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HR

Manpower Requisition:

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

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

Fill Candidate Detail
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Letter of intent:

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

Offer Letter
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And when candidate join the company then HR create the Employee card.

Page 6



Employee List

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

retrieve from the Document’s

GO TO: Module Human Resource Payroll
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Now user has to First Create Employee Card (Follow these step shown below)

Click >Human Resource Payroll

 Employee
 Employee List

Click New (New Employee Creation /
Modify Employee Information)

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

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

CARD No Specifies the Old Card No of the Employee.

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

First Name Specifies the Name of the employee.

Minimum Wages Specifies the Employee Minimum Wages of their skills.

Sex
Specifies the Sex of the employee.(example 
male/female) select from option list.

Employment Date
Specifies the Employment Date of the 
employee.

Grade
Specifies the Job Grade of the employee to differentiate the level to whom it 
belong to.
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Designation Code Specifies the Designation Code of the employee, select from option 
list.

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

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

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

PAN No Specifies the PAN No of the employee.

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

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

Name

HOD Specifies the HOD Code of the employee.

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

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

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

Department Code Specifies the Department of the employee.

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

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

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

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

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

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

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

BCG Specifies the BCG of the employee. Check Yes if the BCG is signed on the timing of Joining

NDA Specifies the NDA of the employee. Check Yes if the BCG is signed on the timing of Joining

IT Policy
Specifies the IT Policy of the employee. Check Yes if the BCG is signed on the timing of 
Joining

Screen Short hereunder:
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Payroll Detail Tab

Fields Purpose

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

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

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

Bonus Rule Specifies the Bonus Rule.

ESI No Specifies the ESI No of the employee

ESI Dispensary Specifies the ESI Dispensary of the employee

PF Compant Code Specifies the PF Company Code.

PF No Specifies the PF No of the employee

UAN NO Specifies the UAN No of the employee

Salary Stop Specifies the Salary Stop of the employee, for salary stop of employee check yes

Remarks Specifies the Remarks, reason to be enter manually for Stop Salary

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

Inactive Date Specifies the Inactive Date, of the employee,

Reason of Leaving Specifies the Reason of Leaving, of the employee,

No. of Month for Specifies the No of Month for Confirmation of the employee,
Confirmation

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

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

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

Screen Short hereunder:
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Pay Method

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

Finance Bank Code Specifies the Bank from whom transaction made of the employee.

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

Account No Specifies the Account No. of the employee.

Screen Short hereunder:
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Communication Tab

Fields Purpose
Address Specifies the Address of the employee

Address 2 Specifies the Address 2 of the employee (example gali no. etc.)

Address 3 Specifies the Address 3 of the employee (example near about place etc.)

Post Code Specifies the Pin Code of the employee location

City Specifies the City of the employee which is mention in post code.

State Specifies the State of the employee

Country Code Specifies the Country of the employee.

Permanent Address1. Specifies the Permanent Address 1. of the employee.

Permanent Address2. Specifies the Permanent Address 2. of the employee.

Permanent City Specifies the Permanent City of the employee.

Permanent State Specifies the Permanent State of the employee.

Permanent Contact No Specifies the Permanent Contact No of the employee

Extension Specifies the Office Extension of the employee

Mobile Phone No. Specifies the Mobile Phone No of the employee

E-mail Specifies the Personal E-mail of the employee

Company E-mail Specifies the Company E-mail of the employee

Home Page Specifies the Web Site

Emergency Contact Specifies the Emergency Contact Person
Person

Emergency Contact No Specifies the Emergency Contact No.

Screen Short hereunder:
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Personal

Fields Purpose
Husband Name Specifies the Husband Name of the employee

Blood Group Specifies the Blood Group of the employee

Marital Status Specifies the Marital Status of the employee

Marriage Date Specifies the Marriage Date of the employee

Spouse Name Specifies the Spouse Name of the employee

Spouse DOB Specifies the Spouse DOB of the employee

No. of Children Specifies the No of Children of the employee

Total Experience Specifies the Total Experience of the employee

Relevant Experience Specifies the Relevant Experience of the employee

Driving License Specifies the Driving License of the employee

Valid Up-To Specifies the Valid Date of Driving License of the employee

Voter ID Specifies the Voter ID of the employee

Aadhar Card Specifies the Aadhar ID of the employee

Previous Experience Specifies the Previous Experience of the employee

Last Employer Specifies the Last Employer of the employee

Health Card No. Specifies the Health Card No. of the employee

LIC Policy No. Specifies the LIC Policy No. of the employee

LIC ID Specifies the LIC ID of the employee

Screen Short hereunder:
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Employee Card Creation(Manually)

User can Create New Employee

 Create Employee Card
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Next Step Click Yes

Now New Employee document move to Posting Employee Card Creation Page.

Click Posted Posted Employee Card Creation (Manual)
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Next Step to update information in Employee Card
 Qualification
 Pay Element
 Leave Detail
 Loan
 Records Generations
 Dept/Grade/Designation History
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Click Qualification (Update Information in Line)

After update information in Line Click OK

Pay Elements

 User has to Bifurcation of the Salary Structure of Employee
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Leave Detail (Employee Leave Details)

Loan / Advances (Click New for New Record)
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GO-TO > Action Tab (Create installment of Advance amount)

Click OK

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

Page 19



Loan Card update with the Detail of Employee Loan

Next Step is to Generate Record Generation (Click Button)

Page 20



Pay Revision:- Employee of the Specific field

THEN GOTO NAGIVATE Tab:- Click the Employee Wise button then system calculate the latest salary of
that particular employee.

