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

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

¢ Click Login button
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o 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

Self-Service Tile to manage own service-related matters.

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

assigned/mapped by higher authorities.

e 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)

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

Click Here

Access Access
Workspace :;:I}oyu Self Service

Fiure 3: Select Space

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

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

Select
YOUR DESK & ROLE

=== = —

) a

I desk officerodm )d o - dda

ogency 1893
(1080)

department, jaipur

Select Desk
DESK OFFICER{ADMJD.T A - DDO | and ROIE

(1080}

STl aas EuEs T

Figure 4: Desk and Role page

e Asper selection of Role, Dashboard page gets open accordingly.

DEPARTMENT OF FINANCE

-
T OF HAIASEHAN Register DSC skip tomain content | A+ A A- {;P 1FMS TEST FMSTEST |
Intograned Finoncial Manegemont System -

DeptCode 67 | DDOCode: 804 | Pansion and Fensioner

re Department, Jaipur | Designation - IFMS Budget USER | Office i: 804 | Offi

Name | Director, Pension & Pensioners Wello My Desk Desk1 | MyRole HO Ghange

{4 rajiFms My Dashboard Module info User Manual Revenue Management Accounting

IFMS Dashboard

s - % — ‘ £ =
~ R

Budget Managemant Disbursement Engine Revenue Management Accounting & Finance

Everything related to budget Fvin related to di o Evarything related to money Evenything reloted to Accounting

R LS £ %
Budget Management > Employee Monagement > IRMS > Accounts Reconciliation >

2 ® i 2
1CDMS > Pension Monagement ¥ Local Masters > AG Reports >
Click Here

Figure 5: Select function page
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e 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.

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

z DEPARTMENT OF FINANCE

I L Rajirms

My Information a

1 sis v
[ Sanctions v
%, Myess

Newd Help/Report an issue? 9
Click hare to share your sedbock -

2 \d - 1080 | Office Name : Directrate Treosury and Accounts | Deportment id

> Inbios

»

My Information imw Al

Overview
ik Lis!
i Month - 073
I M Employes MONRCgement

Check Staus

Select Category Stous
(@ sunctions aillg

Enter

Emnlavas MIS Dannms

My Activities
Laove Encashment Notification Hew Joining Raquest e oun
- -
Tasks Miow All Tasks
Type No. of Tasks
Sanctions 20
Bitls 1]

5.1 Login into the System
1. Action URL link
2, Actor - HOD/HO
1. Navigation Steps

Figure 6: My Dashboard Page

HO/ DDO Declaration

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

-User shall login into the system using steps as mentioned

under Section 4.1 for User SSO Login (till Figure 4)

e Dashboard page gets open
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DEPARTMENT OF FINANCE

OVERNMENT OF IAIALTIAN

-
% Register DSC Skip 10 main content Av A A- (? IFMS TEST IFMSTEST
552 itogronoa finonciol Manogement System “r

DaptCode:67 | DDOCode 804 | Pension and Pensioners’ Wellore Department. Joipur | Designation : (FMS Budget USER | Offica i3 804 | Office Name | Director, Pension & Pensioners Wella My Desk Desk1 | My Role HO

Chargo
Iif rajiFms My Dashboard Module info User Manual Revenue Management Accounting

IFMS Dashboard

h-\__,., b
Budget Managemant Disbursement Engine Revenue Management Accounting & Finance
Everything related to budget hing related to money Evarything related
® % % )
Budget Managament > Employee Management > IRMS > Accounts Reconciliation >
R R R
ICDMS ¥ Pansion Managemaent > Local Mastars > AG Raports >
Click Here

Figure 7: Select function page

e Click on Employee Management

Dashboard 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. as per the
rights authorized.

Depariment id : 105 | Deptartment Name : Treasuries and Accounts Department. Jaipur | My Role  APPROVER ~

m Simployos MaRGeret 3 1Ay Taik Lt
Task List

"A\\ﬂouues:s. Pending Requests | 1‘[{(\01:1'.{.% Requests \’ﬂ roved Requests | [Fw acted FEL}LI(?MS. Search Q
[ MyTosk st \ . § ) PP I /
- : Date Range Filter B
[ Authorization v c i
[ MIS Reports =
Click Here

Recuest ID Request Description Current Assignes Initiated Date & Tima Recelved From
Office Wise repart

Lovel Status Remark Action

No data matching the filter ™
Pension Rejected Requests

Need Help/Report an Issue? B
Cick here to share your feedbock -

Figure 8: My Dashboard page
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e To declare HO, task will initiate at HOD level. Click “Authorization”, and thenclick
“HO Authority Declaration”

DEPARTMENT OF FINANCE f
oM or LN d’ PRAVEK VANSWAR (IN)

2D rgpenas ot gt yssnes

Dapartment id 105 | Deptartment Name : Treasuries and Accounts Department, Jalpur | MyRole APPROVER «

m Empioyes Manag
My Information n

t 9 My Tasklist )

(® oOftico Wise Filter i
[ My TaskList
= | Office Name v
| & authorkation A

[ HOAuthority Declaration ~

HO Authority Declaration s
I b e Click Here

Lo o o o o o o

Figure 9: HoO Authority Declaration

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

Department Id : 105 ‘ Deptartment Name : Treasuries and Accounts Department, Jaipur ‘

Employee Management > My Task List
Authority Declaration
My Information n

Office Wise
@ My Task List ®
Iy W - Office Name
I8 Authorization ’l =
I | s
|
| @ HO Autherity Declaration ~ | —
I Jn 1=
I HO Authority Declaration | ] Directrate Treasury and Accounts (}O%D)
e oo oo omm omm omm om mm mmw | Treasury Office, Ajmer (1091) |
2 User task Assignment |
Q 9 e | Treasury Office, Alwer (1092) Seh_aCt
: I oOffice
E"\ List for HO Order W Treasury Office, Banswara (1093) I
|
B Process List = | Treasury Office, Baran (1094) I
Treasury Office, Barmer (1095) |
N —__—_—__wl]_
= A4S D

Figure 10: Select Office Page
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5.1.1.1 Declaring New HO/ DDO

e List of assigned DDO(s) in selected office will appear. From the appeared list please select
the employee to whom HO has to be declared and check mark the “Mark as HO”

checkbox.

Current DDO
Hofopbo iia DDO Mark

Current
Designation code m:m)(mP Name(EmpName) asHo  TPioyeelist

Tresury Officer Treasury Office, . BHAGEERATH SINGH [—
T officer -1 9887170499 | Mark DDO
Chittergarh (101)  chittorgarn(1101) fasty-omost LAKHAWAT L

itemns per page: 6 - yloft

Check box

Figure 11: Mark as HO

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

HO/DDO GHianLDbo Current DDO Mark

Designation code Mg"mi ; §EmP Name(EmpName)  asHO Empiovas L

Mark DDO

Tresury Officer Treasury Office, BHAGEERATH SINGH LA.. *

BHAGEERATH SINGH n

Treasury officer - 9887170499 LAKHAWAT

Chittorgarh (1101) chittorgarh(n01)

temns per page’ §

Figure 12: Save changes

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

23



User Manual Employee Management (IFMS 3.0)

®

Confirm

Are you sure you want to submit the request?

Figure 13: Final confirmation

e Success message gets displayed

Y

Successful

Autharities for office-Treasury Office, chittorgurh(llol) has been successfully declared.

Figure 14: Successful message

5.1.1.2 Changing Existing HO/ DDO

e In Case, an employee is already mapped as HoO and that needs to be changed
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e Please click over Employee list filter

DDO List Click Here

DDoO Ho/obo " Current DDO Mark
Code Designation code bRo Name(Emp Name)  asHO Emphy

|
Mark DDO \ -
I

= e e e e e e ===

I Treasury Officer, Treasury Office, .
1094 T Offi -2 HIRAJ KUMAR SONI
Baran (1094) Baran(1094) eI D

Treasury Officer Treasury Office, . . =
4 I Mark DDO
Baran (106896) Baran(1094) Assistant Tresuary Officer 9414086632 MANOJKUMARJAIN | |

106896

Itams per page: &

Figure 15: Mark DDO

e Please select the other employee from the drop-down list

HO/DDO St Do Current DDO Mark
Designation(Emp DDO Mobile
Designation code . ) Name(Emp Name)

‘as HO ¥ Hat

Mork DDO

Treasury Officer, Treasury Office, —_—
Baran (1094) Baran(1094) Treasury Officer-2 DHIRAJ KUMAR SONI

—— oy
'-DHIRA.I KUMAR SONI(Treasury Officer-2)

T i T 1 : ;
ey aicer reasury OMIGE,  pssistant Tresuary Officer  D414086632  MANOJ KUMAR JAIN [ g A visaY(additional treasury offi_. |

108896 ooran (108896) saran(1094)

I MANOJ KUMAR JAIN{Assistant Tresuary.. |
ems par poge: & -

1-20f
| puRUSHOTTAM KUMAR MEGHWAL{ASSIst

Figure 16: Select employee

e Click “Save” button
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TS S e e S (O MG S SR, S I . (D (L (S 0 BT - S - -

Treasury Officer-2 DHIRAJ KUMAR SONI KALPANA VIJAY(Additi., ~

Treasury Officer, Treasury Office,
Baran (1024) Boran(1094)

_-|'feﬁury_0lﬂ?er__1rasuﬁome.___-____________________-_

Assistant Ti Offi 9414066632 MANOJ KUMAR JAIN Mark DDO v
Boran (106896) Baran(1094) REEEIR- SRRy e MR T

Click Here ————— [

Figure 17: Save Changes

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

e S S S il |
o

|

0 '

|

|

Confirm |
|

|

|

|

]

Are you sure you want to submit the request?

