS Training(For DDO) Latter
IFMS G.0 NO. 129, dated 29 March 2019 ( CCL DCL)
Employee Claims/Advances IFMS G.O NO. 130 dated 29 March 2019

Failed Payments(0)

Bills Pending for Approval

To Know Processing of IFMS Please Click Here
(IFMS Instructions)

Fig - 263

2. Fill in the fields related to budget surrender like surrender to, grant no, major head code,
scheme code, financial year and file no, as shown in the image below:

Approval » | Entitlements + Support + ReceiptChallan » | Payroll » m Budget v | HRMS » m

Budpet Surrender (DDO)

Allotment 1D : |NEW '| HOD(Surrender TQ). : ‘42?9-Direc10r,Treasur\es, Pension & Entitlements "
Budget Type: |MamBudgel v | GrantNo.: ‘DDT-W,W,WW,WWHWWW T
Major Head Code : |2054.@G]HTH&H?(@1W v | Scheme Code: ‘2054000‘371}300 T
Voted/Charged : | Voted ' |

Financial Year: | 0132000 v e ho.: W |

CANCEL
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3. Click on ok button, drop down the list of individual object code appears on the screen
enter surrender amount and write the purpose for demand, further click on check amount
button, the sum total of amount demanded on all the objects code are calculated in the last
row, as shown in the image below

Grant oo7-fre, @, Frdrom, aftverem aur sea dar
Scheme 2054 AT FUT TN TRITHT 00+
o87- os-aFrTTR SiftrETe
oo sftmr

PR <cove A1 |

04 . T T 7500 1400 6100 100

07 - "I 5000 5000 o 0

o8 - FETater T 275000 230142 aasss 100|

a|w|n|e

11 - Prae wrEet o oy 45000 a708 35292 100
= @

s 13 - TefroET a3 T 15000 5000 10000 ol

6 15 - TS @51 Harmn 3T 125000 114175 10825 o
ager anfa wh el

7 16 - ST w11 s 675000 585842 89158
warait & ferg e

a 27 - Tafaren =g wiegfd 150000 149728 272 100

9 47 - ATEET SHFT&T / 245000 173871 71129 100]
eretare} s T

Total Amount: 1542500 1274866 267634

Fig - 265

4. Click on save button, the amount entered for surrender is saved and the message of
success appears on the screen, as shown in the image below

Budget Surrender (DDO)

Allotment 102 NEW ¥ | HOD{Surrender T0).: 4779-Director, Treasuries, Pension & Enfitlements ¥

Budget Type: Mein Budget @ SUCCESS: RECORD CREATED WITH BATCH (D SUR0100:4275:2001.0001. fct- '

Major Head Codz : 54T T TR Ject v
e Close

Voted/Charezd : Voted '

Financial Year : 2019-2020 ¥ | FileNo.:

Fig - 266

4.4.6.2.2 Approval

Approval process of budget is discussed in the approval module above, kindly refer to
approval module. Approve budget id from all the three levels that is operator, supervisor and
officer, further the budget id is pushed to HOD level.

4.4.6.3 Reports

Reports portal provides us the details regarding budget. It consists of total 6 screens, which
basically elaborates the report of the budget. Following are execution steps to view budget
reports:

Execution steps: Click on budget—> Report—> Select the type of budget-> Fill all the required fields’
->Click on show report
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1. User can access the reports as shown in the figure below:

Data -
Reports -

1. Urgent STBTGE , ST ML, o Lr e awe oo sem smean Bna lated 29 march 2019
[ Global Budget

DDO Reconcilation

Employee Claims/Advances Budget Register{District Plan)
Fail ayments(0) I
Bills Panding for Approval

lated 29 March 2019

o Know Processing of IFMS Please Click Here
(IFMS Instructions)

[For IFMS User Manual Click Here

Fig - 267
1 BM-4

BM-4 stands for budget manual form 4. It is a register of allotment and expenditure by
disbursing officers. It provides us the date wise details of the voucher passed with the amount
followed with the total expenditure, till previous month expenditure, allotted budget, and
remaining budget.

1. User has to enter treasury, DDO, grant no, scheme code, month and year, as shown in the
image below:

Approval ~ | Entitlements ~ Income Tax ~ | Payroll ~ Budget ~ Pension ~

Budget Manual - (0a)

Treasury : [ eyber-1200 [+] DO | 4275 FrE=mmer SR Y8 14 5HeR] 2RTEA [~

Grant No : | 007 - far, &%, Friior, Sfearer auT o Sarid Scheme Code = ‘ 2054000950300:
Scheme Type: | Voted |E|
Menth : | pecember [w] vear: [2018 [~

Fig - 268

2. Click on show report button, BM 4 report is obtained on the drop down screen as shown in
the image below:

Budget Manual - 04 Month Of - [Dec-2019]

<Z>1IFMS « Sue Paraprashe 37, 313 & 2037

DDO - [4279- fydwmrerg sivarm dwre U werard) g Treasury - [Cyber(1200)]
A swn-007 - fa, oy, Fom, afearers o siva dardf
v witefos 2054 WO FrT A R 00--
095 -fra wur W e O3-warT e e fardt sfrer
30 ud fere St stmr
F) T o ) F) o o o = ) o E) T o o
Vouchar No.
Vveuchar Date oo b o | e ]e - e - [ I I I el |ofefole (= -
[ [ w |5 [= e |5 o b e - - P P e = [ VP 4 puil o P ) e M P
o [n - - = [& |& |= a = = g S o P O w o [= Flele |- |-
E = - o e [w |a & = |- P P S g - w o [= |w ™
e e o |e |of- [ o | |= e o | o o o |- - = [e [o |o -
“ o |& fa [= [= = |= |- Eluwfale|=]o | |o|e wle [ | |= [
= v |- o [m|gfe F o= [= wlu e [o|c |u = [a s = |ale |o |- [« |
- || - = [c fa |= = |= el i b P = Pl (e P P b
b= |a R A A e T e = e e e e |
o P =~ = = = = o v o o e e o e e o | e CE N S SN O ) A S O O Yol o
! |Bzosa000s
05-DEC-2019 il fn
[ |jpzosa0000
05-pEC-2019 = =
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BM-5 stands for budget manual form 5. This form allows DDO to get access to the detailed
information of bill date wise, details like the bill no, voucher no, amount, deductions, UTR
number, date of voucher generation, head code from which the amount was deducted etc. It
is also called reconciliation statement. DDO is expected to verify this form every month to

ensure that all the amounts drawn by him from the treasury have correctly been entered.

1. User has to select month and year, as shown in the image below:

December

Approval v | Entitlements » m Support » Payroll » M Budget v | HRMS ~ m ICDS »
DDO Reconsilation (B.M. - 05)

Month :

V| Year: 2019

Fig - 270

2. Click on show report button, BM 5 report is obtained on the bottom of the screen as shown
in the image below:

]
Integrated Financial Management System (IFMS)
Government Of Uttarakhand
Form B.M. -5
See Paragraphs 97 to 101 & 114
B.M. - 05 For The Month Of : December - 2019
DDO Name : Director Treasury Treasury Code : 1200 Treasury Name : Cyber DDO Code : 4279
Pension Entitiement DDun
Sl.No. Bill No. Voucher | Voucher | Grant | Account Head |Charged| Gross Total |NetAmount| Cheque Number | Date Of | Cheque (Remark Of|
No. Date No. Code / Voted | Amount |Deduction Cheque | Amount | DDO For
Correction
1 351/ B20540004|  05- 007 [205400097030016 Voted 30,480 3,048 27,432 U000000743284850 05- 27,432
0P1200427512191003 DEC-2019 DEC-2019
2 33/ B20540005|  05- 007 [205400095030004 \Voted 2,425 - 2,425 U000000743275436 05- 2,425
CB1200427912191000f DEC-2019 DEC-2018
3 ! B20540006|  05- PAC [800901101010000| Voted 1,00,000 - 1,00,0000 U000000743279438 05- 1,00,000
{AB1200427511191001 DEC-2019 DEC-2019
4 350/ B20540007| 05- 007 [205400097030016 Voted 35,360 3,536 31,824 U000000743696088 06- 31,824
0P1200427812191001 DEC-2019 DEC-2019
5 355/ B20540008| 05- 007 [205400095030016 Voted 1,89,000 - 1,85,0000 U000D0DD743254844 05- 13,500
0P1200427912191006| DEC-2019 DEC-2018
[ 355/ B20540008|  05- 007 [205400095030016 Voted - - 4 U000000743284830 05- 13,500
0P1200427512151006) DEC-2019 DEC-2019
7 355/ 520540008 05- 007 [205400095030016 Voted - b 4 U000000743284822 05- 13,500
0P1200427512191006) DEC-2019 DEC-2019
] 355/ B20540008|  05- 007 [205400095030016 Voted - - 4 U000000743284824 05- 13,500
OP1200427512191006) DEC-2019 DEC-2019
] 355/ B20540008 05- 007 (205400095030016 \Voted - - 4 U000000743284828 05- 13,500
0P1200427512151006) DEC-2019 DEC-2019
10 355/ 520540008 05- 007 [205400095030016 Voted - b 4 U000000743284832 05- 13,500
0P1200427912191006| DEC-2019 DEC-2018
Fig - 271
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3. Budget Surrender

Provides us the details of the budget that has been surrender scheme wise, details like

surrender id, scheme code, letter no, letter date and the amount surrendered.

o, Utarakhand

1. User has to select financial year, grant no, major head code, scheme code, budget type,
list of budget surrender in the scheme appears on the screen, as shown in the image below:

Budget Surrendered

Fin Year: [2019-2020 v/ Grantno.: | 007 fare, B, Fiiom, wierare qut o= Sart v
Major Head : ‘ 2071 SEF a1 W@wﬁqﬁ[%ﬁw El Scheme Code : ‘ 2071012000600
Budget Type : ‘ Main Budget

i, SUR:1200:4279:1907:0001 2071012000600 DS15070070001 06-JUL-2018 Select

Fig - 272
4. Budget Register

As per budget manual 2012, a DDO is also expected to maintain a budget control register in
the form of B.M. 11. This report provides DDO the details having scheme wise details of the
amount that has been allotted, expenditures that took place and the remaining amount, with

the voucher details of the expenditure and allotment.

