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1. Introduction  
 

The Finance Department of the Government of Rajasthan is currently designing and developing the 

upgraded/ enhanced version of Integrated Financial Management System (IFMS 3.0), to improve 

financial management and streamline processes for Government Employees and various stakeholders. 

IFMS 3.0 is an integrated system that includes Budget Management, Expenditure Management 

(Disbursement Engine) including Treasury functions, Revenue Management, Accounting and Reporting. 

This new system aims to resolve the issues with previous disjointed modules by integrating them into one 

integrated system, simplifying and eliminating redundant processes, and adding new functionalities such 

as self-service for stakeholders. The IFMS 3.0 system will significantly improvise financial management 

for the Finance Department of the Government of Rajasthan and provide a more user-friendly experience 

for all stakeholders. 

 

2. System Overview 
 

Employee Management system is a critical component for organizations to efficiently manage their 

workforce. The purpose of the Employee Management & Salary Bill training manual is to facilitate the 

trainers to understand the functionality of modifying the Migrated Employee data from IFMS 2.0, 

Creating New Employee and Creating Group in which employee will be tagged for salary bill.  

This training manual will also facilitate the master trainers to understand the system usability how 

the system will facilitate the users to generate the Salary Bill, associating it with other related processes 

such as subsistence allowance, allowance, deduction, etc. which are used in generating these bills. Based 

on the details saved in Employee Management module, the Salary Bill of the Employee will be prepared.  
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3. Prerequisites 
 

3.1 For System Access 
 
User should possess- 
 URL link: https://ifms.rajasthan.gov.in/ifmssso 
 SSO ID Credentials (User ID and Password) 

 
 
 
 

4. Employee Management 
 

 

4.1 Login into the System 
 

1. Action URL link  -https://ifms.rajasthan.gov.in/ifmssso 
2. Actor    -Maker/Checker/HoO (Approver) 

3. Navigation Steps -To initiate details updation of employee application   
process, HoO shall follow the steps as given: - 

 
 Please open web browser and enter https://ifms.rajasthan.gov.in/ifmssso in the URL.  

 
 Click Login button  

 
 



 

 SSO Login page opens, please enter your SSO Login Credentials (User ID, Password, and 

captcha) to login 
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Figure 1: IFMS Home Page 

 
 

Login page opens, please enter your SSO Login Credentials (User ID, Password, and 

Figure 2: SSO Login Page 
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Login page opens, please enter your SSO Login Credentials (User ID, Password, and 

 



 

 After SSO login, welcome page appears only for three seconds at IFMS 3.0. It 

automatically redirects

Self-Service Tile to manage own service

 

 Access workspace tile shall be used for official purposes

assigned/mapped by higher authorities.

 

 Access Employee Self Service tile is for employees, to raise requests, pay slips, leaves, etc.

 

Note - Under Employee Self Service (ESS), Employee can view or update his details and raise requests.
 
 
 

4.1.1 HoO – Approver (Access Workspace)
 

 For initiating the request
 

 
 In upper part of screen, one or more desk(s) with name of offices will appear for which 

employee is having charge. Select Desk (Office) for which employee having charge. 

User Manual Employee Management (IFMS 3.0)

After SSO login, welcome page appears only for three seconds at IFMS 3.0. It 

automatically redirects user to choose either Workspace Tile for office related work or 

Service Tile to manage own service-related matters. 

Access workspace tile shall be used for official purposes, to perform roles and duties 

assigned/mapped by higher authorities. 

Employee Self Service tile is for employees, to raise requests, pay slips, leaves, etc.

Under Employee Self Service (ESS), Employee can view or update his details and raise requests.

Approver (Access Workspace) 

For initiating the request for new employee, User shall select – “Access Workspace” tile

Figure 3: Select Space 

In upper part of screen, one or more desk(s) with name of offices will appear for which 

employee is having charge. Select Desk (Office) for which employee having charge. 
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After SSO login, welcome page appears only for three seconds at IFMS 3.0. It 

user to choose either Workspace Tile for office related work or 

, to perform roles and duties 

Employee Self Service tile is for employees, to raise requests, pay slips, leaves, etc. 

Under Employee Self Service (ESS), Employee can view or update his details and raise requests. 

“Access Workspace” tile 

 

In upper part of screen, one or more desk(s) with name of offices will appear for which 

employee is having charge. Select Desk (Office) for which employee having charge. 



 

According to selection of tile in upper part, role(s) assigned to an employee will app

form of tile(s), in lower part of screen.

 

 

 As per selection of Role, Dashboard page gets open accordingly.
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According to selection of tile in upper part, role(s) assigned to an employee will app

form of tile(s), in lower part of screen. 

Figure 4: Desk and Role page 

As per selection of Role, Dashboard page gets open accordingly. 

Figure 5: Select function page 
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According to selection of tile in upper part, role(s) assigned to an employee will appear in 

 

 



 

 ActivityDashboard page 

Id’s, My Activities list (All tasks), Task status, Employee MIS Reports, Quick links, etc.

 

 Click on“Employee Management”

 
 

 

 

 

 

5. HO/ DDO Declaration
 

5.1 Login into the System
 

1. Action URL link  
2. Actor    

1. Navigation Steps

 Dashboard page gets open
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ActivityDashboard page gets open, from this page User can view - check status for the 

Id’s, My Activities list (All tasks), Task status, Employee MIS Reports, Quick links, etc.

“Employee Management”, from the menu (Left side) 

Figure 6: My Dashboard Page 
 

HO/ DDO Declaration 

Login into the System 

 -https://ifms.rajasthan.gov.in/ifmssso 
 -     HOD/ HO 

Navigation Steps -User shall login into the system using steps as 
under Section 4.1 for User SSO Login (till Figure 4)
 
 

Dashboard page gets open 
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check status for the 

Id’s, My Activities list (All tasks), Task status, Employee MIS Reports, Quick links, etc. 

 

User shall login into the system using steps as mentioned 
for User SSO Login (till Figure 4) 



 

 

 

 Click on Employee Management
 
 

 Dashboard page gets open, from this page User can view 

Activities list (All tasks), Task status, Employee MIS Reports, Quick links, etc. as per the 

rights authorized. 
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Figure 7: Select function page 

Click on Employee Management 

Dashboard page gets open, from this page User can view - check status for 

Activities list (All tasks), Task status, Employee MIS Reports, Quick links, etc. as per the 

Figure 8: My Dashboard page 
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check status for the Id’s, My 

Activities list (All tasks), Task status, Employee MIS Reports, Quick links, etc. as per the 

 



 

 To declare HO, task will initiate at HOD level. 
“HO Authority Declaration”
 
 

Figure 

 
 

 Please select the Office name from the drop
office and Offices under subordination will appear as 
HO has to be declare.
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To declare HO, task will initiate at HOD level. Click “Authorization”, 
“HO Authority Declaration” 

Figure 9: HoO Authority Declaration 

Please select the Office name from the drop-down list according to selected option. 
office and Offices under subordination will appear as under. Select the office for which 
HO has to be declare. 

Figure 10: Select Office Page 
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“Authorization”, and thenclick 

 

according to selected option. Self-
under. Select the office for which 

 



 

 
 

5.1.1.1 Declaring New HO/ DDO
 
 

 List of assigned DDO(s) in selected office will appear. 

the employee to whom HO has to be declared

checkbox. 

 

 
 

 Name of employee gets populated under “
 
 

 
 
 

 User needs to confirm the request by clicking “Yes” button

User Manual Employee Management (IFMS 3.0)

Declaring New HO/ DDO 

List of assigned DDO(s) in selected office will appear. From the appeared list please select 

to whom HO has to be declared and check mark the “Mark as HO”

Figure 11: Mark as HO 

Name of employee gets populated under “Employee list”, Please click “Save” button

Figure 12: Save changes 

User needs to confirm the request by clicking “Yes” button 
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From the appeared list please select 

“Mark as HO” 

 

, Please click “Save” button 

 



 

 
 

 
 

 Success message gets displayed
 

 
 
 

5.1.1.2 Changing Existing HO/ DDO
 
 
 

 In Case, an employee is already mapped as HoO and that needs to be changed

User Manual Employee Management (IFMS 3.0)

Figure 13: Final confirmation 

Success message gets displayed 

Figure 14: Successful message 

Changing Existing HO/ DDO 

Case, an employee is already mapped as HoO and that needs to be changed
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Case, an employee is already mapped as HoO and that needs to be changed 



 

 Please click over Employee list filter

 
 

 Please select the other employee from the drop

 

 
 
 

 Click “Save” button
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Please click over Employee list filter 

Figure 15: Mark DDO 

Please select the other employee from the drop-down list 

Figure 16: Select employee 

Click “Save” button 

l Employee Management (IFMS 3.0) 