Figure 18: Confirm submission request

e Success message gets displayed
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Successful

Authorities for office-Treasury Office, Baran(1094) has been successtully declared.

Ok

Figure 19: Successful message

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

Details
updated

Treasury Officer, Treasury Office, 2= o
Additi { i 8836319846
Baran (1094) Baron(1094) chtionol rsaslry/offier
—mm mm mm Em o Em Em o EE Em o EE Em o Em o Em Em Em Em Em oEm
Treasury Officer Treasury Office,

Assistant T offi 9414066632
Baron (106896) Baron(1084) e IR ETEEY

itemns per page: § -

Figure 20: Changes displayed
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6. My Task List

6.1.1 Login into the System

3. Action URL link - https://ifms.rajasthan.gov.in/ifmssso
4. Actor - HoO (Approver)
5. Navigation Steps - User shall login into the system using steps as mentioned

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

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

iy oTPARTMENT OF FiNANCE

Taxes = [ Reports & Downloods Others MHalp & Support
)| et Q

Current Assignee Initigted Dote & Time Received From ovel Stotus Remark Acton

O myEss 0352 Registraton Request for - undefined PRAVEK VANSWAR (IN}(RL220220000000) Oct 16, 2023 31823 PM PRAVEK VANSWAR (Ih){R1P202200000010) OFFICE(1090)
Other Application Links

PR R (M)(R. of ®
Need Halp/Report on isue? =)
Clck here 1o share your teedbock g ®

Figure 21: My task list page

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

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

e Click request ID to take appropriate action on the employee request.

28



User Manual Employee Management (IFMS 3.0)

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)

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

7.2 Employee Registration

This functionality includes these processes:

>
>

New Registration

Re-employment

e 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).

e 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.

e HO (Checker) will review the request along with the maker remarks and forward / revert
the request to Approver/Maker

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

29



User Manual Employee Management (IFMS 3.0)

e System will return the request to checker if approver has rejected the request with

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), if HO/HOD (Approver) approves

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

stakeholder and employee.

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

iy oo or rouc o r—

20O Code:1030 | D

Wi RoiiFms My Roquasts Py & Mowance Tarwos - Lnaves PR — Othars

My information n

Overview

Holp & Support

[ MyTaskuist

;
-—_——— 2 oo - 10 . ces 1 - 2 1 77

o Employ Max .
i W | Click Here

Employee Registration
New Registrotion
I To-oMPioy e == ==

sanctions 0
Employee Transter

Monagement
View Stofus Bils

Group Manogement Employee MIS Reports

Employee Modification

Create Task View Afi Tosks|

Employee - Absentee

Categary
Statement

Service Detail Roport Status Wise Repart

Figure 22: Employee Registration
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e 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 Nomination
o Bank Details

o Pay Entitlement

Tab 1- Personal Details:

e L IIE S Song iy

My Tosk tist

r=-———
e i

Employee Photo

Uplood Recent Employee Photogroph®

Figure 23: New Registration

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

jpeg/ jpg only
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User shall Enter/update the details
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Heod Helpftsport an ssue? gy
recsimastpiommiy

Enter the details ﬁ

it | 3218375601

44895
e Goop o
s 3ja)12:
vir prma0
abaty stote
2 ]
tinera fubex

Figure 24: Tab 1- Personal Details

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

Hinduism
Passport Humber

| SpmsarnliOl

@ Documents Types

Belong 1o Minority ves (@) No

> Testing

‘ascription

——

Mox file -

Document Name

@ open ®
® R st
T & » Downloads » v G earch Downloads P
ol Rl Upload required document =. o e e Dimctom Tty = Wyhse MROVER -
ﬂ £ Herme Name Date modified Tpe Size | T et g
5 % OneDave ~ Yesterday Vichuwe Coap DL | .
- & pensionmanualreferenceforemployeeum... 1 13,938 KB
Wiy | E s w P
T B iiseipes 016023 TI4AM  PEG Fie @
Last week 8
& Documents # =
2| 12899.pdf 99 KB
A Pictures. »
&) Doct.doex KB - Ide Mt
@ Music »
1 ) DatewiseAttendanee12-10-2023 18,41 42.. 1 KB
O videss  » " v
5| $can20230718153322 (2) (1) (1) (1hpef §73 KB deniod -
70 New falder (2] N
£] HoSG FO (1).pdf 34 KB
T Achish Emod id
File pame || <] AnFies e v
=2 (o ] comew . ol ;
Bhitwara L Bhilworo hd Genreral -
) Click Here
o s

action

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

e o s e g S e (i Pl
Skip to main content | Change Test Size. ar AR |

ifmstest.rajasthan.gov.in says 8
@ ®

1 Cocument Uploaded Successfully. |

Offico Directrate Treasury _ = My Rolo. A

DMID.TA | Treosury Name : JAIPUR (SECTT.) - (2100) | Office id - 1090 | Office Nm}imﬁ! ‘ oK ‘

Employes Code —-— —;‘m‘i:-:ﬂm— -—e— e - e s . .

Vs toop Middi armo ok

s 5 alspuse # i
Heightlin cantimeter) :{;’Q'"‘” - Identification Mark

bt i St o -

Hirupma Dixit Narmiod

Figure 26:Success upload message

e Click on “Save as draft” button

e Success message will be displayed

&

Successful

Oroft savod Successtully with request id 10363

Figure 27: Data saved successfully

e Click on “Save” button to save the details and “Next” button to move to next tab
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User shall update the details

User Manual Employee Management (IFMS 3.0)

]

Personal Details

Service Details

Employee Registration @

Employee Sotvice Adidkcass

Farmily Datoils And Nomination

Bonk Dotails

Enter required details

Pay Entitlomant

Emplayss S

1 as per Sorvice Cadra

on Gozotted *

Service Quota *

Appor

Joining Date *

Diste Of Presont

ation of Appainting

signation *

Aut

Paront Deparntment *

Curront Depamment *

f first appoint

atien in eurment

Suporannuation ato *

Date Of Joining

Stato INSUIoNco

f Afternoon) *

PRAN Type

Res

g Regular Sor

BELT NO.

Figure 28: Tab 2- Employee Service

3 3 13 2
e Upload the required documents and click “Add a new document
==
4 > Downloads » a Search Downloads p
e Upload required document =0
A5 @Home Name Date madified Type Saze im feare
parmd 0 #8 OreDve v Yesterday S urior At
| T pensienmanualreferenceforemployeeum.. Compressed (zipp. 13,832 K8 T
0 Desktop & [&] sample.pdf Fouit PDF Reader ... 2K - -
¥ Bcnginm [4) imagejpeg IPEG File 200K8
. ~ Last week
& Oocuments # g,
[£1 12899 paf 10/13/2023 7:06 PM Foxit PDF Reader 299 K8 seportment, oipurlisy
P9 Pictures »
) Docl.docx 10613721 am soft Office . 125K
= Gusc  »
— @J DateWiseAttendance12-10-2023 18 41.42.. 1 Microsoft Office E 1KB
. Hvides

T New folder (2)

Ashish

(2] scan20230719153322 (2) (1) (1) (1).pof 10/

(%] HoSG FD (1.palf 10/

Foxit POF Reader ..

Foxit PDF Reader

File name: |

Ex-servics man?

Yo @ o

tASCHIF o

A1s you g

vox

Testing

Q PEnsion from previous manary senvice

l Appointment Letter

" Bocuments

Typas Dascription

cive servics pension

Bocumant Nome

Click Here

Figure 29: Upload document page
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Document uploaded successfully message displayed

)07 A | Treasury Nome

11) = {2100) | Offics i 11090 | OMfice Narme : Diractrate Treasury I'!r.

- mm oEm EE EE o Em EE Em e o o
| ifmstestrajasthan.govin says 1
I Document Uploaded Successfully. I

gt i, et

Office Dirme

Service Details
All ndia Service

Permanent

Figure 30: Success Upload message

e Click on “Save as draft” button
Service Details
10i2023 n De 8 Rt 4 Coordey o
«_ Click Here - g

Figure 31: Save as draft

Success message will get displayed with request Id

35




User Manual Employee Management (IFMS 3.0)

Figure 32: Data successfully saved

e Click on “Next” button

Tab 3- Address Details:

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

the steps
Empioyee Registration L] 1 ‘Complete
100% Complats
4 o
[ Empoyes sacica saten [SE— ok P— n
Address Detoils

Enter required details

fosron S s T e e @
ey - Ao - um
wm Vi
Cunent Adcess
‘Sama As Parmanart Address
=A . e © e Cuben
osme e Lode ey
== =i

Figure 33: Tab 3- Address details

Click on “Save as draft” button

e Success message get displayed with Request ID
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Figure 34: Data successfully saved

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

Tab 4- Family Details and Nomination:

e 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

l 1% Cormplete
[ -] [-] - (
[Le———— Emplayes Service Address L —— — Poy Ertisament ﬂ
Service Details & -
. Enter required details
Family's Details
. o oy oowotern s re——— o Aot
) Porfona ik - Pry— e
T amerna sz sosaiam 7@
Viwa e it P~ pro— i
« Soumyatat - pre— I
frvveie o ok
> 110/ 200% n ;v:u'c
Pyscaly Disctied () Yes @) No Pescanmogs o1 DisomsiRy
Depandent @ o Employeed ®
Nominee Details
Schemes ‘Name of Nomines Relgtion Share % Action
o w0 e
- et emiows - - viion® - srers