1. User has to enter date from and to, as shown in the image below

Budget Register

From Date [o1-apr-2019 | 7o Date: [10-1an-2020

Report Type @Register (Summary

Fig - 273

2. On clicking submit button, drop down the screen with budget register appears, as shown in

the image below

Budget Register

Budagct Register
Period 01-Apr-2019 To 10-Jan- 2020

....... v DU Traasury : { 1200 ) Cybar

Scheme (007 | 205400003030020 MB Object Code (20

Si. No. I Barticuinr I Date I Ralanse Amt, | Expenditure | Balance I Remarks
1 H20010070054 G IAN-2020 2.,00,00,000 2,00,00,000
Total | Z,00,00,000] g 3,00,00,000]

Scheme (007 | 205400095010216 ME Object Code (16

Remarks

Si. No. Particular At
1 Hi5050070041 15 MAY-2010 24,006,000 - 24,600,000

2 820540047 16-MAY-2010 - 1,24,534 22.75,486 VP1200427905192018

3 B20540048 16-MAY-2010 - 19,28/445 3lazi021 VP 1200427905192010

a 820540007 03IUN-2019 - 2,009,250 17,770 OP 120042790615 1000
Total I 24,00,000] 32,62,229) 107,771

Schame (007 | 205400095010244 MB Object Coda 144

Fig - 274
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4.4.7. Income Tax Module

This module deals with income tax returns of the employees. System shall have various forms
to be filled by employees.

Execution steps: Click on income tax—> Select the type of report.

1. User can access the reports as shown in the figure below:

Sup| ol a Payroll ~ 3ills e HRMS ~ Gi
e =
26Q report
IFMS Training(For DDO) Latter
Is (12) 240 (Monthly)
IFMS 6.0 NO. 129, dated 29 March 2019 { CCL DCL)

1. Urgent TETET , HTgas] Hare derEr & e e ) o gra
faeras .. IFMS G.O NO. 130 dated 29 March 2019

IFMS G.O NO. 131 dated 29 March 2019

IFMS G.0 NO. 132 dated 29 March 2019

T I —
ing for Approval

, [To Know Processing of IFMS Please Click Here
L LEnas 1nerecrinne

Fig - 275

24Q report provides the quarterly detailed report of amount deducted in income tax by the
DDO of the individual employee in the organization, along with the detail of taxable amount,
employees PAN no.

1. Click on show report button, shown in the image below:

Approval ~ | Entitlements ~ 3 Income Tax = | Payroll | Bills » Pension «

24 Q Report

Fig - 276

2. New window opens up as shown in the image below: select financial year and period, click
on get button

Fig - 277
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3. 24 Q form is obtained as shown in the figure below: user can access the printed copy of

report
Form No.
(See section 192 and rule 31 A)

1. (a) Tax Deduction Account No
(b) Permanent Account No
(c) Financial year 1 2019-2020
(d) Assessment year : 2020-2021
(d) Has any statement been filed eariler for this quarter (Yes/Nao) : No
(e) If answer yes to (e), then Provisional Receipt Mo. of original
statement

2. Particulars of the deductor (employer)

(a) Name : Director Treasury Pension & Entitlement DDun
{b) Type of deductor : DDO
{c) Branch/Division (if any) : Finance
(d) Address : Dehradun
E-Mail : treas-ua@nic.in

Telephone No.

3. Particulars of the person responsible for deduction of tax
(a) Name : Director Treasury Pension & Entitlement DDun
(b) Address : Dehradun
E-Mail : treas-ua@nic.in
Telephone No.
4. Details of tax deducted and paid to the credit of Central Government:
Sr Total tax deposited Rs. ue/DD BSR Code Date on which tax Transfer Weather TDS
Mo (if any) deposited hallan | deposited by
serial No. book e
Yes/No
Total
5. Details of salary paid and tax deducted thereon from the employee:
.
Fig -278
Challan Serial No. DDun
Section under which payment made TAN |
Total TDS to be allocated amoung 391500
Interest
Others
Grand Total
Sr. | Employee Pan of MName of Date of Taxable TDS Surch | Edu Cess |Total tax |[Total Tax | Date of | Date of
No | reference the employee payment | amount on arge deducte | deposite | Deducti | Deposit
no. employee credit | which tax d d Rs. on
provided by deducted Rs.
employer Rs.
1[010026529 Gajendra Dutt 351906 30000 1] 1] 30000
Belwal
2|010026911 Mohd Suleman 221634 9000 [v] [v] 2000
3[010026917 Kailash Chandra 182220 7500 0 0 7500
Garola
4[010027314 Ramesh Prasad 198786 6000 0 0 6000
Run at 1/13/2020 1:25:43 PM Page No 1 of 2

5010086300 Trilok Singh Negi 307134 30000 V] V] 30000
6|010090517 |. Swati Anand 136650 3000 0 0 3000
7|010000527 P C Khare 144647 36000 0 o] aso00
8|010096055 Pankaj Tewari 691458 120000 o] 0| 120000
9010097396 “|Arunendra Singh 582948 105000 V] 0] 105000
(Chauhan

10{120026527 Rajendra Singh 352086 45000 o] o] 45000
Total 3169469 391500 0 0] 391500

Fig - 279

Integrated Financial Management System ( https://cts.uk.gov.in )

127

Back


https://cts.uk.gov.in/

DDO User Manual

&1rms

o, Utarakhand

26Q report provides the quarterly detailed report of amount deducted as income tax by the
DDO of the individual Firm, along with the detail of taxable amount, and PAN number of the

firm.

1. Click on show report button, shown in the image below:

Approval v | Entitlements v Support Payroll ~ Budget = | HRMS ~ 1CDS ~ m
26 Q Report

Show Report

Fig - 280

2. New window opens up as shown in the image below: select period and year, click on get

button

CJ

@ Notsecure | 164.100.146.39/newrpt/IWS/TAX/rptForm26Q.aspx

26Q

[Quarter 1st(Apr-May-Jun) ¥ |[2019 =

| show Report |

3. 26 Q form is obtained as shown in the figure below: user can access the printed copy of

report

Fig - 281

(e Form No.

E-Mail
Telephone No.

(a) Name

(b) Address

(c) E-Mail

(d) Telephone No.

4 Control totals:

1 (a) Tax Deduction Account No

(b} Permanent Account No

Form No. 27A

Form for furnishing information with the statement of deduction/collection of tax at source filled on computer media

for the period From 01-Apr-2019 To 30-Jun-2019

(d) Financial year : 20192020
) (e) Assessment year : 20202021
. 260 (f) Previous Recipt Number

(in case return/statement has been filed earlier)

z Particulars of the deductor (employer)
(a) Name : (4279) Director Treasury Pension & Entitlement DDun
(b} Type of deductor : DDO
(c) Branch/Division (if any) : Finance
(d) Address : Dehradun

: reas-ual@nic.in

3 Particulars of the person responsible for deduction of tax

: Director Treasury Pension & Entitlement DDun
: Dehradun

: reas-ua@nic.in

I Sr No IND of deductee / party record Amount paid Rs. | Tax deducted / collection Rs. Tax depus:(zd]

Fig -282
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260 1st Quarterly Income Tax Statement 01-Apr-2019 To 30-Jun-2019 T.D.S. Tan No. - MRTDO1117E
Sr Voucher Date of Pan no. of MName of Vendor Taxable amount on TDS Edge
No. Number payment WVendor which tax deducted.
1 B20540016 |25-Apr-2019 M/S GLOBALVISION POW| 176396 2990 0
2 B20540017 |25-Apr-2019 R K ENTERPRISES 32344 550 0
3 B20540019 | 26-Apr-2019 | M/S GLOBALVISION POW| 6537 111 0
4 B20540016 [08-May-2019 |. R K ENTERPRISES 32344 549 0
5 B20540021 [14-May-2019 | National Informatics Center S 4500563 381404 0
6 B20540047 |16-May-2019 ‘| National Informatics Center § 124534 1496 0
7 B20540048 |16-May-2019 National Informatics Center S 1928445 163428 0
8 B20540060 |28 -May-2019 M/S UTTARAKHAND ENT] 3830 77 0
9 B20540083 |31-May-2019 M/S GLOBALVISION POW| 15226 262 0
10 B20540010 | 03-Jun-2019 |. 1 M/S LIPI DATA SYSTEMS 128979 10931 0
11 B20540012 | 08-Jun-2019 | M/S GLOBALVISION POW| 170396 2990 0
12 B20540021 | 12-Jun-2019 | M/S VINNYTECH INFRAS 522282 52228 0
13 B20540022 | 12-Jun-2019 |I M/S HIMANSHU AND COM 14750 295 0
14 B20540040 | 22-Jun-2019 ANKIT RAWAT 18450 185 0
15 B20540042 | 22-Jun-2019 | UTTARANCHAL ELECTRI 3620 36 0

Fig - 283

24Q (Monthly) provides the month wise detailed report of amount deducted in income tax by
the DDO of the individual employee in the organization, along with the detail of taxable
amount, employees PAN no.