25 

 

 



 

 
 

 User needs to confirm the request by clicking “Yes” button
 
 

Figure 

 
 

 Success message gets displayed
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Figure 17: Save Changes 

User needs to confirm the request by clicking “Yes” button 

Figure 18: Confirm submission request 

Success message gets displayed 
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 Employee details gets updated in the system as displayed in the screen below
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Figure 19: Successful message 

Employee details gets updated in the system as displayed in the screen below

Figure 20: Changes displayed 
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Employee details gets updated in the system as displayed in the screen below 

 



 

6. My Task List
 

 

6.1.1 Login into the System
 

3. Action URL link  

4. Actor    

5. Navigation Steps

 
 

 Click “My Task List”
 

 

 
 
 

 This shall display the details of task(s) of User that includes 

Requests, everted Request, Approved 

 
 Click request ID to take appropriate action on the employee request.
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My Task List 

Login into the System 

 -     https://ifms.rajasthan.gov.in/ifmssso 

 -     HoO (Approver) 

Navigation Steps -     User shall login into the system using steps as mentioned

under Section 4.1 for User SSO Login (till Figure 6)

“My Task List”, from the menu (Left side) 

Figure 21: My task list page 

This shall display the details of task(s) of User that includes – All Requests, Pending 

Requests, everted Request, Approved Requests, Rejected Requests, etc.

Click request ID to take appropriate action on the employee request. 
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User shall login into the system using steps as mentioned 

ill Figure 6) 

 

All Requests, Pending 

Requests, Rejected Requests, etc. 
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7. Employee Management 
 

Employee Management encompasses all processes related to Employee Registration, Sanctions, and Bills 

(both Salary and Non-Salary related). It also comprises of Employee Self Services and masters related to 

Employee Management. 

 

7.1 Login into the System 
 

2. Action URL link  -     https://ifms.rajasthan.gov.in/ifmssso 

3. Actor    -     Maker/Checker/HoO (Approver) 
4. Navigation Steps -     User shall login into the system using steps as mentioned 

under Section 4.1 for User SSO Login (till Figure 6) 
 
 

 Click “Employee Management>> Employee Registration”, from the menu (Left 
side) 

 

 

7.2 Employee Registration 
 

This functionality includes these processes: 

 New Registration  

 Re-employment 

 
 

 HO (Receiver / Approver) to initiate the request for creating new employee by entering 

minimum basic mandatory requirement as per provided in the appointment letter and 

forward the activity to HO (Maker). 

 HO (Maker) will fill the remaining filed for employee registration as per the supporting 

document received along with the appointment letter and forward the request to HO 

(checker) for review. 

 HO (Checker) will review the request along with the maker remarks and forward / revert 

the request to Approver/Maker 

 HO (Approver) will review the request and approve or reject the request. 



 

 System will return the request to checker if approver has rejected the request

remarks. Notification will be sent to concern stakeholders. 

 
 Click “Employee Management >> Employee Registration >> New 

Registration”, from the menu (Left side)

 
 

 

7.2.1 New Registration
 
 

This functionality can be used to onboard new employee to the system by capturing employee related 

details such as Personal details, Service details, Address, Bank details, Family details, Nominee details, 

Pay component etc.  

After HoO (Maker) initiates the request and verified by HoO (Checker), i

the request, system will input update the employee master and notification will be send to concern 

stakeholder and employee. 

 

 Please select the New Registration tab at left side, as dis
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System will return the request to checker if approver has rejected the request

remarks. Notification will be sent to concern stakeholders.  

“Employee Management >> Employee Registration >> New 

, from the menu (Left side) 

New Registration 

This functionality can be used to onboard new employee to the system by capturing employee related 

details such as Personal details, Service details, Address, Bank details, Family details, Nominee details, 

e request and verified by HoO (Checker), if HO/HOD (Approver) approves 

the request, system will input update the employee master and notification will be send to concern 

Please select the New Registration tab at left side, as displayed in the screen below

Figure 22: Employee Registration 
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System will return the request to checker if approver has rejected the request with 

“Employee Management >> Employee Registration >> New 

This functionality can be used to onboard new employee to the system by capturing employee related 

details such as Personal details, Service details, Address, Bank details, Family details, Nominee details, 

(Approver) approves 

the request, system will input update the employee master and notification will be send to concern 

played in the screen below 

 



 

 Detail updation tabs for User to update the required details mandatorily

o Tab 1- Personal details

o Tab 2 – Employee Service

o Address Details

o Family Details and 

o Bank Details

o Pay Entitlement

 
 
 
Tab 1- Personal Details: 
 
 

 Upload- photograph/ joint photograph size shall not exceed 500Kb, and format shall be 

jpeg/ jpg only 

User Manual Employee Management (IFMS 3.0)

Detail updation tabs for User to update the required details mandatorily

Personal details 

Employee Service 

Address Details 

Family Details and Nomination 

Bank Details 

Pay Entitlement 

Figure 23: New Registration 
 

photograph/ joint photograph size shall not exceed 500Kb, and format shall be 
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Detail updation tabs for User to update the required details mandatorily- 

photograph/ joint photograph size shall not exceed 500Kb, and format shall be 



 

 User shall Enter/update the 

 

 

 

 
 Upload the required documents and click “Add a new document”

 

Figure 
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update the details 

Figure 24: Tab 1- Personal Details 

Upload the required documents and click “Add a new document” 

Figure 25: Enter details and upload document 
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 Document uploaded successfully message 

 

Figure 

 

 Click on “Save as draft” button

 

 Success message will be displayed

 

Figure 

 
 Click on “Save” button to save the details and 
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Document uploaded successfully message displayed 

Figure 26:Success upload message 

Click on “Save as draft” button 

Success message will be displayed 

Figure 27: Data saved successfully 

“Save” button to save the details and “Next” button to move to next tab
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to move to next tab 



 

Tab 2- Employee Service: 
 
 

 User shall update the details

 

Figure 

 

 Upload the required documents and click “Add a new document”
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User shall update the details 

Figure 28: Tab 2- Employee Service 

Upload the required documents and click “Add a new document” 

Figure 29: Upload document page 
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 Document uploaded successfully message displayed

 
 

Figure 

 
 

 Click on “Save as draft” button 

 

 
 

 Success message will get 
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Document uploaded successfully message displayed 

Figure 30: Success Upload message 

Click on “Save as draft” button  

Figure 31: Save as draft 

Success message will get displayed with request Id 
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Figure 

 

 

 Click on “Next” button
 

 
  
Tab 3- Address Details: 
 
 

 User shall enter the required details for Current and Permanent Address
 

 

 
 Click on “Save as draft” button 

 Success message get displayed with Request ID
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Figure 32: Data successfully saved 

Click on “Next” button 

User shall enter the required details for Current and Permanent Address

Figure 33: Tab 3- Address details 

Click on “Save as draft” button  

Success message get displayed with Request ID 
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User shall enter the required details for Current and Permanent Address 

 



 

Figure 

 
 

 Click on “Next” button to go to next tab for completing the details

 
 
Tab 4- Family Details and Nomination:
 

 If Janadhar details inserted, family details will be fetched from Janadhar portal otherwise 
User shall enter the required details for employee’s family details and nominations

 
 

 
 Click “Add” button, to add the details entered

 
 Click “Save as draft” button and then “Next” button to go to next Tab
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Figure 34: Data successfully saved 

Click on “Next” button to go to next tab for completing the details 

Details and Nomination: 

If Janadhar details inserted, family details will be fetched from Janadhar portal otherwise 
User shall enter the required details for employee’s family details and nominations

Figure 35: Tab 4- Family details 

Click “Add” button, to add the details entered 

Click “Save as draft” button and then “Next” button to go to next Tab 
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If Janadhar details inserted, family details will be fetched from Janadhar portal otherwise 
User shall enter the required details for employee’s family details and nominations 

 



 

Tab 5- Bank Details: 
 

 User shall enter the required Bank details

 Upload the required documents and click “Add a new document”

 
 

 
 Document uploaded successfully message displayed

 

Figure 

 
 Click “Save as draft” button and then “Next” button to go to next Tab

 
 
 
Tab 6- Pay Entitlement: 
 
 

 User shall enter the required details and click “Submit” button
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User shall enter the required Bank details 

Upload the required documents and click “Add a new document” 

Figure 36: Tab 5- Bank details 

Document uploaded successfully message displayed 

Figure 37: Document upload successfully 

Click “Save as draft” button and then “Next” button to go to next Tab 

User shall enter the required details and click “Submit” button 

l Employee Management (IFMS 3.0) 

38 

 

 



 

 
 

 Click “Yes” to the system confirmation, this is the final verification that all the details 

entered by User are correct. 