Figure 35: Tab 4- Family details

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

e Click “Save as draft” button and then “Next” button to go to next Tab
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Tab 5- Bank Details:
e User shall enter the required Bank details

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

Employee Registration @ 1 Complete the steps
] © ]
Bank Detoils
Click Here
/ /
[
== [ |

Figure 36: Tab 5- Bank details

e Document uploaded successfully message displayed

ifmstest.rajasthan.gov.in says

1 Document Uploaded Successfully.

Treasury Narme : JAPUR (SECTT.) - (2100) | Office 121090 | Office Name : Directrote Treasw

iployee Registration @

G ] ]

sonal Detaile empioyes Sarvice Addrass Family Datails And Nomination fank Details Pay Entitiament

Figure 37: Document upload successfully

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

Tab 6- Pay Entitlement:

e  User shall enter the required details and click “Submit” button
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Ermpk R o l ‘Complete the steps
100% Compiete
e e [ o . 2
Porsonol Dotalls Employoo Sorvice Addross Family Detalls And Nomination Bonk Dotads Foy Entitlament .
Pay Entitlement Details Enter required details
Al indiias Sarvice - IAS-Inclian Administrative Sorvice - IAS, Junior Administrative Grade
& 16(21500-58000)
28[10/2023 ] 8000 - 42

Govt quariar ) vos (&) Ha

‘Shew Salary Allowances and Deductions

EE3 «— CClick Here

HouEs Ront Aliowonce Roto *

Figure 38: Tab 6- Pay entitlement

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

entered by User are correct.

Confirm

Are you sure want to apprave

Figure 39: Confirmation message

e Success message will be displayed
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Figure 40: Screen Awaited

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

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

7.2.2 Re-employment

e Click “Employee Management >> Employee Registration >> Re-employment”,

from the menu (Left side)

This functionality can be used to update-
e New Registration

e Re-registering existing employee/ pensioners details.

40



7.2.2.1 New Registration

e Click “Re-employment”

User Manual Employee Management (IFMS 3.0)

g DEPARTMENT OF FINANCE
B st e e
DO Cods: 1090 | DDO Name : DESK OFFICER{ADMDLTA. | Treasury Hame ! JAIPUR (SECTT.) - (2100}

Office 1d - 1080 | Office Name : Directrote Treasury and AScounts

m‘ RajlFMs

My information n

[ MyTasklist

e |

s Emplayse Mon - .
| R Click Here

I Employoe Regiatration

New Registration
I
Re-smploymant

o e 1
Manogement

Employes MIS Reports view Al

Employee Modification
Group Management

Employee - Absentee
Statement

Service Detall Report Status Wise Report

® ¥ ravcvaswan )

= MyRole APPROVER -

My Actiitios

1 Out Baquast

Rojectod

Biny »

Create Task

Category

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”

TR

(3 My Toskust
< tmployes Management
Employss Regiseration

N Registration

- = =
- e =
Employes Transfer
Management
Empioyee Modiication
Group Management

Employes - Absentee
Stetemant

Register o new employes.

Re-register on existing employes

* #ad parscnol detals Upote service detom

* hdd service detolly » Sarvica cotegary

» sanvica subcategory

Click Here

* Langth of sarvice
» hekd barik datal * Pavious designation
» Add pay entiisment Upsta py enttemants
* oy lovel
* Grode pay
i

Figure 42: Register new employee

Employee registration page gets open
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[ —
) e & (B mavocvwon o)

005 Corte 1090 | DOG Ko DESK CFTICEHADMIOT A | Trecsury Noma: IAIPUR (SECTT ) - (2100) | Offica 1080 | Office torme

I RoiFms

m ok Maniment s Meghiiolion
Lo [ —

T My Task tist

Employes Manogement

Employes Regisrotion
New Regiatratior

Re-employment eIy s
Empioyoe Transter

Managerment

Empicyes Modification

Group Management

Employes - Absentse Upiood Recent Employes Photogroph™
Statement

Subsstence wanagemen:

Post & Designation
may

Figure 43: New registration

7.2.2.2 Re-Registering

e For Re-registering aRe employed employee whose previous service-related data is
existing Employee in system, click “Fetch existing details”

e T

Py
o
Register 0 new employee e-register on existing employee
Sy ———
* s e cote e
- > sana Lttty .
Ao
Click Here
Kbt s ol o Linom s s
S Al e R
5 o i
sy
= " 8 daseps

Figure 44: Existing employee

o Existing employee can be identified by-
o Pay Minus Pension

o Fixed Pay
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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

¢ C(Click “Employee Management >> Employee Transfer Management”, from the

menu (Left side)

7.3.1 Relieving

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

initiate the reliving process.

¢ Click “Employee Management >> Employee Transfer Management”, from the

menu (Left side)

o =
o (]
Overview o OOk bt
B MyTosklst
f Employse Manogement
(3 Employee Regitration Check Staus Tasks iw Y ok
Employes Transler Soloct Catogory Slous -
Manogement I ® sarce
I Joining I Tntor 0
Sanctions b
aebeving I
-2 e - - T :

Figure 47: Employee Transfer Management

e Click “Relieving”option from the menu
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L
MECNA  impioyes Monogement ) nbor )
- My Information view A My Acthvitios
e | —
© MyTaskList
H 2 @ =+ ® 4
th Employee Monagement
1 Employes Registration Chack Stous Tasks o All ik
Emplayee Transter Salect Category Stous 5 o
Management ® tonctions Bl
e mm mm owm oy (D chck Here pe ki
| & Relaving / sorctons P
Sotus. ]
| e | = =
LR B N B N |
Figure 48: Relieving Screen
e Please click“Search By”button to search the required details using — All/ Name/
Employee ID or Group radio buttons
e Feature of “Advance Search” button is also provided to get the required details by
entering the keywords
e Please click “Initiate” button to proceed with the Relieving process
o= | O Click Here A
@ Employse Manogement 4 StNo  Employes Code Employee Name: GPFIPRAN Designation Group Name Stotus  Service Stotus unmnnm\n
(3 Employes Registration RuP2OINS00ZIEE " 1 ADA A o m
Employee Transter
i =3
e R — =3
I 5 netoveg | — - . =3
I oo | oo . - =3
L Em_plumunolcuum_ o > ol

Figure 49: Relieving Initiation

e Employee details displayed
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e e =

Ry mforration Raliving Requast Detalls I
— i [— Employee details s omognonen - I
P ————— I
A Employee Registrotion a

Employne Transfer
Managoment

View satory of Financic TeoriCstats o fecoveries

incremant Choase file

Employee Status Change Drog & drop of browse

Figure 50: Employee details displayed

e Please fill the required details

Empioves Manogement 3 Employee Traster Mangoemar 1 ‘>
L R
& My Taskist meloyes wama Empioyes D Empioyee Desgnaticn 000 Code
MUKESH KUMAR VUAY RUSPIBTION20803 Additional Chief Enginear 801
& Employse ] clo Group ofrce Narre
552645 [NA 1D GAZ and TECH Chist Enginesr, Water Resources Dapartment, Rajasthan,
7 Employee Registration Jaipur
I—————————————_——-—_————————_—_—_—————I
Empioyee Transfer x P 7
sanagement | Sonwatvomste " Enter details .
A - — I
raase iz 0 o A
& Relieving - 1 i
Relieving 1 I o 32023 ©  Forenoon = suspension Qrder No I
Empioyee Modification I Susp o Date sspension Time - WD ~  Treosuries and Accounts Department, Jaipur(105) -I
Group Managemant e 1
| Orectrte Treasury and accounis (1050) - iopw 312023 "l
Empioyee - Absentee
Statement I I

Subsistence Monagement 2 1
et AP T PR SR S SR S
7 Pay Fixation Viow Solary of Financial Yecs Detas of Recovories
Post & Designation i
mapping
Documants
Increment

Choose Flie

Figure 51: Enter details

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

copy of order is to be send.
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: [13 0
e  Click “Submit” button
|
- S ——
1 Poy Fxgtion ere
" e, Upload document
Post & Designation
mapping Documents
R—— o o crocsarie
Empiayes Status Change. Drag & drop or browse
S Reports S¢. No. File Nome Description Action
Vertaton
copyto
= e
sanctions i Select
2 Myess
sat T oabiama pestmat scdoan
[3 Cher Appiication Links - -
o -
elp/ kel ue?
bostupsspibilisigll S [EE— P rarion
—_—
G
Click here

Figure 52: Select Designation and Submit

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

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

ASP Name TFMS Transaction 1D 739bdc6d-1417-4a7-a8de-a765e0a4¢9... Organization  Department of Treasuries and Accounts Date & Time 22/11/2023 11:24:33

@® Aadhaar Number O Virtual 10 Enter

- —  details
Enter Aadhaar Number |

LIS hereby state that [ have no objection in authenticating myself with Aadhaar based authentication system and consent to providing my Aadhaar number/VID/UID Token and One Time Pin (OTP)/Time-based Cne Time Password (TOTP) data for

Asdhaar based authentication. T understand that the OTP/TOTP I provide for authentication shall be used only for authenticating my identity through the Aadhaar Authentication system and for obtaining my e-KYC through Aadhaar e-KYC service only
for the purposs of esigning,