1. Click on show report button, shown in the image below:

Approval ~

Entitlements ~

Income Tax ~

Payroll ~ Budget ~

Pension ~ | ICDS ~

Show Report

Fig - 284

2. New window opens up as shown in the image below: select period and year, click on get
button

P e i ————

| Get | | cancer |

Fig - 285
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3. 24 Q (monthly) form is obtained as shown in the figure below: user can access the printed

copy of report

Form No. 24Q
(See section 192 and rule 31 A)
1. ({a) Tax Deduction Account No
(b) Permanent Account Mo .
({c) Financial year 2 2019-2020
(d) Assessment year o 2020-2021
({d) Has any statement been filed eariler for this quarter (Yes/MNo) - Mo
(e) If answer yes to (e), then Provisional Receipt Mo. of original
statement
2. Particulars of the deductor (employer)
(a) Name : Director Treasury Pension & Entitlement DDun
(b) Type of deductor DDO
{c) Branch/Division (if any) Finance
({d) Address Dehradun
E-Mail : treas-ua@nic.in
Telephone No. :
3. Particulars of the person responsible for deduction of tax
{a) Name : Director Treasury Pension & Entitlement DDun
(b) Address Dehradun
E-Mail : treas-ua@nic.in
Telephone No. :
4. Details of tax deducted and paid to the credit of Central Government:
| Sr |To‘la| tax depeosited Rs.| Cheque/DD BESR Code Date on which tax Transfer Weather TDS
Mo (if any) deposited voucher/Challan deposited by
serial Mo ook entry?
BN B - ) A B - o4 e ey Rl ron Lo e =l
Mo | reference the employee payment | amount on arge deducte | deposite | Deducti | Deposit
no. employee credit which tax d d Rs. on
provided by deducted Rs.
employer Rs.
11010026529 |. Gajendra Dutt 122132 10000| 0 0} 10000
Belwal
2(010026536 Man Mohan Lal 106151 Sﬂﬂl}l 1] 0 6000
31010026911 |, Mohd Suleman 76893 EDﬂl)l 0 0 5000
4010026917 ‘|Kailash Chandra 63190 3000 1] 0 3000
Garola
Run at 1/113/2020 1:33:22 PM Page No1of 2
5|010027314 Ramesh Prasad 68042 zmol ul o 2000
6010086300 Trilok Singh Negi 106623 1UDUD| I]| 0} 10000
7010090517 Swatll Anand 47375 1DOD| I]| 0 1000
8010090527 P C Khare 120741 4UDUDI I]l 0] 40000
91010096055 Panka] Tewari 240176 4UDUD| I]| 0] 40000
10(010097396 ‘Arunendra Singh 202381 35000 0 0] 35000
Chauhan
11]120026527 Rajendra Singh 122192 15DUD| I]| 0] 15000
12(47530210M|. Manoj Kumar 76805 1000| 0 0 1000
00013 Pandey
Total 1413706 168000] 0 0 168000
Fig - 286
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4.4.8. MIS Module

This module provides the user with various kinds of reports that are necessary to track the
payment related details.

Following are different kind of reports available under MIS menu:
4.4.8.1.11C Register

1. User can access the reports as shown in the figure below:

11C Register

UTR Detail L
From Date : ] To Date : 14-Jan-2020
Bill Status Report E

Pay Bill Status Show Report

Payment Status Report
[ SRR AR EP SR | (; Treasury, Pension & Entitlement, Government of Uttarakhand. All rights Reserved.2019

Voucher List ned, Developed & Maintained By Indus Web Solution Pvt. Ltd.
Search Payment

Status Report

Major Head Wise CTR

Check Pension Status

Fig - 287

2. User is directed to the page shown below: enter from date and to date, as shown in the
image below:

From Date : 01-Apr-2019 To Date : 31—May—201‘3\

Fig - 288

3. Click on show report button, drop down the screen report is generated that contains the
11C number wise list of bills passed in that particular time period, as shown in the figure
below:

- -
/;0\-\ 11-C Register
~ Il MS DDO : 2551 Senior Superintendent of Police Dehradun
= S 3
weibwe Uttarakhand Period : 01-Apr-2019 To 31-May-2019
SlINo. Particular of Bills Scheme Gross Amount Deduction Total Net AmountVoucher No.| Date Payment
Deduction beneficiary |Status/Remark]
puiy Paybill |Other then Pay TDS GST| TDS IT
Paybill _|Deduction
1 I00001/PB0100255104191000[205500001040001 6516647 595815 9,95,815| 55,20,832| A20550017 |09-APR-2019 303
2 l]EIUUHIF’EEIIEI[I2551EI4191EIUELZEISSUUEIUEEI4EIUUI 547622 148539 1,48,539| 3,959,083 A20550018 |09-APR-2019 22
3 j00004/PB0100255104191003[205500101030001) 5387628 1109712 11,089,712 42,77,916| A20550019 |09-APR-2019 166
4 I00005/PB0100255104191004{205500101040001) 7365373 1076472 10,76,472| 62,88,901| A20550020 [09-APR-2019 273
5 [00006/PB0100255104191005[205500109030001 21170419 3606787 36,06,787] 1,75,63,632] A20550021 |09-APR-2019 659
3 I00008/PB0100255104191007|205500102030001| 53925291 7947991 79,47,991| 4,59,77,300) A20550022 |09-APR-2019 2551
7 [00009/PB0100255104191008[205500109030001| 23984055 337154 33,71,54 2,06,12,512] A20550023 |09-APR-2019 1169
8 j00010/PB0100255104191009/205500109030001 3338266 57022« 5,70,22 27,68,042] A20550024 |09-APR-2019 184
S |00011/PB0100255104191010/205500109030001 1813821 366889 3,66,889| 14,46,932| A20550025 |09-APR-2019 74
10 I00012/PB0100255104191011/205500109030001 1156634 320147 3,20,147| 8,356,487 A20550026 [09-APR-2019 30
11 |00013/PB0100255104191012/205500109030001] 12483805 1132519 11,32,519| 1,13,51,286 A20550027 |0S-APR-2019 647
12 |00014/PB0100255104191013205500109030001 3323134 199457 1,995,457 31,23,677| A20550028 |09-APR-2019 231
13 l]EIUlSIF’EEIlEI[I2551D41910142055ﬂ010904ﬂﬂﬂl 3401516 570038 5,70,038| 28,31,478| A20550025 |09-APR-2019 106
14 l]CIl]l]E,'F’ECIlCI[I255104191015‘205500109050001 4233532 738782 7,38,782 34,54,750| A20550045 [12-APR-2019 162
1s j00007/PB0100255104191016[205500109070001) 1106357 214593 2,14,993 8,991,364 A20550044 |12-APR-2019 46
16 j00008/PB0100255104191017/205500113040101) 409517 63500 63,900 3,45,617| A20550043 |12-APR-2019 14
17  |0000%/PB0100255104191018(205500109140001| 247179 47500| 47,500 1,599,679 A20550042 [12-APR-2019 3
18 [00015/PBO100255104191021205500001040001] 7159442 1196395 11,96,395 59,63,047| A20550063 [30-APR-2019 151
19 I00016/PB0100255104191022[205500003040001) 603458| 190741 1,90,741] 4,12,717| A20550070 |30-APR-2019 12
20 I00017/PB0100255104191023[205500101030001 5870823 1383002 13,83,002] 44,87,821| A20550071 |30-APR-2019 83
21 I00018/PB0100255104191024{205500101040001 8073669 1379950 13,798,950 56,93,719| A20550072 [30-APR-2019 137
22 |00018/PB0100255104191025)205500109030001] 23499951 4801677 48,01,677 1,86,98,274| A20550073 |30-APR-2019 328
23 I00020/PB0100255104191026[205500109030001 5939055d 10419913 1,04,19,913| 4,89,70,643 A20550074 |30-APR-2019 1259
24 |00021/PB0100255104191027/205500109030001 2652916@ 4191365| 41,891,365 2,23,37,803] A20550075 |30-APR-2019 583
25 |00022/PB0100255104191028205500109030001 3688991 749121 7,459,121 29,39,870| A20550076 [30-APR-2019 54
26 I00023/PB0100255104191029[205500109030001) 1599344 462578 4,62,578| 15,36,766| A20550077 [30-APR-2019 37
27 |00024/PB0100255104191030205500109030001 1156514 379060 3,795,060 7,77,454| A20550078 |30-APR-2019 12
28 I00025/PB0100255104191031{205500109030001| 13739541 1257222 12,57,222| 1,24,82,319) A20550079 |30-APR-2019 324
s l00026/PB0100255104191 109030001 3604170 0061 0.081] 54,109 0-APR 2019 115

Fig - 289
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4.4.8.2. UTR Details