 

 
 

 Success message will be displayed
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Figure 38: Tab 6- Pay entitlement 

Click “Yes” to the system confirmation, this is the final verification that all the details 

entered by User are correct.  

Figure 39: Confirmation message 

Success message will be displayed 

l Employee Management (IFMS 3.0) 

39 

 

Click “Yes” to the system confirmation, this is the final verification that all the details 

 



 

 
 This completed the New Employee registration by HoO (Approver)

 This request now will be sent to HoO (Checker) for approval

 
 
 
 
 

7.2.2 Re-employment
 

 Click “Employee Management >> Employee Registration >> Re

from the menu (Left 

 

This functionality can be used to update

 New Registration 

 Re-registering existing employee/ pensioners details.
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Figure 40: Screen Awaited 

This completed the New Employee registration by HoO (Approver) 

This request now will be sent to HoO (Checker) for approval 

employment 

“Employee Management >> Employee Registration >> Re

from the menu (Left side) 

This functionality can be used to update- 

registering existing employee/ pensioners details. 
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“Employee Management >> Employee Registration >> Re-employment”, 



 

7.2.2.1 New Registration
 

 Click “Re-employment”

 

 

 
 For registering a new employee

previous service is not available in system
 
 

 
 Employee registration page gets open
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ew Registration 

employment” 

Figure 41: Re-employment screen 

For registering a new employee who is Reemployed after retirement but his data of 
previous service is not available in system, click “Register a new employee”

Figure 42: Register new employee 

Employee registration page gets open 

l Employee Management (IFMS 3.0) 

41 

 

retirement but his data of 
, click “Register a new employee” 

 



 

 
 
 

7.2.2.2 Re-Registering
 

 
 For Re-registering 

existing Employee in system
 
 

 
 Existing employee can be identified by

o Pay Minus 

o Fixed Pay 
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Figure 43: New registration 

egistering 

registering aRe employed employee whose previous service
e in system, click “Fetch existing details” 

Figure 44: Existing employee 

employee can be identified by- 

Minus Pension 
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service-related data is 

 



 

 
 
 
 

Next Screen not available 
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Figure 45: Fetch details 

Figure 46: Next Screen 

Next Screen not available  
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7.3 Employee Transfer Management
 

 Click “Employee Management >> Employee Transfer Management”

menu (Left side) 

 

 

7.3.1 Relieving 
 

 Based on transfer order, reliving request shall be triggered by office user (existing office) to 

initiate the reliving process.

 

 Click “Employee Management >> Employee Tran

menu (Left side) 

 

Figure 

 

 Click “Relieving”option from the menu
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Employee Transfer Management 

Management >> Employee Transfer Management”

Based on transfer order, reliving request shall be triggered by office user (existing office) to 

initiate the reliving process. 

“Employee Management >> Employee Transfer Management”

Figure 47: Employee Transfer Management 

option from the menu 
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Management >> Employee Transfer Management”, from the 

Based on transfer order, reliving request shall be triggered by office user (existing office) to 

sfer Management”, from the 



 

 

 Please click“Search By”

Employee ID or Group radio buttons

 

 Feature of “Advance Search” button 

entering the keywords

 

 Please click “Initiate”

 
 

 

 

 Employee details displayed
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Figure 48: Relieving Screen 

“Search By”button to search the required details using – All/ Name/ 

Employee ID or Group radio buttons 

“Advance Search” button is also provided to get the required details by 

entering the keywords 

“Initiate” button to proceed with the Relieving process 

Figure 49: Relieving Initiation 

Employee details displayed 
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All/ Name/ 

is also provided to get the required details by 



 

Figure 

 

 

 Please fill the required details
 

 

 
 Please upload the supporting document(s) and select Designation 

copy of order is to be send
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Figure 50: Employee details displayed 

the required details 

Figure 51: Enter details 

Please upload the supporting document(s) and select Designation or enter text 

copy of order is to be send. 
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or enter text to whom 



 

 Click “Submit” button

 
 

Figure 

 

 
 After clicking submit button system will ask to enter Aadhar number to verify and e sign 

the order. And then click “Request OTP” button. 
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Click “Submit” button 

Figure 52: Select Designation and Submit 

After clicking submit button system will ask to enter Aadhar number to verify and e sign 

the order. And then click “Request OTP” button.  

Figure 53: Enter Aadhar Number 
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After clicking submit button system will ask to enter Aadhar number to verify and e sign 

 



 

 Enter OTP received at registered mobile number, and click
 

 

 

 Application ID will get generate successfully
 

 

 User can view the letter as displayed in screen below
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Enter OTP received at registered mobile number, and click “Submit” button

Figure 54: Enter OTP 

Application ID will get generate successfully 

Figure 55: Successful message 

User can view the letter as displayed in screen below 
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“Submit” button 



 

 

 

 

7.3.2 Joining 
 

 Based on Joining Order,Joining Request

initiate the joining process. 

 

 Click “Employee Management >> Employee Transfer Management >> 

Joining”, from the menu (Left side)
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Figure 56: Relieving letter 

Joining Order,Joining Request shall be triggered by office user (new / joining office) to 

“Employee Management >> Employee Transfer Management >> 

, from the menu (Left side) 
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shall be triggered by office user (new / joining office) to 

“Employee Management >> Employee Transfer Management >> 



 

 Please click “Initiate”
 

 

 

 Employee details displayed
 

 Select the options from radio button
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Figure 57: Joining Screen 

 

 

“Initiate” button to proceed with the Joining process 

Figure 58: Initiation process 

Employee details displayed 

options from radio button 
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 Enter the required details
 

 

 Click the “Click here” button to get the pdf displayed
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Figure 59: Select options 

Enter the required details 

Figure 60: Enter details 

Click the “Click here” button to get the pdf displayed 
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 User can print/ download the pdf displayed
 

 

 

 Click Yes button to the Submit request confirmation message
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Figure 61: View details 

User can print/ download the pdf displayed 

Figure 62: Pdf displayed 

Click Yes button to the Submit request confirmation message 
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 Success message will be 
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Figure 63: Confirmation message 

 

Success message will be displayed 

Figure 64: Successful message 
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7.4 Group Management 
 

 Click “Employee Management>> Group Management from the menu (Left side) 

 

 Group Management contains these options: 

o Group Creation 

o Allocation 

o De- Allocation 

o Start Salary 

o Stop Salary 

 

 

7.4.1 Change Status/ Group Creation 
 

7.4.1.1 Change Status 
 

This functionality will be used to change status/ create new group based on budget head as initial step in 

Pre-salary process. Groups are created by authorized user as part of employee management to group a set 

of employees for processing bills like – Salary bill etc. 

A group can be used for any kind of bill according to object Head. It is mandatory for each office to 

combine employees into employee groups. Any employee who is not in any group needs to be added to 

make sure employee’s salary is processed. 

 

 Click “Employee Management>> Group Management >> Group Creation from 

the menu (Left side) 

 



 

 

 To change the status 

the slide button as displayed in the screen below.

 

 

 

 Click “Yes” button to change the status
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Figure 65: Select group creation 

 

To change the status of any group from Active to Inactive or vice-versa, User shall click 

the slide button as displayed in the screen below. 

Figure 66: Change status 

Click “Yes” button to change the status 
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versa, User shall click 



 

 

 Successful message gets displayed. 

 

Figure 

 

 Status changed for the group
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Figure 67: Confirmation message 

Successful message gets displayed.  

Figure 68: Successful message Awaited 

Status changed for the group 
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7.4.1.2 Group Creation
 

 To Add new group, click “Add 

 

 

 Please select – Non

details and click “Submit” button
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Figure 69:Status changed 

Group Creation 

To Add new group, click “Add Group” button 

Figure 70: Add group 

Non-sharing based/ Sharing based radio button and enter the required 

details and click “Submit” button 
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sharing based/ Sharing based radio button and enter the required 



 

Figure 

 Successful message get displayed

 

Success message screens unavailable

 

 

 

 

 

 

User Manual Employee Management (IFMS 3.0)

Figure 71: Enter details - Add group 

 

Successful message get displayed 

Figure 72: Success message 

 

Success message screens unavailable 
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7.4.2 Group Allocation
 

 
DDO can assign group to an employee, who has not been attached with any of group. A list of employee(s) 

will appear in this option who are not attached with any of group.  

This functionality will be used for allocating the employee to a group for Salary B

To allocate group- please select Employee first then select group from drop down list of group(s). 

 Click “Employee Management>> Group Management >> Allocation 

menu (Left side) 

 

 

 

 Click Group Name 
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Allocation 

DDO can assign group to an employee, who has not been attached with any of group. A list of employee(s) 

will appear in this option who are not attached with any of group.   