# 7 aw wTger § R anur st v woneh & frg g wd 2wt w9 sl T & aun 5w frg # s R sedlanddlgard de ok o agn i (Sididyes des o o awed (Ae Tem wet & R sl

e S g Ay, e § R i & o o S eneid war @ w1 g, $HE 99 Fam -aRIE & 98 §, MR FAIIE QUi & AIE § 56 gger vy o AR $-aard 4ar & mag § 5 -k v e F Ry
fermm e

P Listen to consent English v

Click here ‘
e

Figure 53: Enter Aadhar Number
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e Enter OTP received at registered mobile number, and click “Submit” button

IFMS

EEOND 7350514774370 8R0S,

ganGaton | Depatmenof Treasures and Accourts ﬁiﬁwﬂ 201172023 11433
Enter OTP

Enter OTP J - |

Click here ——EEE

TP sent o the registered mobile number and Ema 1B,

Figure 54: Enter OTP

e Application ID will get generate successfully

Figure 55: Successful message

e  User can view the letter as displayed in screen below
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+ B 1 of 1 8)

@

ba

Government of Rajasthan
Office Name Chief Engi . Water R Department, Rajasthan, Jaipur (Office ID 801)

File No. |Oabe 211172023 |

Subject = Regarding Releving of Employes Nmmwu |dmmn.|
" T

o J. Enmer\mce Nama State Service, S50ID RJBI201400020208

Relieving order

In accondance to the orders of
(Govt. Department) Department Name Water Resources Department, JaipurDepartment Code 47

Employes Name SH. RAJESH KUMAR Employee ID 2950978 Desig Ass| Engl has been
transferred to Office Name Designation Assistant Engineer vide order no. date null
of the office/dep . In of the above hefshe is hereby relieved on date null in the

session (F/N ar A/N) from this office

Name & Signature
of the HoO
904)

Figure 56: Relieving letter

7.3.2 Joining

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

initiate the joining process.

¢ C(Click “Employee Management >> Employee Transfer Management >>

Joining”, from the menu (Left side)
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-
o b
et pverimros - :
Figure 57: Joining Screen

Please click “Initiate” button to proceed with the Joining process

Neguats | Dosricents

Click here

Wi poiivs

L T IR
——

W My Tosk st
ottice e

o UnpopeMrogemaen IoeD
Gt gt q - Tl e, e s Lepartrrs, Hghpan, 9p1a

Enpioyes Tronste
Maragarmant l

[ o

- I
Figure 58: Initiation process

serrg

Employee details displayed

e Select the options from radio button
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— 2 S Select

Empioyes Modsioaton Jolring Descle
Orous uonagement . g te
Empioyen - Absentee
Lo car s e reamry
Subestence Wamagenent
Pay Fuation

oy intiement ca par Jong Ofce

Pt & Dosigranon
T —

wererant o

3 Docurments

Figure 59: Select options

e Enter the required details

Enter details

Pay Enditiemant as por Joming Office

mappe Vien Sy o froncisl e astote of becovees

Add Documants.

Figure 60: Enter details

e  Click the “Click here” button to get the pdf displayed
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[2 Eployes Regisbaton = e e ——

P

e (seTt

Impioyee Satis Crange

Figure 61: View details

e User can print/ download the pdf displayed

Integrate financial management System, Govi. of Rajasthan
Last Pay Certificate

ay
Chief Engineer Office, PHED, Jalpur

Towsters ORex

Figure 62: Pdf displayed

e  Click Yes button to the Submit request confirmation message
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Figure 63: Confirmation message

e Success message will be displayed

Figure 64: Successful message

53



User Manual Employee Management (IFMS 3.0)

7.4 Group Management

e C(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)
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uty information viow w My Actiities
My informatian <
oversien T N Jking Rt .
T My Task st
- Ermpioyss Management
Emplopse Rogieration Chock Stous Tosks viow 8 Youiey
fmployes Transfer Seloc: Cotegory Staus @ -
weragarment . i
Employes Modification Entor D s b
e Click Here s -
I Group Management I
’l’h Y »
-——
o Employes MIS Reports in & Creata Task iow &
wgoc
Sorvice Ostai Report Siaius wisa Repor a
Sub-Category
Empiayue agvanze kepen ¢ Ot roport o

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.

Wriomowe | 4]

[0 way Taskuiss
. Employes Manogement

[ Employse Registration
Employes Transter
wanagament
Empiaywe Modification

- mm =

o Of ASoeatsd Empioyss.

Click Here

EEZE
st s
®

R J
[ ompmogeren 1 i it =
[ . =~
g ‘e
Figure 66: Change status
e Click “Yes” button to change the status

55



User Manual Employee Management (IFMS 3.0)

Status of group DTA NGO(#94) is Active!
Are you sure to change status
of group DTA NGO(#94) ?

. -

Figure 67: Confirmation message

e Successful message gets displayed.

Figure 68: Successful message Awaited

e Status changed for the group
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Group Cregtions
Status
sarch Sudget Haod. Group 10, Group Nama o1e Q
- e changed & omp
- EE EE EE EE EE EE N MmN EE BN M N EE N N M M EE M N N N BN EE N M EE N N EE BN N EE EE EE EE O Em Em
Isr Ho. Group Coda Group Name Budget Head No. Of Allocated Empioyes status Changs Status I
I 98408 DIA NGO(#84) 2054000950100 9 act I

_— i o

T e g ey oo A

421473 7th Pay Cemmis 054000850100 1 P
284982 DI Rovarse Deputetion(#) 2054000850100 | E)
5 23148 CONIRCAT(#1) 2054000950100 | B )

Toto! Number Of Employees 101 Number Of Employoos

oups: 101 Uniliccoted Employoos:

Figure 69:Status changed

7.4.1.2 Group Creation

e To Add new group, click “Add Group” button

Group Creations
a Click Here \__b
Sr.No. Group Coda Group Name Budgat Head Na. Of Allocated Employes Status Change Status
I 48408 OTaNGO(#94) 2054000950100
2 30158 Sofary ReEmpioyod(4) 2054000950100 N )
3 M7 Tth Pay Commission NGO(#1) 2054000950100 | R ]
4 284982 DTA Reverse Daputation(#1) 2054000850100 1 = ]
223146 CoNTReAT(#1) 1 N )
Tetal Number Of Employoos 101 Number Of mployoesin Groups: 101 Unallocated Employoes »

Figure 70: Add group

e Please select — Non-sharing based/ Sharing based radio button and enter the required

details and click “Submit” button
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Enter details

o

Click Here ———» (23

Figure 71: Enter details - Add group

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

e C(Click “Employee Management>> Group Management >> Allocation from the

menu (Left side)

IO T a—
v el — —

Tevpioyee Segatraton Check

y e Lt

Empioyes Monogernent

Empicyes frarste:
Management

Figure 73: Allocation

¢ Click Group Name filter to get the drop down list
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Office id : 801 | Office Name : Chief Engineer, Water Resources Deportment. Rajosthan, Jaipur | Deportment i : 47 | Deptartment Name : Water Resources Department, Joipur My Role  APPROVER
¢ Bock Employee Manogement 3  Group Manogement 3 Group Allocation >
- Allocate
My Information
[ My TaskList search Employee Q Click here

. Employee Management ~

Sr.No. id ] GPrfPran Service Category  Group Name Allocate
B Employee Registration

1 MANISH KUMAR BAIRWA  RIGAZ01435018590  AssistontEngineer  RJGA201435018500/110057873407  State Service Group =
Employee Transfer
Manogement

Employee Modification v
Group Manogement A
[ Group Creation -

IG{ Allocation ~ I

Aliocation

Figure 74: Select Group name

e Please select the Group Name

Allocate
Select Grou
Search Employee Q p
Sr.No. Employee Name Employee Id Designation GPF/Pran Service Category Group Name Allocate

up
1 MANISH KUMAR BAIRWA ~ RJGA201435019580  AssistantEngineer  RJGA201435019590/110057873407 State Service | o i . st ]
44 DIRECTION _CPF(#589)

|
er poge: & | 5 DIRECTION Fix Pay(#46)
24 DIRECTION(#40)
1 DIR GAZ and TECH(#34)
3 DIR CPF Gaz Tech(#16)

28 DIRECTION PEONS(#14)

Figure 75: Employee details

o Tick the Allocate checkbox as displayed below in screen and click Save button
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Allocate
@ MyTaskList Search Employee a Tick here
s Employoe Management ~
Sr.No. Employes Name Empilayoe id Designation GPF/Pron Service Catagory Group Noma Allocate
G Employee Registration v Srou
1 BARWA R Assistont Engineer  RJGAZ01435019590/110057873407  State Service 2ADIRECTION(#40)
Employee Transfer 3
Employee Modification - ftomaperpage 5w ol | » 3
Group Management ~
@ Group Creation )
l o 1 Click here
Allocation G
|
Allocation I

Figure 76: Allocation Save

e  Click Yes button to Submit Request

Submit Request ?

Are you sure you want to allocate group to a employee ?

Click here

Figure 77: Confirmation submit request

e Success message gets displayed
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Successful

Request to allocate selected employee in
group is submitted successfully !

Figure 78: Successful message for allocation

7.4.3 GroupDe - allocation

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

from the group.

e (lick “Employee Management>> Group Management >> De-allocation from
the menu (Left side)
e Click on De-allocation button to De-allocate the Post from particular employee as

shown in screen below
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Alocats
T O
e — .