1. User can access the reports as shown in the figure below:

Approval v | Entlements ~ LR Payroll - m sudget ~ 1608 =

All Masters Report

Pending A

11C Register
Vendor Bi TusEzE]
Bill Status Report IFMS Training(For DDO) Letter
Pay Bill Status " IFMS G.O NO. 129, dated 29 March 2019 ( CCL DCL)
Payroll App: THE HIEI G0 A1l & SaiTa B2 & (s e . L !
Payment Status Report T frer &g Framides 20s... IFMS G.O NO. 130 dated 29 March 2019
) Pension Contribution Statement

Employee Clai ) IFMS G.O NO. 131 dated 29 March 2019

Voucher List

Search Payment

Failed Pay:

. . Major Head Wise CTR Budget Status Message
Bills Pending fq
Check Pension Status

Fig - 290

Status Report

2. User is directed to the page shown below: enter transaction id whose UTR status is to be
checked, as shown in the image below:

Transaction Wise Report

Transaction 1D |PM0100255112191010

Fig - 291

3. Click on show button, drop down the screen report is generated that provides the user
with UTR number along with the detail of party to whom the payment is made, as shown in
the figure below:

Transaction Wise Report

Transaction ID [PM0100255112151010 |

Slno TRANS_ID BEF_NAME CERDIT_ACC AMT ECHEQUE_UTR
1 PM0100255112191010 Mr Parmila 9553 U000000752247852
2 PM0100255112191010 Ms Teena Rawat 9833 U000000752247854
H PM0100255112151010 Mr Anirudh Prasad 8353 U000000752247856
4 PM0100255112191010 Mr Krishana Jayada 8713 U000000752247858
5 PM0100255112191010 Mr Asha Devi 9833 U000000752247860
6 PM0100255112191010 Mr Sanjay Mishra 29510 U000000752247862
7 PM0100255112131010 Mr Ravi Prashad 16386 U000000752247864
8 PM0100255112151010 Mr Sandeep Rawat 25284 U000000752247866

Fig - 292
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4.4.8.3. Bill status report

1. User can access the reports as shown in the figure below:

All Masters Repart

Pending A
11C Register S T N AN I e pr IFMS G.0O NO. 131 dated 29 March 2019
Vendor Bi kit IFMS G.O NO. 132 dated 29 March 2019
Bill Status Report . .
Pay Bill Status

Payroll Appi
Payment Status Report

Pension Contribution Statement
Voucher List

Employee Claii

S h P it
Failed Pay! eareh Paymen

Status Report

Major Head Wise CTR Budget Status Message
Bills Pending f4

Check Pension Status

Fig - 293

o, Utarakhand

2. User is directed to the page shown below: select district, treasury, DDO, enter date from

and to, select bill type, as shown in the image below:

District : ‘Dehradun v| Treasury : |0100:Dehradun v‘
D00 ‘ 2551:Senior Superintendent of Police Dehradun v|
From Date: 01002014 | Tobite 200 |
Bill Type : ‘AII v|

Fig - 294

3. Click on show report button, drop down the screen report is generated that provides the

detail of total number of bills and amount passed by the selected treasury for the DDO

selected, along with approved and pending bill in each level, as shown in the figure below:

Bill Status Reports
/f-’e\,\\ Bill Status Report From 01-Oct-2019 To 14-Jan-2020
~ IFMS
= District : Dehradun Treasury : 0100:Dehradun
emibem  Uttarakhand
SLNo. | Trea Trea Name DDO DDO Name [Total Bill Total Amount |Total Approved| Total Pending |Total Approved| Total Pending | Total Amount
Code Code By ddo By ddo By Treasury | By Treasury
1 0100 |Dehradun 2551 |Senior Superintendent of | 223 2,06,60,609 149 74 142 7 1,73,06,607|
Palice Dehradun
Total 223 2,06,60,609 149 74 142 7 1,73,06,607|
Print
Fig - 295
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4.4.8.4. Payment Status Report
1. User can access the reports as shown in the figure below:

Approval ~ | Entitlements ~ Income Tax ~ | Payroll ~ Budget ~

All Masters Report

11C Register
UTR Detail
Bill Status Report

Vendor Bi

Pay Bill Status IFMS Training{For DDO) Letter
Payment Status Report

Payroll Appi
IFMS G.O NO. 129, dated 29 March 2019 ( CCL DCL)

: Pension Contribution Statementrrr 7 e STl & 3 & 6 o e
Employee Clai e & IFMS G.0 NO. 120 dated 29 March 2019
Voucher List e & i o g ST 20s.. R et A e

Search Payment
Failed Pay! 2
Status Report

Major Head Wise CTR Budget Status Message
Bills Pending f4
Check Pension Status

Fig - 296

2. User is directed to the page shown below: select date from and to, as shown in the image
below:

Payment Status Repart

From Date 01-1an-2020 ToDate: 14-1an-2000

Fig - 297

3. Click on show button, drop down the screen report is generated that provides the status of
transaction ids of the date selected, status report DDO, treasury and RBI wise, as shown in
the figure below:

Payment Status Report
@ IF Payment Status Report From 01-Jan-2020 To 14-Jan-2020
F.. Uttarakhand
DDO Status Treasury Bill Status RBI Status
[S-No.| Transaction ID Date Gross Amt. |Deduction| Net Amt. |No of| Approval | Voucher | Voucher |No of Uplodad ID ID Date Net No of| Payment
Ben.| Status No Date |Bem. Ben.| Status
1 [LE0100255112191007| ©2- 75,279 T a7s.z7s | 1 [Azo7 Looos 2- 1 |[Rxoio00z0120722446] 03 475,279 1 |payment
JAN-2020 JAN-2020 JAMN-2020 Made
Z |LE0100255112191006 2- 7.45.570| | 7ass70 | 1 [rzo7 10007 2- 1 |[rxoi00030120722444] 03- 745570 1 |Payment
JAN-2020 JAN-2020 JAN-Z2020 Made
3 [PBO100255101201001| 04- 39,924 3.638 36,288 T [rzosscoog  oa- 1 |[RXo100040120724947] 04- 36,288 1 [Payment
JAN-2020 JAN-2020 JAMN-2020 Made
4 |PBO100255101201000| 0O4- 0,725 3683 37.056 T [rzossooos|  o4- 1 |[rx0i00040120724550 04~ 37.058 1 [pavment
JAN-2020 JAN-2020 JAN-2020 Made
5 [PMo100255112191009 07- 35,673 1 =zs.872 T [Azosscoos| o7- 1 [rXoio0070120727458] 07- 25,673 1 [Payment
JAN-2020 JAN-2020 JAN-2020 Made
& |ABO10D255101201000] o7- 2.20,000] | zao000 | 1 E=0ss0002]  o7- 1 |[rxoiooovo1zo0728756  07- 240,000 1 |payment
JAN-2020 JAN-2020 JAN-2020 Made
7 |LE0100255112181010 - ,45,7 70| | 445770 | 1 [rz0710021] 7- 1 |[rxoiooo7o120728210] 07- 2,45,770| 1 |payment
JAN-2020 JAN-2020 JAN-Z2020 Made
® [PMO100255112191015 o7- 5,000 I s.000 ES [rzossocoo7|  o7- 2 [Rxoicoovoizovzrass]  o07- 5,000 = [Paymant
JAN-2020 JAN-2020 JAMN-2020 Made
s |ABO10025511z101028| o07- 1.30.000) | tz0.000 | 1 Bz0ss0005 07 1 |[rxoiooo7o01izo728763] 07 1.30.000] 1 [Payment
JAN-2020 JAN-2020 JAN-Z2020 Made
10 [PM0100255112191004] 7- 22,501 1 =2z.501 5 [rzoss50011] - 5 [Rxoic0070120727482 07- 22,501 5 [Payment
JAN-2020 JAN-2020 JAMN-2020 Made
i1 [LE0100255112191009] 07- 3,585,640 I 458640 | 1 [Azo7iooz0  o7- 1 |[rxoio0070120728208 07 358,640 1 [Payment
JAN-2020 JAN-2020 JAN-2020 Made
12 [AB0O100255101201001 7- a.49,749] { 4as7as | 1 E=0550004] 7- 1 |[rXoioooroizorzsveq 7 445,745 1 |payment
JAN-2020 JAN-2020 JAN-2020 Made
i3 [AB0O100255101201002| 07- 3.28,321] | =es=21 | 1 E=0ss0003  o7- 1 |[rxoiooovoizovesrss|  07- 326,321 1 |payment
JAN-2020 JAN-2020 JAN-2020 Made
14 [PM0O100255112191008] 07- 21.427] 1 21427 T [rzoss0010] o07- 1 |[rxoioo070120727461 07- 21,427 1 [Payment
JAN-2020 JAN-2020 JAN-Z2020 Made
15 [CB0100255112192005| 07- 124,879 I t.2a.875 | 1= E=0ss0008  07- 1= [Rxoicoovoizovzeveal 07- 124,875 18 [Paymant
JAN-2020 JAN-2020 JAN-2020 Made

Fig - 298
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4.4.8.5. Pension Contribution Statement

1. User can access the reports as shown in the figure below:

Vendor Bi|

Payroll Appi

Employee Clail

Failed Pay

Bills Pending fq

RHCES | BEimEe e e m HiEse || e 1605 = m

All Masters Report
11C Register

UTR Detail

Bill Status Report

Pay Bill Status
Payment Status Report

Pension Contribution Statementyrrey s faemr i1 1 sramd 31 & s fofes

Voucher List

Search Payment
Status Report

Major Head Wise CTR
Check Pension Status

IFMS Training(For DDO) Letter

IFMS G.O NO. 129, dated 29 March 2019 { CCL DCL)

e @ e fae &g eareiidas 205...