This functionality will be used for allocating the employee to a group for Salary Bill processing.

please select Employee first then select group from drop down list of group(s). 

“Employee Management>> Group Management >> Allocation 

Figure 73: Allocation 

Group Name filter to get the drop down list 
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DDO can assign group to an employee, who has not been attached with any of group. A list of employee(s) 

ill processing. 

please select Employee first then select group from drop down list of group(s).  

“Employee Management>> Group Management >> Allocation from the 



 

 

 

 Please select the Group Name 

 

 

 

 Tick the Allocate checkbox as displayed below in screen and 
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Figure 74: Select Group name 

Group Name  

Figure 75: Employee details 

Tick the Allocate checkbox as displayed below in screen and click Save button
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click Save button 



 

 

 

 Click Yes button to Submit Request

 

Figure 

 

 Success message gets displayed
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Figure 76: Allocation Save 

Click Yes button to Submit Request 

Figure 77: Confirmation submit request 

Success message gets displayed 
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Figure 

 

 

7.4.3 GroupDe - allocation
 

This activity can be used if DDO want to shift any employee to another group, first he/shemust de

employee than allocate the group by using ‘Allocation’ option of group management

will be used to stop salary of a particular employee for a particular month by de

from the group. 

 

 Click “Employee Management>> Group Management >> De

the menu (Left side)

 Click on De-allocation 

shown in screen below 
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Figure 78: Successful message for allocation 

allocation 

This activity can be used if DDO want to shift any employee to another group, first he/shemust de

employee than allocate the group by using ‘Allocation’ option of group management. This functionality 

will be used to stop salary of a particular employee for a particular month by de-allocating the employee 

“Employee Management>> Group Management >> De-allocation 

the menu (Left side) 

allocation button to De-allocate the Post from particular employee as 

shown in screen below  
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This activity can be used if DDO want to shift any employee to another group, first he/shemust de-allocate 

. This functionality 

allocating the employee 

allocation from 

the Post from particular employee as 



 

 

 Group Name list gets displayed, with hyperlink, User needs to click on the Group Name

 

 

 List of Employees under selected Group gets displayed

 Functionality for “Search” 

details of Employee via Group Name and Employee
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Figure 79: De-allocation 

Group Name list gets displayed, with hyperlink, User needs to click on the Group Name

Figure 80: Select Group name 

List of Employees under selected Group gets displayed 

“Search” button is provided for User’s to easy search of required 

details of Employee via Group Name and Employee 

Figure 81:List of employees 
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Group Name list gets displayed, with hyperlink, User needs to click on the Group Name 

button is provided for User’s to easy search of required 



 

 This feature can be used to update the allocation of post to map with another post. 
 

 Check the De-allocate box for the employee that needs to be Deallocated from the group 

and click Save button.

 

 

 Click Yes button to 

 

Figure 

 

 Successful message screen gets displayed

User Manual Employee Management (IFMS 3.0)

can be used to update the allocation of post to map with another post. 

allocate box for the employee that needs to be Deallocated from the group 

and click Save button. 

Figure 82: Save changes 

Click Yes button to the Submit request confirmation message 

Figure 83: Submit request confirmation 

Successful message screen gets displayed 
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can be used to update the allocation of post to map with another post.  

allocate box for the employee that needs to be Deallocated from the group 



 

Figure 

 

 

 

7.4.4 Start Salary 
 

This functionality will be used to start the salary of employee

stopped by concern DDO 

 

 Click “Employee Management>> Group Management >> Start Salary 

menu (Left side) 

 

 Functionality for “Search” 

details of Employee via Group Wise and Employee Name
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Figure 84: Successful message De-allocation 

will be used to start the salary of employee, whom salary preparation process was 

“Employee Management>> Group Management >> Start Salary 

“Search” button is provided for User’s to easy search of required 

details of Employee via Group Wise and Employee Name 
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, whom salary preparation process was 

“Employee Management>> Group Management >> Start Salary from the 

asy search of required 



 

 

 Click Start button, to start the salary of Employee

 

 

 Once employee selected, please click on 

 

 

 Click “Submit” button, to start salary
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Figure 85: Start Salary 

button, to start the salary of Employee 

Figure 86: List of employees 

Once employee selected, please click on Start Salary button 

Figure 87: Start Salary selection 

button, to start salary 
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Figure 

 

 

 

 Please Enter Remarks 

 

 

 

 Click “Yes” button to confirmation of submit request
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Figure 88: Employee details submit 

Enter Remarks and click Submit button 

Figure 89: Submit request 

button to confirmation of submit request 
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Figure 

 

 

 Successful message screen gets displayed

 

Figure 
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Figure 90: Confirmation to final submission 

Successful message screen gets displayed 

Figure 91: Success message- Start Salary 
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7.4.5 Stop Salary 
 

This functionality will be used to stop the salary of 
 

 Click “Employee Management>> Group Management >> Stop Salary 

menu (Left side) 

 

 

 
 To get the list of Employee(s), select 

 

 

 Select Group name, to get the list of employee 
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This functionality will be used to stop the salary of employee. 

“Employee Management>> Group Management >> Stop Salary 

Figure 92: Stop Salary 

mployee(s), select Search option- “Employee wise/ Group wise” 

Figure 93: Selection for details 

Select Group name, to get the list of employee  
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“Employee Management>> Group Management >> Stop Salary from the 

“Employee wise/ Group wise”  



 

 

 Functionality for “Search” 

details of Employee via All/Name/ Employee Id or Group radio and Keyword filter

 

 Click Stop Salary 

 

 

 

 Select Employee, and click “
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Figure 94: Details selection 

“Search” button is provided for User’s to easy search of required 

details of Employee via All/Name/ Employee Id or Group radio and Keyword filter

 button 

Figure 95: Select employee 

Select Employee, and click “Stop selected salary” button 
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button is provided for User’s to easy search of required 

details of Employee via All/Name/ Employee Id or Group radio and Keyword filter 



 

 

 

 

 Click “Submit” button

 

 

 

 Select Reason for Stop, from the drop
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Figure 96: Stop selected salary 

button 

Figure 97: Submit selection 

Reason for Stop, from the drop-down list 
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 Enter Remarks and click 

 

 

 

 Click Yes button to confirm the submit request
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Figure 98: Select reason for stop 

Enter Remarks and click Submit button 

Figure 99: Submit request 

button to confirm the submit request 
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Figure 

 

 

 Successful message screen gets displayed

 

Figure 
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Figure 100: Confirmation to submit request 

Successful message screen gets displayed 

Figure 101: Success message -Stop Salary 
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7.5 Employee Absentee Statement
 

This functionality provides the facility to enter 

 Click “Employee Management >> Employee Absentee Statement >> Absentee 

Statement”, from the menu (Left side)

 

 To enter absentee details of a particular employee, user shall click Proceed button 

showing at the end of the line of that employee

 

Figure 
 

 

 Please enter details like financial year, month for which leave 

“Add Row” button, repeat the process of entries, if leave has 

different parts of period. 
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Employee Absentee Statement 

This functionality provides the facility to enter Absentee details of employee to prepare salary bill

“Employee Management >> Employee Absentee Statement >> Absentee 

, from the menu (Left side) 

To enter absentee details of a particular employee, user shall click Proceed button 

the end of the line of that employee 

Figure 102: Absentee- Employee list 

Please enter details like financial year, month for which leave must be enter

“Add Row” button, repeat the process of entries, if leave has been taken and sanctioned in 

different parts of period.  
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Absentee details of employee to prepare salary bill- 

“Employee Management >> Employee Absentee Statement >> Absentee 

To enter absentee details of a particular employee, user shall click Proceed button 

 

be entered and Click 

been taken and sanctioned in 



 

 

 

 

 Please enter Remarks and click
 
 

 

 

 Successful message gets displayed 
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Figure 103: Absentee details 

emarks and click“Submit” button 

Figure 104: Details submission 

Successful message gets displayed  
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Successful message screen not available

 

 

 

7.6 Subsistence Management
 

 Click “Employee Management >> Subsistence Management”

(Left side) 
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Figure 105: Successful Message 

Successful message screen not available 

Subsistence Management 

“Employee Management >> Subsistence Management”, from the menu 
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, from the menu 



 

Figure 

 

 

 

7.6.1 Subsistence Allowance Initiation
 

 Click “Employee Management >> Subsistence Management

Allowance Initiation

 

 Functionality for “Search” 

details of Employee via All/Name/ Employee Id or Group radio option

 

 Please click “Initiate” button, to initiate the 
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Figure 106: Subsistence Management 

Subsistence Allowance Initiation 

“Employee Management >> Subsistence Management>> Subsistence 

Allowance Initiation”, from the menu (Left side) 

“Search” button is provided for User’s to easy search of required 

details of Employee via All/Name/ Employee Id or Group radio option 

Please click “Initiate” button, to initiate the process. 