- Emisioyee Warogerrent
. No Empioyoe Nome Empicyes id Dmsignation oFF{rron Servce Cotegory

[mplcyos Regiskration
Ermployes Transter
Monogerment

Figure 79: De-allocation

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

— o Select Group

Seho Seoup Cose Grous Name o O daccated Empioyee gt Heod

Figure 80: Select Group name

e List of Employees under selected Group gets displayed
e Functionality for “Search” button is provided for User’s to easy search of required

details of Employee via Group Name and Employee

|
[ ——
[ wmoranon | < [ List of Employee
MyTouk oM weoiss displayed ki ”

Figure 81:List of employees
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e This feature can be used to update the allocation of post to map with another post.

e  Check the De-allocate box for the employee that needs to be Deallocated from the group
and click Save button.

Deallocats
i Tick
oA NBO{294) Soarch impioyes Q
checkbox
sNo Empieyss Nama Empioyaa id aPF pran Besignation \ Deaocats
1 DIVYA SHARMA RIPZNHI026863 DA NGO Subardnote RLIPZOIFSOZEEEI/ 10005ILSIEE T W \ .
2 RO SHARMA, AJBRIDI0ANETE0 D14 NGO Subordingto RIBRIOII0401E750/OUIAZIET01 ‘TR SR
3 HANESH JaN HJUF2N3IT026000 DA NGO ‘Subordmate HIIFOIHTI2B000/ 064854354 Heram w
" SHIARAM BUNKAR RUIFISONI00585 Bl NGO Class 1087082 Jo e of et
Click here
B LAL CHAND KUMAWAT Rsp20iBS002AGT A NGO Class RIP201210002497/ 0072888827 e v
i ,\,.
=

Figure 82: Save changes

e Click Yes button to the Submit request confirmation message

Submit Request ?

Are you sure you want to deallocate employee from respective group ?

Click here

Figure 83: Submit request confirmation

e Successful message screen gets displayed
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Figure 84: Successful message De-allocation

7.4.4 Start Salary

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

stopped by concern DDO

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

menu (Left side)

e Functionality for “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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Figure 85: Start Salary

e Click Start button, to start the salary of Employee

m Aot Moot > e 3 il stocuiicn >
]

iy Tk st

Employss Uarogemant

i [Ee—— trpioyen s o P

Employes - Absentee
atstarrant

Click Here

Sarvicn Commgrey detera

Figure 86: List of employees

e Once employee selected, please click on Start Salary button

Empayea Manogetment

(G imployes Regamaton
= Ty [— impioyes & temgreon vt frman

Empioyes Transter
Managerant

Empkoyes Modficaton
? LA RO Pre o

Qrup Management

Employes - Absentee

Service Comgory

»

Click here ——— i

Figure 87: Start Salary selection

e Click “Submit” button, to start salary
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a0

BOQNT BRIy 00 RO SMOINTE i, G PN
[ iy Tosk st

< fmploes Managerent sena mgicyss Hame mpicy D Catigration AN Sarvice Categary

G tmpoysenegutiton )
Empioyen Tronsler
Monagement

BAUAVATAE SHATML RN Acomunts Oftcur S Btz Soraog

Broug Monogement v .
Click Here ——— 213
Groug Creation
Mlocaton
De-Adocotion
-
Stan Solary I

o ol

Figure 88: Employee details submit

¢ Please Enter Remarks and click Submit button

Enter Remarks

Click Here

Figure 89: Submit request

e Click “Yes” button to confirmation of submit request
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Confirm

Are you sure you want to submit the request?

o - o o o e o EE e .

Click Here

Figure 90: Confirmation to final submission

e 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 employee.

e C(Click “Employee Management>> Group Management >> Stop Salary from the

menu (Left side)

|
|
1 [ree— (-
|

Figure 92: Stop Salary

e To get the list of Employee(s), select Search option- “Employee wise/ Group wise”

Select

Figure 93: Selection for details

¢ Select Group name, to get the list of employee
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Click Here

Astion

Figure 94: Details selection

Functionality for “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

e C(Click Stop Salary button
o wyta i F—— Click Here
Irmpkryus Marsemant i) a
3 Employes Regltrotion WMo Employss Code Empioyws Hama s frman Designation oroup Hame oos Sarvce = tarvice Action
-
i
Oraplioegement 43 s RASAMCHAUN PSRN AMSIKUASMRSIMIMEGREI D0 RmMEl Ame  eomee m
=
e

|

Figure 95: Select employee

Select Employee, and click “Stop selected salary” button
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mployes st
My Tosh tist
a
= Imployes Management ®
g vw omiran Owsignation Group Morne oon Sokn  Senvics Stotun St Servics Stot

ction
anTRATI CHHICAE oA e woy 34 s rermmanare ssguin
“ o o s tws peranent weguion p—
PR — [ m

190isas TARAM BT weronz o o v mon ota i 10,1955 sctve Pmansne A St0p scwary

"

Click Here — [EEE==T=2

Figure 96: Stop selected salary

e Click “Submit” button

“ Lrm T § ke 3
stop Saiory
My mrormatian n

Gy I BTy KL B FRAR
3 ay Tash tis

= Employes Manogemant o iy e J— congremon e— Servcn Cosmgery

Click Here —— 23

Figure 97: Submit selection

e Select Reason for Stop, from the drop-down list
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Select Reason for
STOP

z‘_

|

Action from Court

Action from State Govt

e e omm mm mm omm omm omm o

Figure 98: Select reason for stop

e Enter Remarks and click Submit button

Reason For Stop

Meoson *

Action from Court

Cancel Submit

Click Here

Figure 99: Submit request

e Click Yes button to confirm the submit request
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Confirm

Are you sure you want to submit the request?

Click Here

Figure 100: Confirmation to submit request

e 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 Absentee details of employee to prepare salary bill-

¢ C(Click “Employee Management >> Employee Absentee Statement >> Absentee

Statement”, from the menu (Left side)

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

showing at the end of the line of that employee

iy cePARTMENT OF FINANCE

@ L PRAVEX VANSWAR (]

DTA | i 41 fice Nar 1 s Ac hco Diroctrate Treasuty - ~ My Role  APPROVER
>
Click
Employes List
EIZTEED Proceed
a
Seorchby (8 Al Employee e
My Task List t @ e
. Service Subs Service
. Employes Manogement No. Employes Code  Employse Nome GPF[PRAN Group Nams Doa Statis = s hct
. AsS May 24
Employes Registration RUPIDISIOONOZ  VISWADEEPOXT 758471 NA DTANGD s active P Regular m
Employee Transfer A KUMAR
Managerment RIPIGSEIR0N059 ara7aa/ e apr .
- L PIEBRIGONI0E  TULSIRAM CHALMAN A NG &b 10,1973 o
Click Here i
Group Management . .
— o = o =y 4 RIJPIOHNGEO0044S  DALLAT RAM MEENA SBA73BIMA  Assistant Director l’zrru--‘;--- 118,198 R m
| Employee - Absentes 5
I Statemant 5 RIJPICOTIO00ISES  SITARAM BUNKAR i DTA NG 18,1 Act na m
Absentee Statement ]
> b1

Figure 102: Absentee- Employee list

e Please enter details like financial year, month for which leave must be entered and Click

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

different parts of period.
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Ermlcysa Manogemant 3 Verlly Detalls Ut >
] Absentee Details I
o .
[ My TaskList Employee IO Employee Nome GPF[PRAN 1
I RIJPISSE1S0MO2 VISHWA DEEP DIXIT 768421 fNA
“  Employee Management o 1 ros Designotion oios |
I ASSISTANT ADMINISTRATIVE OFFICER ASSISTANT ADMINISTRATIVE OFFICER Directrate Treasury and Accounts I
@ Employee Registration v I
Employee Transfer I Enter
Managemant N I Ffinonciatveor * - Mot * - - 1
e . . B Details I
Group Management v I Fromoote- " To Date * - 1
e i i s | TS e T S BT S S e S B A Sy e at]
I Employes - Absantae AI
Statement .
—  Click
I Absentee Statement I Total no. of days: 0 Proceed
e
Remarks
Subsistence Manogement TYER oVarkE e
Post & Designation
v
mapping
Verification v
| Bills ~
Figure 103: Absentee details
3 113 34
e Please enter Remarks and click“Submit” button
G My ToskList implayes 0 impiayss Name OPFPRAN
RJIMBIHID0MO2 VISHWA DEEP DOGT 768421 [NA
. Employee Management  ~ i Desighoion ©ffice Home

ASSISTANT ADMINISTRATIVE OFFICER
[l Employee Registration

Employes Tronsfer
Managemant Finoncial Yoar *

Employee Modification -

Group Managemaent - From Date * -
Employee - Absentes =
— [ ]
Absentes Statement Total noof o
-

' Remarks

Subsistence Manogement I e ATk hat.