Fig - 299

2. User is directed to the page shown below: enter employee code and select financial year,

as shown in the image below:

Emp Code

4273031300023

o s v

Submit

Fig - 300

3. Click on show button, drop down the screen report is generated that provides the NPS
contribution detail of the employee, financial year wise, as shown in the figure below:

/@_\ Core Treasury System(CTS UK)
.\/%I,,- IFMS Government of Uttarakhand
W‘;‘f Uttarakhand GPF Deduction Slip Fin Year 2019-20
Emp Code : 42790313M00233 Employee Name Mr Vipin Mohan Verma
Pran NO : 111101820053
S.No. Months Empoyee Total Remarks her Amount her No. her Date Ddo name Treasury
Contributi
1 Mar-2019 2442 2442 Regular 2054558 A20540007 04-APR-2019 Director Treasury Pension| Cyber
Entitlement DDun|
2 Apr-2019 2711 2711 Regular/Da Arrear| 2260786 A20540016 30-APR-2019 Director Treasury Pension| Cyber
Entitlement DDun|
3 May-2019 2509 2509 Regular| 2322218 A20540018 31-MAY-2019 Director Treasury Pension| Cyber
Entitlement DDun|
4 Jun-2019 2509 2509 Regular| 2142448 A20540010 28-JUN-2019 Director Treasury Pension| Cyber
Entitlement DDun|
5 Jul-2019 2587 2587 Regular| 1717284 A20540005 29JUL-2019 Director Treasury Pension| Cyber
Entitlement DDun|
-] Aug-2019 2587 2587 Regular| 1717284 A20540010 30-AUG-2019 Director Treasury Pension| Cyber
Entitlement DDun|
7 Sep-2019 2587 2587 Regular| 1822305 A20540005 27-SEP-2019 Director Treasury Pension| Cyber
Entitlement DDun|
g 0ct-2019 3050| 2050, Regular/Da Arrear| 2246411  A20540019 25-0CT-2019 Director Treasury Pension| Cyber
Entitlement DDun|
9 Nov-2019 2703 2703 Regular| 2175090 A20540007 29-NOV-2019 Director Treasury Pension| Cyber
Entitlement DDun|
10 Dec-2019 2703 2703 Regular| 2248246 A20540008 31-DEC-2019 Director Treasury Pension| Cyber
Entitlement DDun|
Total 26388 26388 20706630

Fig -301
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4.4.8.6. Voucher List

1. User can access the reports as shown in the figure below:

11C Register

UTR Detail

Pending A

Vendor Bi IFMS Training(For DDO) Letter
Bill Status Report

IFMS G.0 NO. 129, dated 29 March 2019 ( CCL DCL)

Payroll A I T TR TR ST 1 ST T & s i
payment Status Report W%ﬂﬁﬁﬁﬁﬂ%@ﬁ@mﬂq‘ami_ IFMS G.O NO. 130 dated 29 March 2019
Pension Contribution Statement
Employee Clai IFMS G.O NO. 131 dated 29 March 2019
Voucher List [ I R
Search Payment

Failed Pay:

Status Report

Bills Pending fq

Major Head Wise CTR Budget Status Message
Check Pension Status

Fig - 302

2. User is directed to the page shown below: select treasury code, DDO code, select date

from and to, as shown in the image below:

Voucher List Report

Treasury Code: ‘ 0100:Dehradun D00 Code: ‘ 2551:5enior Superintendent of Police Dehradun

From Date: ‘Dl-Jan-EOZO \ To Date ‘14-Jan-2020 \

Fig - 303

3. Click on submit button, drop down the screen report is generated that provides the
voucher detail of the bills passed in the period selected, as shown in the figure below:

1 LE0100255112191006 A20710007 02-JAN-2020 207101115030200 749970 o 749970 1 Bills Enclosure
2 LEO100255112191007 A20710008 02-JAN-2020 207101115030200 479279 o 479279 1 Bills Enclosure
3 PB0100255101201000 A20550005 04-JAN-2020 205500109030001 40725 o 37056 2 Bills Enclosure
4 PB0100255101201001 A20550006 04-JAN-2020 205500109030001 39926 o 36288 2 Bills Enclosure
5 PM0100255112191015 A20550007 07-JAN-2020 205500109030001 8000 o 9000 2 Bills Enclosure
6 PMO100255112191010 A20550008 07-JAN-2020 205500109030001 151811 2087 B353 1 Bills Enclosure
7 PMO100255112191010 A20550008 07-JAN-2020 205500109030001 151811 2177 B713 1 Bills Enclosure
8 PMO100255112191010 A20550008 07-JAN-2020 205500109030001 151811 2387 9553 1 Bills Enclosure
9 PMO100255112191010 A20550008 07-JAN-2020 205500109030001 151811 2457 19666 2 Bills Enclosure
10 PM0100255112191010 A20550008 07-JAN-2020 205500109030001 151811 4083 16386 1 Bills Enclosure
11 PM0100255112191010 A20550008 07-JAN-2020 205500109030001 151811 7316 29284 1 Bills Enclosure
12 PM0100255112191010 A20550008 07-JAN-2020 205500109030001 151811 7372 29510 1 Bills Enclosure
13 PMO100255112191009 A20550009 07-JAN-2020 205500109030001 25872 o 25872 1 Bills Enclosure
14 PMO100255112191008 A20550010 07-JAN-2020 205500109030001 21427 o 21427 1 Bills Enclosure
15 PMO100255112191004 A20550011 07-JAN-2020 205500109030001 22501 o 22501 5 Bills Enclosure
16 LEO100255112191009 A20710020 07-JAN-2020 207101115030200 458640 o 458640 1 Bills Enclosure
17 LE0100255112191010 A20710021 07-JAN-2020 207101115030200 445770 o 445770 1 Bills Enclosure
18 AB0100255101201000 B20550002 07-JAN-2020 8005901101010000 240000 o 240000 1 Bills Enclosure

Fig - 304

o, Utarakhand
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4.4.8.7. Search Payment
To search any payment to any employee by the DDO, follow below steps:

1. User can access the reports as shown in the figure below:

HANS =

All Masters Report

11C Register L
A BN IFMS G.O NO. 131 dated 29 March 2019
UTR Detail gy 3 205

Vendor B
Bill Status Report IFMS G.O NO. 132 dated 29 March 2019

Pay Bill Status
Payment Status Report
Pension Contribution Statement

Payroll App

Employee Clail
Voucher List

Search Payment

Failed Payr

Status Report
. . Major Head Wise CTR Budget Status Message
e b o st 10 KNOW PrOCEsSINg OT IFVI> Please CICK Here

Fig - 305

2. User is directed to the page shown below: enter employee code, as shown in the image

below:

Lo [ [ Lo e [ [ i e ] oo [
Payment Query Report

Emp Code: ‘42?9&313!‘\-100233

Fig - 306

o, Utarakhand

3. Click on submit button, drop down the screen report is generated that provides the list of

all the bills passed in favor of that employee, as shown in the figure below:

b Employee Payment Que:
2 IFMS ployes pevment Qe
.. Uttarakhand
SiNo| Emp Code Emp | Mobile No Credit IFSC | Credit Account Bill Type Transaction ID Session ID Amount Status

Name Code No

1 42790313M00233 ™Mr 9639144007 |BARBOAJABPU BONUS BILL : BB1200427910191000 |RX1200241019592977] 6,908 SUCCESS :
Vipin BB12004279101910008 U000000728930212
Mohan
Verma

2 42790313M00233 ™Mr 9639144007 |BARBOAJABPU MISC CB1200427911191020|RX1200231119642853 100 SUCCESS :
Vipin CLAIM:CB1200427911191019 U000000
Mohan
Verma

3 42790313M00233 ™Mr 9639144007 |BARBOAJABPU N R SALARY BILL JUL 2019 PB1200427907191000 |RX1200290719428501 26,035 SUCCESS :
Vipin U00000069411203
Mohan
Verma

4 42790313M00233 Mr 9639144007 [BARBOAIABPU R SALARY BILL AUG 2019 PB1200427908191000 [RX1200300819484591 26,035 SUCCESS :
Vipin U000000704878479
Mohan
Verma

5 42790313M00233 Mr 9639144007 [BARBOAIABPU R SALARY BILL SEP 2019 PB1200427909191000 [RX1200270919539360 26,035 SUCCESS :
Vipin U000000717886999
Mohan
Verma

6 42790313M00233 Mr 9639144007 [BARBOAIABPU R SALARY BILL OCT 2019 PB1200427910191003 [RX1200251019600072| 30,192 SUCCESS :
Vipin U000000729549142
Mohan
Verma

7 42790313M00233 ™Mr 9639144007 |BARBOAJABPU R SALARY BILL NOWV 2019 PB1200427911191000 |RX1200291119654416 27,074 SUCCESS :
Vipin U000000740126536
Mohan
Verma

8 42790313M00233 ™Mr 9639144007 |BARBOAJABPU R SALARY BILL DEC 2019 PB1200427912191000 |RX1200311219716096] 27,074 SUCCESS :
Vipin U000000748536518

Fig - 307
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4.4.8.8. Status Report

1. User can access the reports as shown in the figure below:

&1rms

R

Vendor Bi

Payroll App

Employee Clai

Failed Payr

Bills Pending fi

All Masters Report

11C Register

UTR Detail

Bill Status Report

Pay Bill Status

Payment Status Report
Pension Contribution Stat

LT m el mmm

| T T G Sl B e w g e e

Voucher List

Search Payment
Status Report

Major Head Wise CTR
Check Pension Status

P e e g S 20...