 

Figure 107: Initiate process 
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>> Subsistence 

User’s to easy search of required 

 



 

 Click “Subsistence Allowance History” to view the details, System will show the history if 

employee was suspended earlier. 

 

Figure 108

 

 

 Click “Subsistence Allowance Details” to view the det

primarily.  

 Please insert new updated page of screen. 

 Tick on Check Box, if Employee wants to continue the contribution of GPF

 Fill all the required fields. 

 

Figure 
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Click “Subsistence Allowance History” to view the details, System will show the history if 

employee was suspended earlier.  

108: Subsistence Allowance History details 

Click “Subsistence Allowance Details” to view the details, what system has calculated 

Please insert new updated page of screen.  

Tick on Check Box, if Employee wants to continue the contribution of GPF

Fill all the required fields.  

Figure 109: Subsistence Allowance details 
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Click “Subsistence Allowance History” to view the details, System will show the history if 

, what system has calculated 

Tick on Check Box, if Employee wants to continue the contribution of GPF 



 

 

 Click “Drag & Drop or Browse” button to upload the documents and 
 

 

 

 Click “Yes” to the system confirmation, this is the final verification that all the details 

entered by User are correct. 
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Click “Drag & Drop or Browse” button to upload the documents and “Submit

Figure 110: Upload documents 

Click “Yes” to the system confirmation, this is the final verification that all the details 

entered by User are correct.  

Figure 111: Confirmation message 
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Submit” 

Click “Yes” to the system confirmation, this is the final verification that all the details 



 

 Success message will be displayed

 

 

 

 

 

7.6.2 Subsistence Allowance Modification
 

To modify the subsistence allowance 

 

 Click “Employee Management >> Subsistence Management >> Subsistence 

Allowance Modification/ Revoke”

 
 

Figure 

 

 Please click “Modify” button, to modify the required details
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Success message will be displayed 

Figure 112: Successful message 

Subsistence Allowance Modification 

To modify the subsistence allowance – 

“Employee Management >> Subsistence Management >> Subsistence 

Allowance Modification/ Revoke”, from the menu (Left side) 

Figure 113: Subsistence Allowance Modification 

Please click “Modify” button, to modify the required details 
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“Employee Management >> Subsistence Management >> Subsistence 



 

 

 

 Click “Subsistence Allowance History” to view the details  
 

 

Figure 115

 

 Click “Subsistence Allowance Details” to view the details  

 Fill/select the required fields. 

 Select the modified rate of subsistence grant (Enhanced or 

 Click on ‘Calculate’ button

User Manual Employee Management (IFMS 3.0)

Figure 114: Modification Process 

Click “Subsistence Allowance History” to view the details   

115: Subsistence Allowance history details 

Click “Subsistence Allowance Details” to view the details   

Fill/select the required fields.  

Select the modified rate of subsistence grant (Enhanced or Reduced)  

‘Calculate’ button, System will display the modified grant details.
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the modified grant details. 



 

Figure 

 

 

 

 Click “Drag & Drop or Browse” button to upload the documents 
 

 

 

 

 Click “Submit” button
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Figure 116: Subsistence Allowance details 

Click “Drag & Drop or Browse” button to upload the documents  

Figure 117: Upload document 

Click “Submit” button 
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 Click “Yes” to the system confirmation, this is the final verification that all the details 

entered by User are correct. 

 

Figure 

 

 

User Manual Employee Management (IFMS 3.0)

Figure 118: Submit request 

Click “Yes” to the system confirmation, this is the final verification that all the details 

entered by User are correct.  

Figure 119: Confirmation Message 
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Click “Yes” to the system confirmation, this is the final verification that all the details 



 

 Success message will be displayed

 

 

 

7.6.3 Subsistence Allowance Revoke
 

 

To revoke subsistence allowance-  

 Click “Employee Management >> Subsistence Management >> Subsistence 

Allowance Modification/ Revoke”

 

 Please click “Revocation

 

Figure 
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Success message will be displayed 

Figure 120: Successful Message 

Subsistence Allowance Revoke 

“Employee Management >> Subsistence Management >> Subsistence 

Modification/ Revoke”, from the menu (Left side) 

Revocation” button, to revoke the details 

Figure 121: Subsistence Allowance Revoke 
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“Employee Management >> Subsistence Management >> Subsistence 

 



 

 Please click “Revoke Subsistence Allowance details” to view the details
 

Figure 122

 

 
 Please enter revocation order details, select check box(s) as per revocation order, upload 

required document and click “Submit” 

 

 

 

 The confirmation and s
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Please click “Revoke Subsistence Allowance details” to view the details 

122: Subsistence Allowance history details 

Please enter revocation order details, select check box(s) as per revocation order, upload 

required document and click “Submit” button 

Figure 123: Select details 

he confirmation and success message will be displayed 
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Please enter revocation order details, select check box(s) as per revocation order, upload 



 

7.7 Post & Designation Mapping
 

 
 

 Click “Employee Management>> Post and Designation Mapping 

(Left side) 

 

 Post and Designation Mapping contains these options:

o Post and Designation availability

o Post allocation 

o Post de-allocation

 

 

7.7.1 Post and Designation availability
 

 

This functionality provides the list of Post and Designation sanctioned for office as per budget module, 

count of total post, count of occupied/mapped 
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Post & Designation Mapping 

“Employee Management>> Post and Designation Mapping 

Post and Designation Mapping contains these options: 

Designation availability 

Post allocation  

allocation 

Post and Designation availability 

This functionality provides the list of Post and Designation sanctioned for office as per budget module, 

count of total post, count of occupied/mapped post, and count of available post for mapping

Figure 124: Menu select 
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“Employee Management>> Post and Designation Mapping from the menu 

This functionality provides the list of Post and Designation sanctioned for office as per budget module, 

and count of available post for mapping- 



 

 Please click Post and Designation availability

 

Figure 

 

 

 List of Designations 

 

 Functionality for “Search” 

Employee by entering keywords

 

 

Figure 
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Post and Designation availability (left side menu) 

Figure 125: Post & Designation Availability 

List of Designations as per Budget gets displayed along with Total and Remaining count

“Search” is provided for User’s to easy search of required details of 

Employee by entering keywords 

Figure 126: List of designation displayed 
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as per Budget gets displayed along with Total and Remaining count 

is provided for User’s to easy search of required details of 



 

7.7.2 Post Allocation
 

This functionality provides the facility of Post allocation to the Employee’s.

 Please click Post Allocation

 Click on Action icon to allocate the Post to particular employee as shown in 

 Functionality for “Search” 

Employee via Employee Name/ I

 

Figure 

 

 

 Pop up for post allocation gets open
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Post Allocation 

This functionality provides the facility of Post allocation to the Employee’s. 

Post Allocation (left side menu), list of employees gets displayed

Click on Action icon to allocate the Post to particular employee as shown in 

“Search” is provided for User’s to easy search of required details of 

Employee via Employee Name/ ID 

Figure 127: Post allocation menu select 

Pop up for post allocation gets open 
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(left side menu), list of employees gets displayed 

Click on Action icon to allocate the Post to particular employee as shown in screen below 

is provided for User’s to easy search of required details of 



 

Figure 

 

 Please select the Designation from the drop

 

 Click Allocation button
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Figure 128: Allocation of designation 

Please select the Designation from the drop-down list 

Figure 129: Select designation 

button 
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Figure 

 Success message gets displayed

 

Figure 
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Figure 130: Click Allocation button 

 

Success message gets displayed 

Figure 131: Successful message displayed 
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7.7.3 Post De-allocation
 

 

This functionality provides the facility of Post de

 Please click Post De

 Click on De-allocation

shown in screen below

 Functionality for “Search” 

Employee via Employee

 This feature can be used to update the allocation of post to map with another post. 

 

 

 

 Success message gets displayed
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allocation 

This functionality provides the facility of Post de-allocation to the Employee’s. 

Post De-allocation (left side menu), list of employees gets displayed

allocation button to De-allocate the Post from particular employee as 

shown in screen below 

“Search” is provided for User’s to easy search of required details of 

Employee Name/ ID 

This feature can be used to update the allocation of post to map with another post. 

Figure 132: Post deallocation 

Success message gets displayed 
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(left side menu), list of employees gets displayed 

allocate the Post from particular employee as 

is provided for User’s to easy search of required details of 

This feature can be used to update the allocation of post to map with another post.  



 

Figure 
 

 

 

7.8 Verification
 

This option shall be used to verify & correct migrated employee data information.