Post & Designation
ity S | Enter Remarks
Verification v 1

1 Bils v

-1 Sanctions v

ASSISTANT ADAMINISTRATIVE OFFICER

Month *

e o o o o e e e mm mm e e e e o e e e o om o

Dirsctrote Treasury ond Accounts

|
| Click Here
|

Figure 104: Details submission

e  Successful message gets displayed
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Figure 105: Successful Message

Successful message screen not available

7.6 Subsistence Management

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

(Left side)
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My infarmation sow a1 My actaties
Wy informatian n
overvimw o it Wastcmon [ — -
& MyTaskust u
T Poyes Monogement
5 Employes Monagement S ke
Empicyee Ruganaton @
Empioyee Tronster e
Marogomant
sarcsens £
Employes Modifcation
voup Manogemont
Ermpioyoe - Avssnten
I-!!mam ==y Employes MIS Reparts Creote Tosk i 48 sy

D |
| Ry e —
mapeing

vermcaten Empioyee Advance faport 15C out weport Q

Figure 106: Subsistence Management

7.6.1 Subsistence Allowance Initiation

¢ C(Click “Employee Management >> Subsistence Management>> Subsistence

Allowance Initiation”, from the menu (Left side)

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

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

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

L~ o
>
Employee Lst
Click here -
g
o e e e — g e ,,,wm\:m
>

Figure 107: Initiate process
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e  Click “Subsistence Allowance History” to view the details, System will show the history if
employee was suspended earlier.
i
[@ Poyes Monagement ;m
Subsistence Allowance history details
i vl [P — st panion romcone oo PR emaren. pemstrowng () Somitnce Nowarce
roup Management .
I Subsstence B — I Add Documnants
| =
J
Figure 108: Subsistence Allowance History details
e Click “Subsistence Allowance Details” to view the details, what system has calculated
primarily.
e Please insert new updated page of screen.
e Tick on Check Box, if Employee wants to continue the contribution of GPF
o TFill all the required fields.
— e ST e L -
3 tmpiayos Manogemant il e . Matorial
Employes Registration Subsatence Allowance History
e e e PR— from e Toome  Alowrcesme P e g 49 Subca somerss
fmpioyes Modification
P—
I—‘“”—“—‘”"—’ o~ e, Subsistence Allowance details
[ somwcnomac |
e | tooyMowancs  Deducton [ Substoce Mowonces Detons
Modiication/ Revoks Employes Allowance Detaiis Employee Allowanca Detoils
Post & Designation e et e Portiecd Vel s oyttt Forfhatosin
i .
- et Scicry (Gross Alowance) et Sciary (Seoss Alowarce )
B
Agd Docyments
il \ e

Figure 109: Subsistence Allowance details
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e (Click “Drag & Drop or Browse” button to upload the documents and “Submit”

|
a ,
Employee Transfer B Ploce of Posting Pioce of Posting (W)
Manogerment satia onserne Baconof suspansion from bote T Abcwance nots el linkonr Subsitance Atcwance
mpoyenosticaton E—
Group Manogement
=n >
Employee - Absontse '
Stotement
- - —
[ o swsomce |
Asouonce nitiation e numeer wan tnect irom  Paco ol Fortng ot e vma of mspenaon (1Q)
I Subsistence Alowance I
Initiation
l uomseoce 4 ‘Satary Aowance Deducton ubmistence Allowances Deguctions.
e, — — Allowance fots ( A e Orcer )
ey Empioyes Alowance el
w -
sty v ho Poy Head Harme Py Head Vaie ho Pay Heod Name Pay Heod Volue:
Vot ’ g = = ; e =
e Ariongi Cosrerids
Gross salary B Gross salary
= pm et Sclory (Gross Alowanos) Mt Scory (Gross Alowance )
B sanctons eusc0 0300
% myess et Satary. 713480 ot scary remo
G Omerappgcatonties Upload document
Add Bocumants -
Need Hoip/Report an issus?
Cica e v o s e
Documens Types « toserpten Sty
£ Drog & drop or lrowie
— e

Figure 110: Upload documents

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

entered by User are correct.

Confirm

Aro you sure you wont to submit the request?

Click here

-

Figure 111: Confirmation message
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e Success message will be displayed

Your Application N 10669 has successtully submitted.

Click here

Figure 112: Successful message

7.6.2 Subsistence Allowance Modification

To modify the subsistence allowance —

e C(lick “Employee Management >> Subsistence Management >> Subsistence

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

|
vewss | Wy Actiites
v trcperart et e i < ot
Sk s @ 4+ ® - — ® +
&
Tanks viow Al sty
[ Employes Registration . Slacrockgery ows @ rending appioved () Rojected
@ sonciors. O o
Empiaye Tignster prey vps o ot ol
sarcrors »
Employsebodtication
e .
Geoup Manogomant
Employse - Abssnise
statamant . Employee M foports Viewst  CreoteTosk visw l 0sky
Subsistance Mancgemant cotmgory
Servica DetodBepart Stotus Wise Report Sr——— a
R — .
[ ———— Click here s
suosstence 3 cogoey
| Joms -1 —— p— o = a
Modificotion/ Revoke
[ S Aot
wodification/ Revoce
say smpart Lorerm paum
-—— - — o

Figure 113: Subsistence Allowance Modification

e  Please click “Modify” button, to modify the required details
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-y
a oMo, Employes i Empioyee Nome Designation Name Hotarence Number Orcdor Nurmber Ot Dot From Dote o Dote Action
" . ﬁ
S ==
p——— s
. , i - =3
R V—
Employes - Absentes
e Click here
Figure 114: Modification Process
e  Click “Subsistence Allowance History” to view the details
L
iemoiovse Monggoment > oo >
EEITTEEE e
P e e s o
G Fayes Monogement CapartTant NrTe. orv/raan Barvice Category e T CONegOry
ety Regstion e Subsistence Allowance history details
i S — S— o o el SO eyl  ———
o
=3

Figure 115: Subsistence Allowance history details

Click “Subsistence Allowance Details” to view the details

.
o TFill/select the required fields.

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

e  Click on ‘Calculate’ button, System will display the modified grant details.
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[ Empioyve igtus Change
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Figure 116: Subsistence Allowance details

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

‘Subsistence Allowunce detois
e Sollory Alowance
Empioyes Alowsnce Detots
boud 5 o
sanctons ;
% wyes

1 Crher Applcation ks 3

238200

Add Documents

Allowance Rote ( As P Sevised Order )

Substance Alowances.
Empioyes Alowoncs Datals

sehe Pay Heod Home

w630

Upload document

Py Head Vokse

Figure 117: Upload document

e Click “Submit” button
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Wace ot boen 1603 pos O ez [

Sabary Alowance substance Allowances

Allowance Rote ( As Pe: Revised Order )
Empioyee Allowance Detoils rrT——— Employee Allowance Detolls
= .
. e No Pay Head Nome oy Head Value o Poy Heod Mome: Pay Head value
' o vy #umm ' Hosicbay 213800
Doomess Alowances ranan A O 2 Beamoss Alowancos. 230870
3 HHA 2 B0 2 L0 26380
e a cea w00 P e 2300

Gross Solory Gross Salary

rosa AsCwance. ‘D108s ARowance.

236200 e

Aad Documents L
s s " P
Susponaion Grder Tour I
s st =2 { Drg s e of Lecrine
Upload Documents.
o risima e acoon Click here

;
' [ Testng ® 8
concel

Figure 118: Submit request

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

entered by User are correct.

Confirm

Ar0 YOu SUr@ You WOt £o submit the request

| - o

Figure 119: Confirmation Message

Click here
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e Success message will be displayed

F———————— e — ===

O

Successful
Your Application N 10669 has successtully submitted.

Click here

Figure 120: Successful Message

~7.6.3 Subsistence Allowance Revoke

To revoke subsistence allowance-

e (lick “Employee Management >> Subsistence Management >> Subsistence

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

e Please click “Revocation” button, to revoke the details

L
Empioyes Employes Name. Orcier Dote ‘From Deate To Date Action
P——— e PE— - Borin - ==
JH— o B stams JR— - - v m e
. s 5 osomz0 ov-o20m B
T—— T— U 108 sooa -oram — m m
Click here

lﬁ?:“u}-u--l

somtence
G Mowance } |
Modification] Revoks
Subsistance Mlowance
Modtcoton tevore ||

| [

Figure 121: Subsistence Allowance Revoke
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Please click “Revoke Subsistence Allowance details” to view the details

Click here

Favake Subsistence Alowance Detols /

Ducision o per revecation order

Add Bocumants

e

Figure 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

Rati Order o

2 myess

[1 Other Application Links

Need Heip fepo

‘Allowancs Rote.

Ruvoke SUtristence Alowance Detals

Decision as par revocation order

Select

A0 Documents

Upload document

(2 e Tvvem o Susnpmraon) (o o et ”

01 & oD of vt

Click here

Figure 123: Select details

The confirmation and success message will be displayed
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7.7 Post & Designation Mapping

¢ C(Click “Employee Management> > Post and Designation Mapping from the menu

(Left side)

e 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 post, and count of available post for mapping-

L -
My IOMMOBoN. My o
ww Y T _— r— S
P o e
- =
I — ¥
Employe MIS Roports Cote Tosk
y Fcton
S I @
|, et | r—— —
| [ — I Click Here
I st 06+ alioCa - Quick Unks
I

Figure 124: Menu select
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e Please click Post and Designation availability (left side menu)

[ —
< e
St | O
uns e — —
] L
Ervpsen Rugistrator Check Stous R
c— s ||
e -
i
A W .
Soterwnt
Crate Tosk Q]
s

Figure 125: Post & Designation Availability

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

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

Employee by entering keywords

Office Id 11080 | Office Nome : Dirctrate Treasury and Accounts | Departrment id :105 | Deptartment Name : Treasuries and Accounts Department, Jaipur My Role  APFROVER ~
Tl T
Employee Modification v Post and Designation Availability

Group Managemant -
Search l Total Posts in Office: 252

Employee - Absentee
Staternent = [ e e g e e e . e e

SF. No. Designation as Per Budget Total Posts Occuplad Remaining I
Subsistence Management .. ] I
I 1 JUNIOR ASSISTANT List of a1 0 a
i ol ORI Designation !
1 Cigss IV Stoff 3 0 3
Post & Designation ,.I I
| mapping I I Junior Accountant 8 0 18 1
|  Posté&designation = 1
availibility I 4 ASSISTANT ACCOUNTS OFFICER GRADE-II W 0 7 I
| T designation ] 1 1
I availibility I SENIOR ASSISTANT 16 0 16
—— —— o mm mm o o e Em mm mm Em Em Em Em E Em o e e e e e o _-______)_;