IFMS Training(For DDO) Letter

IFMS G.0 NO. 129, dated 29 March 2019 ( CCL DCL)

IFMS G.0 NO. 130 dated 29 March 2019

Fig - 308

o, Utarakhand

2. User is directed to the page shown below: select date from and to and select bill type, as

shown in the image below:

Bill State Report

From date

Bill Type

‘DSHan-IOIU

‘ ToDate

Al

‘llHa n-2020

Fig - 309

3. Click on submit button, drop down the screen report is generated, as shown in the figure

below:

Dehradun Senior Superintendent of Police VPO100255101202055 13263 | 8ill Generated pending with DDO View
Dehradun Operator Details
Dehradun Senior Superintendent of Police VPO100255101202056 204230 | Bill Generated pending with DDO View
Dehradun Operator Details
Dehradun Senior Superintendant of Police VPO100255101202057 8080 | Bill Generatad pending with DDO View
Dehradun Operator Details
Dehradun Senior Superintendent of Police VPO100255101202058 8662 | Bill Generated pending with DDO View
Dehradun Operator Details
Dehradun Senior Superintendent of Police VPO100255101202059 52876 | 8ill Generated pending with DDO View
Dehradun Operator Details
Dehradun Senior Superintendent of Police VPO100255101202060 874 | Bill Generated pending with DDO View
Dehradun Operator Details
Dehradun Senior Superintendent of Police VPO100255101202061 7354 | 8ill Generated pending with DDO View
Dehradun Operator Details
Dehradun Senior Superintendent of Police VPO100255101202062 11803 | Bill Generated pending with DDO View
Dehradun Operator Details
Dehradun Senior Superintandent of Police SGO100255101201001 1511 | Woucher Passad B80110028 View
Dehradun Details
Dehradun Senior Superintendent of Police 1G0100255101201001 100000 | Voucher Passed B80110029 View
Dehradun Details
Dehradun Senior Superintendant of Police PMO100255101201006 38245 | Woucher Passed A20550015 View
Dehradun Details
Dehradun Senior Superintendent of Police PMO100255112151020 9850 | Woucher Passed A20550017 View
Dehradun Details

Fig - 310
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4.4.8.9. Check Pension Status

1. User can access the reports as shown in the figure below:

Appm‘ml ) b Pavm" ) m BUdgEt ) mmﬂ
rencing I “ “
11 Register

T

R UTR Detall T e e s e e R e IFMS 6.0 NO. 130 dated 29 March 2019
Bill Status Report :
ot Repa g i o g i 2. IFMS G.0 NO. 131 dated 20 March 2019

payrol Ay [ IFMS G.0 NO. 132 dated 20 March 2019
Payment Status Report

A Pension Contribution Statement
Employee Clai

Voucher List

. Sgarch P nt

Failed Payr earch rayme
Status Report

Major Head Wisz CTR Budget Status Message

Bills Pending

Check Pension Status

Fig - 311

it Uttarikhand

2. User is directed to the page shown below: select status check treasury and status for, drop
down the screen report is generated, that provides the detail of employee’s pension paper

detail as per the selection made above, as shown in the figure below:

Pension Status
Status Check Treasury (®Pension Paper DO (Osanction Treasury OPension Treasury
Status For (®Rezular Pension (ORevised Pension

1 01001087 Mr Anil Kumar UK/13/28022019 (01582245 | GRD GENERATED Dehradun Dehradun
Sharma [24422

2 01001433 Mrs Deveshwari PPO Generation pending with DDO Operator | Directorate of Treasury, Pension and Dehradun

Entitlement Uttarakhand

3 01001566 Mrs Saroj Devi UK/13/28022019 (01592249 | GRD GENERATED Dehradun Dehradun
24449

4 01001574 Mrs Pratima Devi UK/13/31082019 (01584045 | GRD GENERATED Dehradun Dehradun
[21772

5 01001582 Mrs Kusum Na UK/13/30112018 (01592276 | GRD GENERATED Dehradun Rishikesh
23471

6 01002173 Mr Vikram Singh UK/13/30042019 (01592784 | GRD GEMERATED Dehradun Dehradun
25311

7 01002439 Mr Jeetmal UK/13/31102019 (01594818 | GRD GENERATED Dehradun Dehradun
/29515

8 | 0100263 Mr Shankar Singh PPO Generation pending with DDO Officer Dehradun Dehradun

Bisht

9 01002660 Mrs Shila Devi UK/13/31052019 (01593799 | GRD GEMERATED Dehradun Dehradun

27194
Fig - 312
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4.4.9. Approval Module

All the bills, pension paper, budget and change statements goes through the process of
approval from initial level to higher level (i.e. from operator—supervisor—officer) through

approval module.

4.4.9.1: Bills Approval

Step 1: Accessing the approval tab at operator level, approval tab is provided in the menu

&1rms

it Uttarikhand

bar, on clicking approval tab drop down list of menu appears on the screen that provides the
user to approve bills, change statement, pre-2016 and budget, as can be seen in the figure

below:

Approval » | MIS+ | Support v | Income Tax »

Bills

(hange Statement
Pre-2016 Appraval
Budget Approval

Payrall Approvals (1)

Employee Claims/Advances

Pension »

L IR [STRIH0THIST | 1@ QTR Ha Ay sy«

IFMS U NO, 13U gated 29 March 2014

IFMS G.O NO, 129, dated 29 March 2019 { CCL DCL)

Fig - 313

Step 2: On clicking on Bills menu, user is directed to the page attached below: bill related to
pension, utility, vendor payment, claims, supplementary salary; manual salary all are will be

visible in this page once the user generates the bill.

L SUPLRAY

i s Lo o] e

Employees ApprovalApproval- DDO Operator

23710313M00438 Wr Vinod Singh 4278

Coperative Supervisor

Pensian Approval

Bills

1 4279 Fhi1200427908191001 100 10 BILLS Select
2 4274 WP1200427908192020 10000 200 BILLS Select
Fig - 314
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On clicking select button provided with the transaction id directs the user to additional page

as below:

sl. No. o =) faaw R w0 e

1 1/01-AUG-2019/FDC [000067 SI000158 TO 10,000

66- THa YRR W A & 915 10,000
77- [rqul SeTagt

99 I[g 30 YN 66-77

9,800

vt e e & 7 59 dow | W O T S 96 1 FoarEs 30 § 9w F aeia T8 B T ) E gl od ende! 9 9ne deriead O B & a1 409 IUER
W T T B 309 ¥ oETdl © Wi WieR #9196l

TR FaeoT e & Feien T / AicETeR Tl dTUDRT & GEIER
(Fae DIG-CIHIE-S HLiAdl & Wl T 1 an] §1m)
(wgAT™ e Praiey $1 4g¥)
HIURTR/ FUSUNIRT & TR §F
§FRITY F0 9,800 (Rupees Nine Thousand Eight Hundred Only) YTa §g Tivd f&am =mal &1
THEY IR F0 200
T ERIE F0 10,000
BIRSR]/SUBITIBIN & IR
5l. No. Beneficiary Account Type | IFSC CODE Account No |Gross Amount Total Advance Net Amount
Deduction Amount
1 FDC Saving SBIN0ODOG630 12312312312 10000 200 Q Q800
10000 200 0 2800
Remarks 0K

Print

Fig - 315

Enter remark and click on approve button, to push to the next level that is supervisor, user

can also click on print button in order to access printed copy of bill:

Approvel » | Entitlements » | MIS = | Support v | IncomeTax~ | Payroll = | Bills v | Budget+ | HRMS~  Pension v

Employees ApprovalApproval-DDO Operator

Coperative Supervisor

Pension App
SUCCESSBILLS APPROVED

Bills

23710313M00438 Mr Vinod Singh

PIM1200427908191001

Fig - 316
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Step 3: Accessing the approval tab at supervisor level, approval tab is provided in the menu
bar; on clicking approval tab drop down list of menu appears on the screen that provides the
user to approve bills, change statement, pre-2016 and budget, as can be seen in the figure

below:

I Bills
Change Statement

REI Failed Upload
Pre-2016 Approval

ii

Budgst Approval

Employee Claims/Advances ~ . FM NO. 9 March
L s . | Fersrer S ot BT o e IFMS G.O NO. 132 dated 29 March 2019

[Frairere BT ST wres e & A
Failed Payments{0}

Bills Pending for Approval

GIS(0)

.
[ =]
e
S
Lo

Fig - 317

Click on bills menu, user is directed to the page attached below: all the bill passed by
operator are displayed for further approval process, as shown below:

Employees ApprovalApproval-DDO Officer

Pension Approval

Bills

1 4279 VP1200427908162020 10000 200 BILLS Select

Fig - 318

Enter remark and click on approve or return button as per the requirement, on clicking

approve button bill is push to the next level that is treasury, and on clicking return button bill
is directed back to the operator, click on print button in order to access printed copy of bill:

Si. Mo I wra e Ao s w0 E
1 |1/01-AUG-2015/FOC 1000067 51000158 TO 10,000
©6- TwE wnE HGH S B A 10,000
77— srepl wataar 200
99 HE AU WA 66-77 .800
WO R S B T g Auw & TR e AT S ud Frasree a9 8 aw g F st wel far ma e Fodl gd siast o9 ww shasReend quf w8 wrs ane qusErs
WA B o T81 81 Aue 4 smud] @ At s 20 e g