 

 

7.8.1 Employee Verification
 

 Office wise migrated employee from IFMS 2.0 will be available in 

confirming the details of employee as per new design of IFMS 3.0. 

 Maker Will check the request and

 Checker verifies the request forwarded

discrepancy is found. 

 If Approver requires any change in request forwarded by Checker,

privilege to modify the request forwarded from the Checker.

User Manual Employee Management (IFMS 3.0)

Figure 133: Successful message awaited 

Verification 

This option shall be used to verify & correct migrated employee data information. 

Employee Verification 

Office wise migrated employee from IFMS 2.0 will be available in HO login

confirming the details of employee as per new design of IFMS 3.0.  

the request and submits it to the checker for further verification process.

Checker verifies the request forwarded by Maker and sends it to approver for approval if no

If Approver requires any change in request forwarded by Checker,  Approver will also have the 

privilege to modify the request forwarded from the Checker. 
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login for Verifying and 

submits it to the checker for further verification process. 

by Maker and sends it to approver for approval if no 

Approver will also have the 



 

 Once the request gets approved by the approver,

will be active for processing salary and other process.

 

 Click “Employee Management >> Verification >> Employee Verification 

the menu (Left side)

 

 

 Employee list gets displayed, click Verify button to take action

 Functionality for “Search” 

details of Employee via All/Name/ Employee Id or Group radio option

 

 Figure 
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Once the request gets approved by the approver, migrated employee validated in 

will be active for processing salary and other process. 

“Employee Management >> Verification >> Employee Verification 

the menu (Left side) 

Figure 134: Employee Verification 

displayed, click Verify button to take action 

“Search” button is provided for User’s to easy search of required 

details of Employee via All/Name/ Employee Id or Group radio option 

Figure 135: Select from Employee list 
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migrated employee validated in the system and 

“Employee Management >> Verification >> Employee Verification from 

 

button is provided for User’s to easy search of required 

 

 
  

  



 

 Employee details and Personal Details of selected employee gets displayed, scroll down 
for more details to verify, make necessary corrections
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Employee details and Personal Details of selected employee gets displayed, scroll down 
for more details to verify, make necessary corrections/enter required details.

Figure 136: Employee details 

Figure 137: Personal details 
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Employee details and Personal Details of selected employee gets displayed, scroll down 
/enter required details. 

 

 



 

 Service Details of selected employee gets displayed, scroll down for more details to verify, 

make necessary corrections/enter required details. 

 
 

 Bank Account and Pay Entitlement Details of selected employee gets displayed, scroll 

down for more details to verify, 

Figure 139
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Service Details of selected employee gets displayed, scroll down for more details to verify, 

make necessary corrections/enter required details. 

Figure 138: Service details 

Bank Account and Pay Entitlement Details of selected employee gets displayed, scroll 

down for more details to verify, make necessary corrections/enter required details.

139: Bank account and Pay entitlement details 
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Service Details of selected employee gets displayed, scroll down for more details to verify, 

Bank Account and Pay Entitlement Details of selected employee gets displayed, scroll 

make necessary corrections/enter required details. 

 



 

 Family Details of selected employee gets displayed, 

Submit” button, make necessary corrections through “Employee Detail Modification” 

process, if required 

 Select the ‘Yes’ or ‘No’ button to know the system, weather data has been verified or not. 

If verification cannot

button. Verify by pressing ‘Yes’ button and click on ‘Submit’ button.
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Details of selected employee gets displayed, click “Raise a request to DTA/ 

make necessary corrections through “Employee Detail Modification” 

process, if required  

Figure 140: Family details-1 

Select the ‘Yes’ or ‘No’ button to know the system, weather data has been verified or not. 

cannot be done, due to incorrect migrated data, press ‘No’ click on ‘Submit’ 

erify by pressing ‘Yes’ button and click on ‘Submit’ button. 
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click “Raise a request to DTA/ 

make necessary corrections through “Employee Detail Modification” 

 

Select the ‘Yes’ or ‘No’ button to know the system, weather data has been verified or not. 

be done, due to incorrect migrated data, press ‘No’ click on ‘Submit’ 



 

 

 

Note:  

 

 Raise a Request to DTA button: 

select click on “Raise a Request to DTA” button, enter required details to be add or 

modify in the system in remarks. 

 

 Submit button: If employee details are complete and verified
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Figure 141: Family Details-2 

Raise a Request to DTA button: If any of details are incomplete or not available to 

select click on “Raise a Request to DTA” button, enter required details to be add or 

modify in the system in remarks.  

If employee details are complete and verified 
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If any of details are incomplete or not available to 

select click on “Raise a Request to DTA” button, enter required details to be add or 



 

 

 Confirmation message before final Submission, click “Yes” button 

 

Figure 

 

 Successful message appears and this completes the Migrated Employee 

process 
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Figure 142: Submit Request 

Confirmation message before final Submission, click “Yes” button  

Figure 143: Final confirmation screen 

Successful message appears and this completes the Migrated Employee 
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Successful message appears and this completes the Migrated Employee Verification 



 

 

Figure 
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Figure 144: Successful message screen 
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8. Bills 
 

8.1 Salary Bills 
 

This section elaborates different types of employee related bills such as regular salary bills, salary arrears, 

DA arrears, EL encashment etc.  

Salary Bill generation process is used to generate salary bill of employees which are allocated to a 

particular group for selected month and year. 

 

8.1.1 Login into the System 
 

1.Action URL link -https://ifms.rajasthan.gov.in/ifmssso 

2. Actor    -DDO (Approver) 

3. Navigation Steps -User shall login into the system using steps as mentioned 

under Section 4.1 for User SSO Login (till Figure 6) 
 

 
 Click “Bills >> Salary Bills from the menu (Left side) 

 There are 3 options in Salary Bills: 

o Auto Salary process 

o Salary Not Process 

o Regular Salary (Manual) 

 
 

8.1.2 Auto Salary Process 
 

System initiates the process to prepare regular salary bill automatically on 21st day of the month. 

Employee can request for any addition/changes in the applicable deductions through ESS or directly to 

the Maker at DDO before 10th of the month, which will be sanctioned/approved by the DDO, changes in 

deductions, leaves etc. will be triggered by employee or DDO and if approved by competent authorities 

through system effect of that in absentee statement/pay details automatically. 



 

 Click“Bills >> Salary Bills >

 

 

 Select details from filter, click Search button

 

 

 

 

 Functionality for “Search” 

details.  

 To check employee wise salary

 List of employees will appear on next visible screen, compression of pay will show, 

the Employee ID hyperlink to view the details

 To view the report, click on eye button.
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“Bills >> Salary Bills >>Auto Salary Process”from the menu (Left side)

Figure 145: Select Menu 

Select details from filter, click Search button 

Figure 146:Details selection 

“Search” button is provided for User’s to easy search of required 

To check employee wise salary details user has to click on hyperlink of Bill number

List of employees will appear on next visible screen, compression of pay will show, 

ID hyperlink to view the details 

To view the report, click on eye button. 
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from the menu (Left side) 

 

button is provided for User’s to easy search of required 

Bill number. 

List of employees will appear on next visible screen, compression of pay will show, Click 



 

 

 

 If Maker/checker and DDO is satisfied with the processed bill, 

click“Process” button

 

Figure 
 

 

 

 Before confirmation, User need to select from the list provided and then click Yes button
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Figure 147: Check to proceed 

If Maker/checker and DDO is satisfied with the processed bill, tick check box and 

button 

Figure 148: Click Proceed to request 

Before confirmation, User need to select from the list provided and then click Yes button
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tick check box and 

 

Before confirmation, User need to select from the list provided and then click Yes button 



 

 

 Final confirmation screen, before User submits the request, 

 

 

 

 Success message displayed with Bill Request ID
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Figure 149: Select option 

 

Final confirmation screen, before User submits the request, click Yes button to proceed

Figure 150: Final Confirmation 

Success message displayed with Bill Request ID 
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click Yes button to proceed 



 

 

 

 

 

8.1.2.1 Salary Revert 
 

 Click “Bills >> Salary Bills >>

 

 Select details from filter, click Search button

 

Figure 
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Figure 151: Success Message 

 

“Bills >> Salary Bills >>Auto Salary Process”from the menu (Left side)

Select details from filter, click Search button 

Figure 152: Select details from filter 
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from the menu (Left side) 



 

 Functionality for “Search” 

details.  

 To check employee wise salary

 List of employees will appear on next visible screen, compression of pay will show, 

the Employee ID hyperlink to view the details

 To view the report, click on eye button.

 If user wants to revert the bill to make corrections, he has to click on bill number hyper 

link. 