Pay Structure Date Effective Date Fitment
Amount

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

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

Calculate Arrear Post

FULL & Final Settlement:

IF employee resign the job then user will be enter the inactive date on the employee Card. After insert
the inactive date user click the Full & Final Settlement Header-
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Then select the Employee ID and Then GOTO ACTION Tab:

Press the Calculate Salary-- Full & Final Report
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Employee Weekly OFF (Branch / Employee -wise Weekly Off can be defined in System)

 Select Branch Code
 Month
 Find Employee

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

Leave Posting

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

Record Move to Posted Leave Posting (After Posting)
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Earning / Deduction

 Open Addition/Deduction List

Click New (Update New Record)

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

GO-TO > Navigate Tab for Update Line

Click Yes

Next Activity is to Post the Information’s which fill in Line (Click Post)
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Record Move to posted Additional/Deduction List (After Posting)\

Arrear Calculation

GO-TO > Arrear List

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

Click Fill Data (Update the Line) Click Post

Next Step
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Next Step- Upload the Employee wise Monthly shift

Upload Employee Wise Weekly Shift
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Temporary Shift Assign –if any employee shift have been change for the short period then you can
entered the temporary shift in this screen.

Employee Actual Punch-System Generate the Attendance according to Device Punches.

 Employee Daily Attendance Sheet (User can see the specific Employee Detail)

Page 29



Regarding overall Detail of Month

Next Step Employee Monthly Attendance

GO-TO > Navigate Tab

 Select the Employee/ Branch
 Click Process Attendance
 View the Whole Month Attendance employee wise in single line

Month Wise Hold Salary—
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Hold the salary for the particular month for the specify employee.

Next Step Monthly Payroll Salary Process—

After run this process all employee Salary will be calculated
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Then user will be check the salary detail (earning and deduction). After completion the checking,
salary will be post for the accounts. Then GO TO-Monthly Payroll Posting

Then Click on the Posting Button and Press the Post Button

After Clicking the Post Button then another screen will be appear. Screen shot hereunder
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And after click the ok button, salary will be posted in the accounts.

Tax Planning:

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

And then select the Assessment year and press Ok.
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After create the import the Pay Element, User create the Import from Salary Processed. And then run
the Tax Calculation Sheet

Import the Pay element –only run the new employee.

Import the Salary Processed—every month after post the salary.

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

Investment Code

Create the Investment code for the tax Planning
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After Creating the Investment Code--- User upload the tax saving data
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After Uploaded the Tax saving data THEN GOTO: - Update Proposed Tax

Then Select the Assessment Year. And press the OK Button and tax investment will be updated on 
the Employee Tax Card.
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Reports (User get these Information’s in report’s

Salary Register

Salary Register For Month of November-14.
Rate of Salary Earning Salary Deduct

ion
Salary

S. Employee Employee Branch Depart Employee BASIC HRA CONV Monthly Paid BASIC HRA CONV Gross Gross Net Sign Res
No Code Name Name ment Posting Gross Days earn Earn Earn Earni Deduct Salary ature ign
. Name Group ng ion atio

n
Dat
e

1 BL0002 FATEH HO - STORE SALARY 15050 6150 800 22000 30 15050 6150 800 22000 0 22000
CHAND Delhi S

Gross 15050 6150 800 22000 15050 6150 800 22000 0 22000
Total



Salary Slip

Employee ID : BL0002 Employee Name : FATEH CHAND
Days Paid : 
30 LWP:0

Pay Mode : Designation : INCHARGE Department : STORES

DOJ : Thursday, January 
09, Account No : 094-

325040-006 Location : HO - Delhi
1969

PAN No : PF No: ESI No :

CLAVL:0 ELAVL:0 CL Bal. : 15 EL
Bal. : 15

Description Rate (Rs.)
Earning 
(Rs.)

Arrear Amt Total Amt

(Rs.) (Rs.)
BASIC 
SALARY 15050 15050 0 15050

Conveyance Allowance 800 800 0 800

House Rent Allowance 6150 6150 0 6150

Total 22000 22000 0 22000

Total
Earnings 22000

Net Payable 22000

RUPEES TWENTY TWO THOUSAND RUPEES AND ZERO PAISA ONLY

This is computer generated sheet hence no signatures required.

Employee Wise Leave Balance

Employee Wise Leave Detail for the Month of November-14.

Sr Employ Employ Date Bran Departm O/B O/B O/B CL ML P CL CL CL
. ee ID ee of ch ent CL ML PL L S S S
N Name Joini CL ML PL
o. ng

1 BL0002 FATEH 9 Jan HO - STORES 15.0 0.0 15.0 0.0 0.0 0. 15. 0.0 15.
CHAND 1969 Delhi 0 0 0



Setup

 Leave Year

Create Year

Click Calendar Generation/Leave Crediting’s/Leave Entitlements



 Financial Year

 Assessment Year
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 PF Year

 ESI Year

Page 41



 Bonus Year

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

 General Tab
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 Posting

 Numbering
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 Policy

Provident Fund (User has to update the PF form as per PF Policy)
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 ESI

Payroll Setup

 Pay Elements
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 Pay Branches (Use feature for Branch)

 Pay Calendar (Step up for define Weekly OFF Day)
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 Job Title List

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

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

Bonus Rule

Posting Group
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 Pay Business Posting Group

 Pay Product Posting Group

 Pay general Posting Setup
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 Employee Posting Group
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Department Masrter
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