HrgTor [dazer HiUsTd & genas TAtes s uldgsnaresal HiUesd & g
(Breaer mTSse TS T & wemwor @ @) e gy
¢ wd wrata W goe)
Y e

LI T0 9,800 (Rupees Nine Thousan o Eight Hundred Only) WEaT= #g Wi B s §1
T EII w0 200
T U 20 10,000
IR S T % Gaar
S1. No. Beneficiary Accoun t Type IFSC CODE Accoun t No Gross Amount Total Advance Net Amount
Deduction Armoun 't

i |roc [Saving [Sminoooossa |13313313313 1ao0a 200 e s800
10000 200 o oo

Remarks [ox

Fig - 319
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On clicking approve button pop up message is displayed on the screen as shown in the image
below:

Employees ApprovalApproval-DDO Officer

Pension Approval

Bills
@ SUCCESS:BILLS APPROVED
Fig - 320

4.4.9.2 Change statement approval

Once the changes are made before executing salary of the month, the changes made are
captured in form of change statement under approval section. For making payment and
passing the bill in treasury towards the payment for salary, it is made necessary in the system
to pass change statement to treasury. Thus, below are the few steps that describe the entire
process of change statement approval:

Click on change statement tab as shown in the figure below:

Approval » | Entitlements ~ | MIS ~ | Support ~ | IncomeTax » | Payroll » | Bills ~ | Budget~ | HRMS~ | Pension ~

Bills
Change Statement
Pre-2016 Approval

Budget Approval

Payroll Approvals (0)

Fig - 321

Select the salary batch id that is the change of the month of which the salary is to be
processed as shown below:

Approval ~ | Entitlements ~ Support ~ | Income Tax « Budget ~ Pension ~

Change Statement Approval-DDO Operator

Salary Batch |00274:DIRECTOR TREASURY PENSION & ENTITLEMENT DDN:Mar-2019:1 Employees v ‘
00274:DIRECTOR TREASURY PENSION & ENTITLEMENT DDN:Mar-2015:1 Employees
00274:DIRECTOR TREASURY PENSION & ENTITLEMENT DDN:Aug-2019:27 Employees

1. Employee Master Head No of Head No Of Head No Of
Cases Cases Cases

Loan Transaction

Temporary Transaction

Permanent/Bulk Transaction

Al e
olaele|e

Absentee

Remarks

|
Fig - 322
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User is provided with 3 buttons that are required in order to approve the change statement,

Firstly, click on generate button,

Approval » | Entitlements » Support » | IncomeTax » | Payroll » | Bills » | Budget » Pension
Change Statement Approval-DDO Operator

Salary Batch | (0274:DIRECTOR TREASURY PENSION & ENTITLEMENT DDN:Aug-2019:27 Employees

Employes Master No Of No Of No Of

Cases Cases Cases
Designation 1
2 Loan Transaction 5
3 Temporary Transaction 1
4, Permanent/Bulk Transaction 1
5 Absentes 0
Remarks |OK|
Approve/Forward View Change Statement
Fig - 323

Message of successful generation of change statement is visible on the pop up screen.

Lo e e - s e |
Change Statement Approval-DDO Operator

Salary Batch | 00274:DIRECTOR TREASURY PENSION & ENTITLEMENT DDN:Aug-2015:27 Employees T ‘

1 Employes Mas No Of Head No Of
Success, Change Statement generated, plese proceed to view/2pproval of change statement Cases Cases
2 Loan Transacti
3. Temporary Transaction 1
4, Permanent/Bulk Transaction 1
5 Absentee 0
Remarks |OK
Fig - 324
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Click on view change statement button, in order to down and access printed copy of change
statement that was generated in previous step.

> 1FMS

& e Uttarakhand

Treasury : 1200 DDO : 4651 Deputy Secretary Accounts Dehradun

Employee Master

Run Date:13-01-2020 16:08:03

Master Summary
Head Mo of Head No of Head Mo of
Cases Cases
Employment Type 1 Mo of Cases AanguFm 1 No of
Loan Transaction 2
Temporary Transaction 16
PermanentBulk Transaction 20
[ Abhsentes o
NPS Arrear o
Number Of
[ Prevous Month | In Out | Current |
| 60 | o 0 | 60 |
Empioyae Master Changes
Flaid Old Valus New Valus Flald | Old Valus | New Valus
1 010090805 Mr Vinod Kumar Suman
GPF Amount 20000 30000
2 I 010086833 Mrs Richa |
E] | 120034320 [or Bhupinder Kaur Aulaih
I [Mr Vijay Dhaundiyal tas |
ER 360024201 [Mr Ssyan_Singh
& | Mr Asheesh Joshl las
T | 42190231F00002 [Mrs va Ashish Srivastava
) 46510101M00002 [Mr VIJAY KUMAR YADAV
DoB 05-0CT-1964 05-10-1964 00:00:00
Date of 31-0CT-2024 31-10-2024 00:00:00 Date Of 16-MAR-1900 16-03-1990 00:0:0:00
retirement Joining
GPF NO. 1032 GPS Series a LASLIA
9 48510110MD0381 Mr Alok Shekhar Tiwarl
10 | 4es1o0110Mmo1230 [Mr Dew Krishna Tiwarl |
i1 | 610020552 [mr s A Munigesan
12 | 61003900410604 |n-A-h|-h Kumar
Srivasteva

Fig - 325

Write remark and Click on approve/ forward button as shown in the image below. Change
statement is pushed to supervisor level for further approval.

Approval » | Entitlements » | MIS ~

Salary Batch

Support ~

Income Tax » | Payroll = | Bills ~ | Budget~ | HRMS ~ | Pension ~

Change Statement Approval-DDO Operator

| 00274:DIRECTOR TREASURY PENSION & ENTITLEMENT DDN:Aug-2019:27 Employees

Employee Master No Of No Of No Of
Cases Cases Cases
Designation 1
2 Loan Transaction 5
3. Temporary Transaction 1
4, Permanent/Bulk Transaction 1
5 Absentes 0
Remarks

ok

e

|

Fig - 326
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Login by the supervisor level if supervisor and operator are two different people and for cases
where the supervisor level authority lays with same operator change the role by clicking on

the supervisor tab.

r
/e\,\\ A operator ETNNE TREACODE | DDO CODE
4 IFMS 1200 2063
Zw Uttarakhand
Welcome Mr Bikram Singh Jantwal , Employee | User Type Last Login : 26/08/2019 03:26:35 PM oD
My Profile ~ | My Claims -

Pending Activity

IFMS G.O NO. 132 dated 29 March 2019
1. TSI (TETa W ) fnero s # 9w & oA @ ww §

Fig - 327

IFMS G.0 NO. 131 dated 29 March 2019

Click on change statement as discussed in the earlier section and shown in the screen below:

Bills tivity

Change Statement
REI Failed Upload

Failed Payments(0)

Pre-2016 Approval
Budget Approval
IFMS G.0 NO. 132 dated 29 March 2019
Employee Claims/Advances lﬁ' e ml *Hf;f WEE :Tmma fgam\ SRR IFMS G.0 NO. 131 dated 23 March 2019

Fig - 328

Write remark and click on approve button to push the change statement to officer level.

Approval ~ | MIS ~ | Support ~ | IncomeTax ~ | Payroll ~ | Budget ~ | HRMS ~ | Pension ~ | Works ~
Change Statement Approval-DDO Supervisor

Salary Batch | 00274:DIRECTOR TREASURY PENSION & ENTITLEMENT DDN:Aug-2019:27 Employees v ‘
1. Employee Master Head No Of Head No Of Head No Of

Cases Cases Cases

Designation 1
2, Loan Transaction 5
3. Temparary Transaction 1
4, Permanent/Bulk Transaction 1
5. Absentee 4]
Remarks |OK‘
Approve/Forward View Change Statement

Fig - 329
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Pop up message of successful approval is generated on the screen as shown in the image
below:

Sl m Sepeort = S

Change Statement Approval-DDO Supervisor

Salary Batch

| 00274:DIRECTOR TREASURY PENSION & ENTITLEMENT DDN:Aug-2013:27 Employees

v

1. Employee Master Head No of Head No Of
SUCCESS:PAYROLL APPROVED Cases Cases
Designation
2 Loan Transaction 5
3. Temporary Transaction 1

Fig - 330

Login by the officer level if all the roles are handled by different people and for cases where
the authority lays with same person change the role by clicking on the officer tab.

A
&IPS e o
\w) 1200 4063
7., Uttarakhand

Welcome Mr Bikram Singh Jantwal , Employee | User Type Last Login : 26/08/2018 03:26:35 PM ﬁ (D

My Profile ~ | My Claims +

Pending Activity

IFMS G.0 NO. 132 dated 20 March 2019
1. 3 I (WEIe W ) g i w S A e IFMS G.O NO. 131 dated 29 March 2019
1 34T O ATE & 3.

TEMC /2 N MA 120 Aatad 70 M

srrh 2010

Fig - 331

Click on change statement tab as shown in the image below:

Approval » | MIS+ | Support » | IncomeTax = | Payroll » | Budget~ | HRMS+ | Pension~ | Worls v

[ -

Change Stafement L, ICTAST (TR HIST ) 11V TR IO AR T A Ea A

) 1FMS .U N, 14U Qated 29 marcn ZU1Y
Pre-2016 Approval _ EUESEIE WWEW

IFMS G0 NO, 129, dated 29 March 2019 ( CCL DCL)

Bills

Budget Approval

Payroll Approvals (1)

Employee Claims/Advances

Fig - 332
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Write remark and click on approve or reject button as per the requirement. On clicking
approve button the change statement is pushed to treasury level.