 

 

 Click Revert button

 

 

 

 Add Remarks and click upload the required documents, click 

User Manual Employee Management (IFMS 3.0)

“Search” button is provided for User’s to easy search of required 

employee wise salary details user has to click on hyperlink of Bill number

List of employees will appear on next visible screen, compression of pay will show, 

the Employee ID hyperlink to view the details 

To view the report, click on eye button. 

user wants to revert the bill to make corrections, he has to click on bill number hyper 

Figure 153: Search results 

button on next visible screen. 

Figure 154: Revert Salary 

Add Remarks and click upload the required documents, click Submit button
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button is provided for User’s to easy search of required 

Bill number. 

List of employees will appear on next visible screen, compression of pay will show, Click 

user wants to revert the bill to make corrections, he has to click on bill number hyper 

button 



 

 

 

 Final confirmation screen, before User submits the request, click Yes button to proceed

 

Figure 

 

 Success message displayed with Bill Request ID
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Figure 155: Enter Remarks 

Final confirmation screen, before User submits the request, click Yes button to proceed

Figure 156: Confirmation required 

Success message displayed with Bill Request ID 
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Final confirmation screen, before User submits the request, click Yes button to proceed 



 

Figure 

 

 Details will be displayed in the “Revert Case Salary Details” section at the lower screen

 

 After making necessary corrections, reverted 

the tick box in Figure

 

Figure 

 

 Click the Employee ID hyperlink to view the details
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Figure 157: Bill Request ID generated 

Details will be displayed in the “Revert Case Salary Details” section at the lower screen

After making necessary corrections, reverted Salary can be Re-generated by clicking on 

in Figure-158 

Figure 158: Revert Case Salary details displayed 

Click the Employee ID hyperlink to view the details 
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Details will be displayed in the “Revert Case Salary Details” section at the lower screen 

generated by clicking on 



 

 

 

 

 

 

 

 

 

 

 

8.1.3 Salary Not Process
 

 
 To view details, click

 

 

 

  Select details from filter, click Search button
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Figure 159: Employee Details 

Salary Not Process 

click“Salary Not Process” 

Figure 160: Salary Not Process 

Select details from filter, click Search button 
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 Details gets displayed, whose salary has not been processed by system and reason, why 

salary has not been processed. 

 

 To print click on “Print

 

 User can print the details using this option

 
 After rectifying the error(s) user can reprocess the employee(s) salary again. By selecting 

Employee in ‘Regular Salary’ (Manual) option. 
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Figure 161: Select details 

Details gets displayed, whose salary has not been processed by system and reason, why 

salary has not been processed.  

Print” button, if DDO/user wants to get print of it.  

Figure 162: List displayed 

 

User can print the details using this option 

After rectifying the error(s) user can reprocess the employee(s) salary again. By selecting 

Employee in ‘Regular Salary’ (Manual) option.  

l Employee Management (IFMS 3.0) 

109 

Details gets displayed, whose salary has not been processed by system and reason, why 

After rectifying the error(s) user can reprocess the employee(s) salary again. By selecting 



 

 

 

 

8.1.4 Regular Salary (Manual)
 

 Click “Regular Salary”
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Figure 163: Print option 

Regular Salary (Manual) 

“Regular Salary” 

Figure 164: Regular Salary 
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 Select details from the filter and click search button

 

 

 System will show the list of 

some validation or instructions given by concern DDO

after giving revised instructions

selection of employee

 

 After selection, click Initiate button to initiate the process

 

 

 

 Final confirmation screen, before User submits the request, click Yes button to proceed
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Select details from the filter and click search button 

Figure 165: Select details 

System will show the list of employees, whom salary was not processed by system due to 

or instructions given by concern DDO. After rectifying the error(s)

after giving revised instructions user can reprocess the employee(s) sala

selection of employee.  

lick Initiate button to initiate the process 

Figure 166:Initiate the process 

Final confirmation screen, before User submits the request, click Yes button to proceed
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, whom salary was not processed by system due to 

. After rectifying the error(s) or 

user can reprocess the employee(s) salary again by 

Final confirmation screen, before User submits the request, click Yes button to proceed. 



 

 

 Success message displayed with Bill Request ID

 
 

Figure 

Successful message screen not available 
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Figure 167: Final Confirmation 

Success message displayed with Bill Request ID 

Figure 168: Success screen awaited 

Successful message screen not available  
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8.2 MIS Reports
 

 Click “Bills >> MIS reports” 

 

8.2.1 Salary Slip Report
 

 

 Click “Salary Slip

 Employee List will get displayed

 

 Please click “Search By”

Employee ID or Group radio buttons

 

 Feature of “Advance Search” button is also provided to get the required details by 

entering the keywords 

 

 Click hyperlinked “Employee Code”

User Manual Employee Management (IFMS 3.0)

eports 

“Bills >> MIS reports” from the menu (Left side) 

Figure 169: MIS Reports 

 

Salary Slip Report 

Slip” from the menu (Left side) 

Employee List will get displayed 

“Search By” button to search the required details using – 

Employee ID or Group radio buttons 

Feature of “Advance Search” button is also provided to get the required details by 

entering the keywords  

“Employee Code” to view employee details 
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 All/ Name/ 

Feature of “Advance Search” button is also provided to get the required details by 



 

 

 Employee details will get displayed
 

 Click “View” button, to get the report in PDF format
 

User Manual Employee Management (IFMS 3.0)

Figure 170:Salary slip 

Employee details will get displayed 

Figure 171: Employee Details 
 

 

button, to get the report in PDF format 
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 Select Year and Month from the drop down list

 Please click “Submit” button
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Figure 172: View Report 
 

 

Select Year and Month from the drop down list 
 

Figure 173: Select Period 
 

 

Please click “Submit” button 
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Figure 

 Report will get displayed in PDF format

 Print and Download options are provided 
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Figure 174: Submit to View Report 
 

 

Report will get displayed in PDF format 

Print and Download options are provided  

Figure 175: PDF Display 
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8.2.2 GA-55 Report 
 

 Click “GA-55” from the menu (Left side)

 Employee List will get displayed

 

 Please click “Search By”

Employee ID or Group radio buttons

 

 Feature of “Advance Search” button is also provided to get the required details by 

entering the keywords 

 

 Click hyperlinked “Employee Code”

 
 

 

 Employee details will get displayed
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from the menu (Left side) 

Employee List will get displayed 

“Search By” button to search the required details using – 

Employee ID or Group radio buttons 

Feature of “Advance Search” button is also provided to get the required details by 

entering the keywords  

“Employee Code” to view employee details 

Figure 176: GA-55 Reports 

Employee details will get displayed 
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 All/ Name/ 

Feature of “Advance Search” button is also provided to get the required details by 



 

 Click “View” button, to get the report in PDF format
 

 

 

 Select Year and click Submit button
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Figure 177: Details displayed 

 

button, to get the report in PDF format 

Figure 178: View Report 

Select Year and click Submit button 
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 Report will get displayed in PDF format

 Print and Download options are provided 

 

Figure 

 

 

User Manual Employee Management (IFMS 3.0)

Figure 179: Select Year 

Report will get displayed in PDF format 

Print and Download options are provided  

Figure 180: GA-55 Report displayed 

 

l Employee Management (IFMS 3.0) 

119 



 

8.3 Bill Status
 

8.3.1 Login into the System
 

1.Action URL link  

2.Actor    

3.Navigation Steps 

 

 Click “Bills >> Bill Status 

 
 
 

8.3.2 Bill Status 
 

 User shall select the details from Search filters

 Details displayed accordingly, click Reference no.

 

 Bill Status details displayed 

User Manual Employee Management (IFMS 3.0)

Bill Status 

into the System 

 -     https://ifms.rajasthan.gov.in/ifmssso 

 -     HoO/DDO (Approver) 

 -     User shall login into the system using steps as mentioned

under Section 4.1 for User SSO Login (till Figure 6
 

“Bills >> Bill Status from the menu (Left side) 

User shall select the details from Search filters 

Details displayed accordingly, click Reference no. 

Figure 181: Select reference no. 

 

Bill Status details displayed  
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User shall login into the system using steps as mentioned 

for User SSO Login (till Figure 6) 



 

 

9. Sanctions
 

 Click “Employee Management >> Sanction >> Salary Sanctions”
(Left side) 

 

9.1 Salary Sanctions
 

 

9.1.1 Allowance Sanction 
 

This functionality provides the facility to allow the Sanction for individual employee: 

 Click on “Allowance Sanction (Individual)”
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Figure 182: Bill Status 

 
 
 

Sanctions 

Employee Management >> Sanction >> Salary Sanctions”

Salary Sanctions 

Allowance Sanction (Individual) 

functionality provides the facility to allow the Sanction for individual employee: - 

Allowance Sanction (Individual)” 
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Employee Management >> Sanction >> Salary Sanctions”, from the menu 



 

 
 User shall use ‘search by’ options or advance search options to get the list of 

employeesand click 

 

 
 
 

 Employee details will get displayed
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Figure 183: Select Menu 

User shall use ‘search by’ options or advance search options to get the list of 

and click Initiate button for whom allowance is to be added. 