Figure 126: List of designation displayed
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~.7.2 Post Allocation

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

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

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

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

Employee via Employee Name/ ID

Office 111080 | Office Name : Directrate Treasury and Accounts | Department id @ 105 | Deptartment Name : Treasuries and Accounts Department, Jaipur

My Role  APPROVER «

¢ Bock ment 3 Inbax 3
Employee Modification v Post Allocation
Group Management v search by Employee ID | Nome

Employee - Absentes

Statement v 1. No. Employse Name Employes ID Designation service Category
Subsistence Manogement
I Sunil Kumar Jain Jain 0 Medical Officer (Homao) Class IV
G PoyFixation \
Y - 2 Sunil Kumar Jain Jain o Medical Otficer (Homeo) Class IV
Post & Designation ~
mapping 3 Sunil Kumar Jain Jain 0 Medical Officer (Homeo) Class v
Post & designation
d uvac'llbi!ityg v 4 Sunil Kumar Jain Jain ] Medical Officer (Homeo) Class IV
-— e mm o o wm
| & Postaliocation ~ 5 Sunil Kumar Jain Jain 0 maedicol Officer (Homea) Class IV

|
|
Posl aliocation
| *+——— Click Here

Click Here

Sub Service Category Action
The Rojasthan Class IV Setvice
The Rojasthan Closs IV Service
The Rejasthon Closs IV Service
The Rojosthan Closs IV Service

The Rojasthan Class IV Service

Figure 127: Post allocation menu select

e Pop up for post allocation gets open
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Allocation

Employee Allowance Details

sr. Employee
o, Employee Name D Designation

Sunil Kumar Jain Medical Officer
: 0
Jain (Homeo)

Itemns per page: 3 I=1oft

Click here

Designation ‘_______.-—--—"'—-

Allocation

Figure 128: Allocation of designation

e Please select the Designation from the drop-down list

Allocation

Employee Allowance Details

Sr. Employee
o, Employee Name D Designation

Sunil Kumar Jain Medical Officer
1 o
Jain (Homeo)

Items per poge: 3 1-1ofl

Select
Designation

Machine Man 1 I
Assistant Programmer
ADDITIONAL ADMINISTRATIVE OFFICER

I
1
1
1
1 Director and Joint Secretary
1
I Accounts Officer

1

Administrative Officer

Figure 129: Select designation

¢ C(Click Allocation button
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Allocation

Employee Allowance Details

Sr. Employee Employee =
No. NOAao D Designation Allocated Designation

Sunil Kumar o Medical Officer ADDITIONAL
Jain Jain (Homeo) ADMINISTRATIVE OFFICER

Irtems per page: 3 - 1< > >1

Designation
[ ADDITIONAL ADMINISTRA... ~ ]

Click here

Allocation

Figure 130: Click Allocation button

e Success message gets displayed

Successful
Post allocation has been successfully completed

Figure 131: Successful message displayed

90



~.7.3 Post De-allocation

User Manual Employee Management (IFMS 3.0)

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

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

e C(Click on De-allocation button to De-allocate the Post from particular employee as

shown in screen below

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

Employee via Employee Name/ ID

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

0 id:1090 | Office Nome : Directrate Treasury and Accounts | Depontment ki < 105 | Deptortment Nome : Treosuries ond Accounts Deportment, Jaipur | MyRolo  APPROVER =
" Post De-allocation
Subsistence Manogement . Click Here
2 Pay Fixation » Search by Employee Id | Nome
Post & Designation A » : o N
mapping 5r. No Employea Nome Empioyee IO Designation \ction
Post & designation
" availibility “ ! Sunil Kumar Jain Join Medicol Officer (Homeo) e-oliocation
2 Post allocation v G o 5
—_—e = = = = 2 Sunil Kumar Jain Jain ] Medical Cificer (Homeo) De-alloeation
| 2 Post de-allocation B |
1 3 KANHEYA LAL RJJPISBBIO0N20 ASSISTANT ADMINISTRATIVE OFFICER De-allocation
Post de-allocation I =
4 BHANWAR SINGH RIJPZOI0IB003308 JUNIOR ASSISTANT De-allocation
Increment g PODJA SINGH PANWAR RJJP2017I9009448 Informatics Assistant
Employee Status Change :
ploy 2 Click Here >

MIS Reports v

Figure 132: Post deallocation

e Success message gets displayed
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Figure 133: Successful message awaited

7.8 Verification

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

7.8.1 Employee Verification

e Office wise migrated employee from IFMS 2.0 will be available in HO login for Verifying and
confirming the details of employee as per new design of IFMS 3.0.

e  Maker Will check the request and submits it to the checker for further verification process.

e Checker verifies the request forwarded by Maker and sends it to approver for approval if no
discrepancy is found.

e 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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e  Once the request gets approved by the approver, migrated employee validated in the system and

will be active for processing salary and other process.

e C(lick “Employee Management >> Verification >> Employee Verification from

the menu (Left side)

Beporta & Domrinads

areee e Baport Freme— a

Click Here

[I——

Figure 134: Employee Verification

¢ Employee list gets displayed, click Verify button to take action
e Functionality for “Search” button is provided for User’s to easy search of required

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

fErmployes List

e Umplopes Ushogemant I MM Imployes Code Urpicyes Harre ¥ {rRAN Dmigrezton Oroup e oo Bota  Service Bicha Bt Sarves Bt kcton

mpicyes Rugistration I RSN SHWA DAL bl el Lrgn Solory Istmployed Mty 34, 1670

Empioyoe Transfor
Monagement

fmpioyee Modfication

iy U —

Figure 135: Select from Employee list
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e Employee details and Personal Details of selected employee gets displayed, scroll down
for more details to verify, make necessary corrections/enter required details.

006 iode 1090 | DO Horre  DESE OFFICER(ADMNTA. | Trsasury Wome - JAIUR (SECTT ) - (2100) | Offce 1080 | Offca boma: Dirsctrota Traosury 6nd Accounts |

Office Directrote Treosury _ = Myfole  APPROVER

My Roquosts

W Raiirms

mant 3 Verlty

s > Details displayed for

verification

r lo
T T :
= My Tasklist | Employee Details |
i Payes Management [ - s migroted from IFMS 20 To be Updatsd Tick it change Required I
|
@ Employee Manogemaent ol | wciso Er ] ICUID L |
2 Employes Registraton |
Employee © RIIP2020I045544 Ermployes © o I
Empioyes Transter |
Manogement |
K fon I Ermpioyee Status. ¥ Employes Status ‘-7" I
Grovp Manogement - I P — setne sarica s [ |
Employse - Absentee l
Stoterment I
| sones substons Regulr Sarvics Sut-Siona -]
Subsistence Management |
Post & Designation I 880D RISP202019045844 ﬂ
I |
Verifiootion l
—— - - |
I i T | I Personal Details I
I Employee Verification I I Fadia o A8 migrotad from IS 20 Tora lpdca e I
[ —— | -

Figure 136: Employee details

D00 Code 1090 | D00 Hame  DESK OFICER(ADMIOTA | Treosiry ome | JAIUR (SECTT) - (2100] | Office k1060 | Office Nama - Directrat Trectury ond Accounts Mice DiisctroteTreasury. = Myl  APPROVER -

llf' ROjiFMS

My Roquosts Repons & Downloods Help & Support

Foat & Designation
mapping

Verification

G Employee Verification -

Imployse Verification

5 eus
Y Sanctions

% myess

7 Other Appication Links

Need Help/Report an issue® 9
Clck hare 10 Shore yous feedboct T

Personal Details

Fisid Nams

Janaodhaar

Member 1D

Empicryee Nome

Gender

Dote of Brth

Fathet Narme

Maritol Stotus

Disbiity

Mol Numt

Pan humber

Details displayed for
verification

As migrated from FMS 2.0

PRIVANKA MEENA

Jun10,1997

DHARAM SINGH MEENA

Wictow

HO

smnsasea

FAUPMIBOIR

To be Updated

anomahcar
Member 10
Employes Hame
femaia

Choose adate
Fathet Hame
Widew
Disability

Miobiia Number

Tick M change Required

a

B B B

B B B B

D o o G0 e  mm mm m m mm mmmm mm mm mm mm mm mm mm mm wm mmm mm mm my
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Figure 137: Personal details
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e Service Details of selected employee gets displayed, scroll down for more details to verify,

make necessary corrections/enter required details.

e
TR Details displayed I
e, PrER T uision Rk ek
1™ b for Verification oo s
| oo cmesen Socrdncs 1
1 Select to 1
i change I
1 1
1 1
1 I
[ P e 1
1 |
1 1
Doromtom, o o o o SR oo o o o e B