Approval ~ Income Tax ~

Salary Batch

Pension -

Change Statement Approval-DDO Officer

| 00274:DIRECTOR TREASURY PENSION & ENTITLEMENT DDN:Aug-2019:27 Employees

1. Employee Master Head No Of Head No Of Head No Of
Cases Cases Cases
Designation 1
2. Loan Transaction 5
3. Temporary Transaction 1
4. Permanent/Bulk Transaction 1
5. Absentee Q
Remarks

ol

Jrr—— [P —

Fig - 333

Pop up message of successful approval is generated on the screen as shown in the image

below:

Salary Batch

Employee Master

Change Statement Approval-DDO Officer

| 00274:DIRECTOR TREASURY PENSION & ENTITLEMENT DDN:Aug-2013:27 Employees

Head

Ne of Head No of
SUCCESS:PAYROLL APPROVED Cases Cases
Designation
2 Loan Transaction 5
3. Tempeorary Transaction 1

4.4.9.3 Budget Approval

Fig -334

Once the budget is demanded or surrenders, it is captured in approval section. Further for
passing the request to HOD level, budget id goes through the process approval from all the
three levels. Thus, below are the few steps that describe the entire process of budget

approval:

User can access budget approval tab as shown below;

Pre-2016 Ap
Budget Ap;

Fallad Paymants(0)}

Bills Panding for Appraval

1 B Bl T asy Nﬂl e M-H IIPI?‘ e
o o ﬂ Il h l afferey # i o &
" St b e L R L E T I pee

w Proc
KIFMS Instructior

essing of IFMS Please

v8)

Click Here
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Fig - 335

Once the user clicks on the budget approval tab, user is directed to page shown
below, it consists of all the budget ids created while the budget is demanded,
surrendered or disbursed:

Approval = | Entitlements | MIS~ | Support v | IncomeTax v | Payroll v | Bills » | Budget v | HRMS v | Pension v | ICDS v | GPF~

Budget Approval

Demand Approval

DEM:1200:4275:1512:0001 DD19120070003 10-DEC-2015

Disbursement Approval

Surrender Approval

Re-Appropriation Approval

Fig - 336

Click on select button provided with the budget id, drop down the page the budget
demanded is visible as can be seen in the on the image below, similarly for the budget
surrendered on selecting the budget id drop down the list the budget surrendered will
be visible:

HOD-Director, Treasuries, Pension & Entitlements (4279)

T 3¢ S-DD19120070003
T 97 3 10-DEC- 2019

T A E -123
IEF GEI - 007 T =

Far WE 20541 T TG T 00--
0057 T G Tl 03-PTR U4 féw Hard HfgH
00-STIR e 3w e i
(Voted)
[ 2 [ o | s [ & [ o] o[ o[ o] s [ o [3 | oo |
HFAT Hg 1AM 1y fereita ond o1 airee fflrad mred e ferefta o ot wim gfS/odt(%) st
04-TIF1 =T 2,00,000 72,664 50,000 -75
0o-fifder g il 6,40,000 4,509,886 50,000 -92.19
51- R4 2,65,000 1,60,846 10,000 -96.23
T am 11,05,000 6,93,396 1,10,000

o grwed | Sidtant I e HiT-Rs.1,10,000{Rupees One Lac Ten Thousand Only)
Ate - gere 7 @ frdta af (2020-2021) A fayrmay ot it w9 (FER F A Y

Batch ID : DEM:1200:4279:1912:0001

Approval Status : Document Uploaded

Remarks

Fig - 337
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Enter remark and click on approve button for pushing the budget id to next level that
is supervisor.

L

On supervisor level user can access budget approval tab as shown below;

sport = | income Tax -
vty

Change statement

S _

------

2. Mew Upda
[oreefraEmT=

HRMS = | Pension = | waorks =

1. TEES STEON RO ST w6 see drn & i sl
s o ey A stersfer of) o tas sifoerr 37 off o o

te 1-SETHITIE T6O0F Y 2.0 Hiveday ® wanfie

T FRE T 2 e

e e

“

IFMS G.O NO. 132 dated 28 March 2019

Budget Status
Bills Pending for Approval

[To Know Processing of IFMS Please Click Here

Fig - 338

Once the user clicks on the budget approval tab, user is directed to page shown
below, it consists of all the budget ids passed or we can say approved by operator:

Approval ~ | MIS ~ | Support ~ | IncomeTax = | Payroll ~ | Budget ~

1 DEM:1200:4279:1312:0001

HRMS ~ | Pension ~ | Works ~

Budget Approval

Demand Approval

DD19120070003

10-DEC-2019 Select

Disbursement Approval

Surrender Approval

Re-Appropriation Approval

Fig - 339
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Click on select button provided with the budget id, drop down the page the budget
demanded or surrendered is visible as can be seen in the on the image below,
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DDO-Director Treasury Pension Entitlement DDun(4279)

HOD-Director, Treasuries, Pension & Entittements (4279)

i A HE - 123
SFET TR - 007 T =R

T 3 $-DD19120070003
i = fAiw- 10-DEC- 2019

S < 2054 - TT TG T 00—
095-FrRaT aY1 T e 03-FErR T4 faw fardf sfmm
00-FEFIR U4 fa= dad sfimm
(Voted)
2 ‘ o ‘ 5 4 o o o 9 5 ‘ o ‘ 3 o o
WS WE BT AH =mer, fafta ad @1 amdes forfta ad @1 @ st ferftr ad ot wim qfS /s (%) aitfreg
04-aTAT =TT 2,00,000 72,664 50,000 -75
oo-Faferea =ra nfagff 6,40,000 4,59,886 50,000 -92.19
51- 3FRET 2,65,000 1,60,846 10,000 -96.23
ki 11,05,000 6,93,396 1,10,000

Batch ID : DEM:1200:4279:1912:0001
Approval Status : Approved By Operator

Fad drerrsi § Sidtsit sRT @ AiT-Rs.1,10,000(Rupees One Lac Ten Thousand Only)
siie - a=ie gin ux fasfia ad (2020-2021) 30 Runmeaes w1 Afva w3 (@tarme & 5 93)

Remarks

Fig - 340
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Enter remark and click on approve button for pushing the budget id to next level that

is officer.

On officer level user can access budget approval tab as shown below;

Approval ~ Income Tax ~

I eills

Change Statement
Pre-2016 Approval

Budget ~

2. New Update 1-FTHRTR 0% U% 2.0 Higeday & SEifad
[T =TT %1 o R T | 2 T SR

Budget Approval

Payroll Approvals (0) [3. T TS0 FEaeor ATIH RG] 1 T FI1 & o 3ms
[T o o ST aaR | e are off i I =,
Employee Claims/Advances

Failed Payments(0)

IFMS G.0 NO. 132 dated 29 mMarch 2019

Budget Status

Bills Pending for Approval

Message
(IFMS Instructions)

For IFMS User Manual Click Here

Fig - 341

Once the user clicks on the budget approval tab, user is directed to page shown
below, it consists of all the budget ids passed or we can say approved by supervisor:

Budget Approval

Demand Approval

1 DEM:1200:4273:1512:0001

DD19120070003

10-DEC-2019 Select

Disbursement Approval

Surrender Approval

Re-Appropriation Approval
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Fig - 342

Click on select button provided with the budget id, drop down the page the budget
demanded or surrendered is visible as can be seen in the on the image below,

&1rms

" Uttarakhand
wiw

P N V)

SIaTT HEAT - 007 WHAT G

14 S1R SISULLYLAUUUUUS

=i 9= faiw- 10-DEC-2019

< =g 2054-FS Ayl T F=EE 00—
09 5-8@1 quI Ter P 03-FWFIR ud fam Fard siftem
00-FIEFTR vd &= Fard sfis=

2 | o | 5 ‘ a o ‘ o | o ‘ E) | E] ‘ o ‘ 3 ‘ o ‘
AT HG $TAH =1 forsfa o =1 amde for<fta o =71 == et fasftr ad =5t = gf2ssdt(oe) aitfas

04-TTAT =TT 2,00,000 72,664 50,000 -75

o9-Frferea =og ufegRE 6,40,000 4,59,886 50,000 -92.19

51- SRETOT 2,65,000 1,60,846 10,000 -96.23

Eaaka 11,05,000 6,092,206 1,10,000

S gt # SIieh §RT @ #i-Rs.1,10,000(Rupees One Lac Ten Thousand Only)
=i - m=ie @i o fasftg ad (2020-2021) A fFummerar =1 HfaT w3 (S & T 3Y)

Batch ID : DEM:1200:4279:1912:0001
Approval Status : Approved By Supervisor

Remarks

[oovon | o |
Fig - 343

Enter remark and click on approve button for pushing the budget id to next level that is HOD,
Pop up message of successful approval is generated on the screen as shown in the image
below and on clicking return button budget id is send back to the operator level and can be

viewed at the upload document page.

Demand Approval

©Copyright © 2008 Directorate of Treasury, Pension & Ex @ EUSE R . Al rights Resarved.2019

Designed, Developed & Maint Close

Budget Approval

Fig - 344
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