Figure 184: Select Employee 

Employee details will get displayed 
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User shall use ‘search by’ options or advance search options to get the list of 

button for whom allowance is to be added.  



 

 

 

 

 Click “Add Allowance” button to add the details
 

 

 
 
 

 Please enter the New Allowance details to add and click “Add” button
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Figure 185: Employee details 

Click “Add Allowance” button to add the details 

Figure 186: Add allowance 

Please enter the New Allowance details to add and click “Add” button 
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 User shall select non

Recurring button if the Allowance / Sanction added will be used on regular 

 
 

 
 
 
 

 Added details will get display
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non-recurring button if the Allowance / Sanction is just for one time and 

Recurring button if the Allowance / Sanction added will be used on regular 

Figure 187: Add New Allowance 

Added details will get displayed 

Figure 188: Details displayed 
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button if the Allowance / Sanction is just for one time and 

Recurring button if the Allowance / Sanction added will be used on regular monthly basis 

 

 



 

 Click “Drag & Drop or browse” button, please upload the required documents and enter 

the Remarks 

 

 
 

 

 Please select the pdf document to 
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Click “Drag & Drop or browse” button, please upload the required documents and enter 

Figure 189: Upload documents 

Please select the pdf document to upload and Click “Submit” button 
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Click “Drag & Drop or browse” button, please upload the required documents and enter 

 



 

Figure 

 
 

 Click “Yes” to confirmation message
 

 

Figure 
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Figure 190: Select document to upload 

Click “Yes” to confirmation message 

Figure 191: Confirmation to proceed 
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 Successful message gets displayed 
 

 

Successful message screen not available

 

 

9.1.2 Allowance Sanction (Bulk)
 
 
This functionality provides the facility to allow the Sanction for multiple employees: 

 

 Click on “Allowance Sanction (Bulk)”
 

User Manual Employee Management (IFMS 3.0)

Successful message gets displayed  

Figure 192: Successful message 

uccessful message screen not available 

Allowance Sanction (Bulk) 

functionality provides the facility to allow the Sanction for multiple employees: - 

Allowance Sanction (Bulk)” 
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Figure 

 

 
 User shall Select the multiple employees 

Allowance” button 

 
 

 
 
 

 Please enter the Add Allowance details and click 

 

 User shall select Non

and Recurring button if the Allowance / Sanction added will be used on regular monthly 

basis 

User Manual Employee Management (IFMS 3.0)

Figure 193: Allowance Sanction Bulk 

shall Select the multiple employees by using filter button(s) and click “Add 

 

Figure 194: Select employees 

Please enter the Add Allowance details and click “Add” button 

User shall select Non- recurring button if the Allowance / Sanction is just for one time 

and Recurring button if the Allowance / Sanction added will be used on regular monthly 
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and click “Add 

 

recurring button if the Allowance / Sanction is just for one time 

and Recurring button if the Allowance / Sanction added will be used on regular monthly 



 

 

 
 
 
 

 Add Allowance details will get displayed as highlighted in the below screen
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Figure 195: Enter details 

Add Allowance details will get displayed as highlighted in the below screen

Figure 196: Details displayed 
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Add Allowance details will get displayed as highlighted in the below screen 

 



 

 Click “Drag & Drop or browse” button, please upload the required 

the Remarks 

 

 

 

 Please select the pdf document to upload and Click “Submit” button

 

 

Figure 
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Click “Drag & Drop or browse” button, please upload the required documents and enter 

Figure 197: Upload document 

Please select the pdf document to upload and Click “Submit” button 

Figure 198: Select Document to upload 
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documents and enter 

 

 



 

 Click “Yes” to confirmation 
 
 

Figure 

 
 
 
 

 Successful message gets displayed 
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Click “Yes” to confirmation message 

Figure 199: Confirmation message 

Successful message gets displayed  

Figure 200: Successful message 
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9.1.3 Deduction Sanction (Individual)
 

 

This functionality provides the facility to 

 

 Click on “Deduction Sanction (Individual)” user shall use ‘search by’ options 

or advance search options to get the list of 

for whom deduction is to be added. 

 

 

Figure 201: Deduction allowance Individual

 

 

 Employee details will get displayed
 

 

User Manual Employee Management (IFMS 3.0)

Deduction Sanction (Individual) 

functionality provides the facility to allow the Deduction Sanction for individual employees: 

“Deduction Sanction (Individual)” user shall use ‘search by’ options 

or advance search options to get the list of employeesand click 

for whom deduction is to be added.  

: Deduction allowance Individual- select employee 

Employee details will get displayed 
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allow the Deduction Sanction for individual employees: - 

“Deduction Sanction (Individual)” user shall use ‘search by’ options 

and click Initiate button 



 

Figure 

 

 Click “Add Deduction” button to add the details
 

 

 

 

 Please enter the New Deduction details to add and click “Add” button
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Figure 202: Employee details displayed 

Click “Add Deduction” button to add the details 

Figure 203: Add deduction button 

Please enter the New Deduction details to add and click “Add” button 
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 User shall select Non

and Recurring button if the Allowance / 

basis 

 

 Added details will get displayed

 Click “Drag & Drop or browse” button, please upload the required documents and enter 

the Remarks 
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User shall select Non- recurring button if the Allowance / Sanction is just for one time 

and Recurring button if the Allowance / Sanction added will be used on regular monthly 

Figure 204: Add deduction details 

 

Added details will get displayed 

Click “Drag & Drop or browse” button, please upload the required documents and enter 
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recurring button if the Allowance / Sanction is just for one time 

Sanction added will be used on regular monthly 

Click “Drag & Drop or browse” button, please upload the required documents and enter 



 

 

 Please select the pdf document to upload and Click “Submit” button

 

Figure 

 

 Click “Yes” to confirmation message
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Figure 205: Upload document 

Please select the pdf document to upload and Click “Submit” button 

Figure 206: Select Document to upload 

Click “Yes” to confirmation message 
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Figure 

 
 Successful message gets displayed 
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Figure 207: Confirmation message 

Successful message gets displayed  

Figure 208: Successful message 
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9.1.4 Deduction Sanction (Bulk)
 
 
 
This functionality provides the facility to allow the Deduction Sanction for multiple employees: 

 

 Click on “Deduction 
 
 
 

Figure 

 
 

 Employee details will get displayed
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Deduction Sanction (Bulk) 

functionality provides the facility to allow the Deduction Sanction for multiple employees: 

“Deduction Sanction (Bulk)” 

Figure 209: Deduction Sanction Bulk 

Employee details will get displayed 

Figure 210: Employee details 
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functionality provides the facility to allow the Deduction Sanction for multiple employees: - 

 

 



 

 User shall Select the multiple employees for deduction sanction and click “Add 

Deduction” button 

 
 

Figure 

 
 Please enter the Deduction details and click “Add” button

 User shall select non

Recurring button if the 

 
 

 Deduction details will get displayed
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shall Select the multiple employees for deduction sanction and click “Add 

 

Figure 211:Select multiple employees 

Please enter the Deduction details and click “Add” button 

non-recurring button if the Deduction / Sanction is just for one time and 

Recurring button if the Deduction/ Sanction added will be used on regular monthly basis

Figure 212: Add deduction details 

Deduction details will get displayed 
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shall Select the multiple employees for deduction sanction and click “Add 

 

/ Sanction is just for one time and 

/ Sanction added will be used on regular monthly basis 

 



 

 Click “Drag & Drop or browse” button to upload the required documents

 
 
 

 
 
 

 Please select the Pdf document and click “Open” button
 
 
 

Figure 

 Click “Submit” button to proceed
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Drop or browse” button to upload the required documents

Figure 213: Upload documents 

Please select the Pdf document and click “Open” button 

Figure 214: Select document to upload 

button to proceed 
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Drop or browse” button to upload the required documents 

 

 



 

 

Figure 215

 
 

 Click “Yes” to confirmation message
 
 
 

Figure 

 
 
 

 Successful message gets displayed 
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215: Click Submit for submission of details 

Click “Yes” to confirmation message 

Figure 216: Confirmation message 

Successful message gets displayed  
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--------------------------------------------------------------

User Manual Employee Management (IFMS 3.0)

Figure 217: Successful Message 

--------------------------------------------------------------X ------------------------------------------------------------
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