Figure 138: Service details

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

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

————— e e e e e e e e e e e e e e e e e e e e e e e e e e e e e = == = =
Bank Account details . . I
| Details displayed for
I Fisid Nome Asmigrated from M5 20 yarification To be Updatsd Tick if change Requirsd :
| rsccade SBINDDIOS48 o |
| Bank Name STATE BANK OF INDIA Bank Name 1
|
| eranchiame RPFC, JAIPUR sl N :
ale Numbsr 39901287301 afa iinar
| ale Numbe 1
I
|
: Pay Entitlement ]
|| Petoms As migrated from IFMS 2.0 To be Updated Tick if change Requited |
1
|  Paycommission Seventh Poy Comr I
: Pay Scale 5 Poy Scals ]
| o 1
1
I Field Name As migrated from IFMS 2.0 To be Updated Tick if change Required I
| eosicray 21400 Bosic Pay I
1
I Deainess Allowances 8388 Deamass Allowances |
I
[ 3852 HRA I
- I
! I
E mm mm mm mm Em Em o Em Em EE EE EE EE EE EE EE EE EE EE EE RN EE EE W N EE EE N EE EE O EE Em EE EE EE Em o Em Em Em

Figure 139: Bank account and Pay entitlement details
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¢ Family Details of selected employee gets displayed, click “Raise a request to DTA/
Submit” button, make necessary corrections through “Employee Detail Modification”
process, if required
B, i o o o e o e 4 O
I Fieid Name As migrated from IFMS 20 Detaiis dlsplaved fOr To be Updoted Tick if change Required I
| Eonuscer 2004 1450 verification Bonus GPF 2004 :
. Sl Premium 200 d Priilii 1
I RGHS 40 RGH :
I
I |
! Family Details |
Marmber | 1
: Fleld Name As migrated from FMS 2.0 To be Updated Tick if change Required |
| tame DHARMSINGH MEENA Nome |
|
: Uats of Birth JuIT, 1975 Choote a date |
I Working or Non-working Nar-working Mur-'.'.'.:‘;.lnq : = :
| Relotionship Father Fatar = |
- i
|
I Field Name As migrated from IFMS 2.0 To be Updated Tick if change Required I
I Hame KAVYA SIRRA I
I
| Ootmotsinh Jun14, 2018 Chooss o date !
|
L Working of Non-warking Non-working ey . . i

Figure 140: Family details-1
e Select the ‘Yes’ or ‘No’ button to know the system, weather data has been verified or not.
If verification cannot be done, due to incorrect migrated data, press ‘No’ click on ‘Submit’

button. Verify by pressing ‘Yes’ button and click on ‘Submit’ button.
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| Fieid ame

| ame

Done of 8irth

Relationship

lnnml.wr 3

I Fiald Narme

I Daote of Birth

Name

Relationship

s Verified? (@) ves

Back

I Working of Non-working

I Working of Non-warking

No

™

Select

As migrated from IFMS 2.0

SHUBHANGE VIJAY

Apr 19,1395

Working

Daughter

As migrated from IFMS 2.0

ANITA

Jun 21967

Nen-working

=
s

Details displayed for
verification

To be Updated

Jomre
Choose o doto
Working

Daughter

To be Updated

Mon-working

Wite

Tick if change Required

<]

Tick if change Required

Click here

[ . . B I R I |

Note:

Figure 141: Family Details-2

modify in the system in remarks.

Submit button: If employee details are complete and verified

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
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Click here

Figure 142: Submit Request

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

Confirm

Are you sure you want to submit the request?

B -

Figure 143: Final confirmation screen

e Successful message appears and this completes the Migrated Employee Verification

process
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Request has been raised to DTA

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)

e C(lick “Bills >> Salary Bills from the menu (Left side)
e 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 215t 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.
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e Click“Bills >> Salary Bills >>Auto Salary Process”from the menu (Left side)

L roitrus My Baquests Foy & Mowancs [ loevess Roports & Downdoods Othar Holp & Support

PRl imoise Mangopment 3 lobos >

[ wromoe | e
Overview Lotve Incoumant Notfcotn N Joiring Rocpmat [ T——
Tt
v Click Here

Create Tosk

Figure 145: Select Menu

e Select details from filter, click Search button

i moitrus

Select details from
fiter S~ =TT =========== s

Click Here

Geoup Mame Budgot ead

SoloryProcess Grons Amount Financiad Year statn

Figure 146:Details selection

¢ Functionality for “Search” button is provided for User’s to easy search of required
details.
e To check employee wise salary details user has to click on hyperlink of Bill number.

e List of employees will appear on next visible screen, compression of pay will show, Click
the Employee ID hyperlink to view the details

e To view the report, click on eye button.
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Wi rojras

Solaries
T D
: i :
Employse Mnagement ruwm——————————————___________________-'
E sm i I
luw  mwme  copome  segmiee toymows  GomAvam  memas ropunn ecews s —_

e D L T L I

— sonsncosssoomyouns ClICK

Figure 147: Check to proceed

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

click“Process” button

1 Roius My Rogueses Py & Mwanee T toaves Sopons & Downone: onars o & suppent
m IS NANGRMEn! > KBAY
Sokaries
T
Ty Taskiin v
-
S
2 sl
. s e T P e o S
- “ ,
Click ——» 23
e

Figure 148: Click Proceed to request

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

| The amount claimed in this bill has not been drawn earlier

inave p y ensurea atan

Figure 149: Select option

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

Confirm
Are you sure you want to submit the request?

- mm o Em o Em o Em Em Em Em Em Em Em Em Em Em Em Em Em Em mm mm o mm omm o= omm o

Figure 150: Final Confirmation

e Success message displayed with Bill Request ID
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R e EE

Y

!
I
I
I
Billrequest 10409 has been successfully submitted. I
I
i
d

Figure 151: Success Message

8.1.2.1 Salary Revert

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

e Select details from filter, click Search button

3" majiFms
laf! Rajen

mﬁm»mn-vm)s‘.mwlum>
- O S O N O S T S S O E Em e

i I Select Filter Details

@ My Task list S sy | [ —— = wanth®
g . Wotdr Resourtés R it X i
& koo e o e e e e e e mm e e e Em Em Em Em o= =
Fayes Management Auto Salary Process

2 Empioyes Management R SrMa. B Mumioer RefHa Group Name Budget Head Salary Process. Gross Amount
= R 1o data matehing the fiter =
[ Solory 8l

| Auto Salory Process 1 Revart Case Solary Details

. Sacuch

Regular Salary (Manusl) Mo B Nurriber Group Name Gross Amount Mot Amount Py Monith Financial Yeat status. Rogort

1o data matching the fiter

Figure 152: Select details from filter
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Functionality for “Search” button is provided for User’s to easy search of required
details.
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, Click
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.

& Employes Manogement

pitl

@ Solary o

Salary Preparation

Auta Salary Process
Solory Not process
Reguiar Salary (Manuol)

[ Mon-solory Bils

3 MiS Reports

B8ill Status.

3 sanctions

Geoss Amount

102858 & DIECTION Fix Poy

Click Here

Revert Cose Sakary Details

. Mo, 88 Nurnber Groms Amaunt et Amaunt Pay Manih Financial Year Status Report

HOCOta MAtching thi e

Figure 153: Search results

Click Revert button on next visible screen.

orse - 808 | D04 Nome . (4] Offics Of € ing rgation | Trecaury Mo - JARUR (SECTT) - (2108) | Oics 1° 301 Cefice Woms - Criet Ingines:, Werter Sesours s DORarTTant, Saiamhon. Joipwr oice

M' RajiFMS

EETTTEEG e

® My Task st

[ Fayes Managemant

[3 Workfiow Configurotion

# Employes Management

o

3 Sanctions

% MyESS

Chiat Enginenr, Wot. ~ My Rolo APPROVER -

o Sciory Process 3

Group: 5 DIRECTION Fix Poy

Grows Eamings Net Amount

fmployse Name Empioyee Type Employss © Actual o, of Days raason

Lost Montn Gurman: Month 1ost Month Currant Month Last Monn Current Month

ANITA KANWAR Reguicr 1202010013588 13480 0 18702

Click Here ——» "= E

Figure 154: Revert Salary

Add Remarks and click upload the required documents, click Submit button

105



User Manual Employee Management (IFMS 3.0)

Add remarks

Click here —»

Figure 155: Enter Remarks

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

Confirm

Are you sure you want to submit the request?

Figure 156: Confirmation required

e Success message displayed with Bill Request ID
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i e

Y,

l
1
| Successful
1
1
|

Bill request 12599 has been successtully submitted,

Figure 157: Bill Request ID generated

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

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

the tick box in Figure-158

00 Cooe 801 DOO Hama - Exn (M K) Office 01 G Engerigasion, Tradscny Home - JAR (SICTY.) - (2300) | Offie 801 Gffice Norme - Chial Enginees, Water kesssces Sepastment, Rajosthan, Jaipur Office Chist Enginoer, WoL. = My Riote APPROVER «

# Employes Lianogamant . SeNa  BilNumber  RelNo v GrossAmount  NetAmount  PoyMenth  FinonciolYear  Siotus Beport
2 o - 500001400 102874  SOMECTONFRPay  Z70IB000WI0VSF/vorsd | 1838 39561 Dec2023 20232024 neling ®
A 2 SOD0ONIGN 02872 SOMECTONFWPay  Z7018000WI0VSFiVeted | 38481 14709 Dec2073  2023-2024 @
. 3 SOROOIIEE  WO28Y0  SOMECTONFkPay  270189000KVEF/Vated 1 amss 19880 Dec2023 20232024 et Bl Appecrvel Subras ®
Salary Preparation
4 EUDOOIIE7  T02BSE  SDMECTONFPOY  I7DIBOOOINY/SF/vores 1 3300 37025 Dec0zd 20232024 @
Auto Salary Process
s 50000184 TNO28S6  SOWECTONFwPay  Z70000WNYSFivated | 2381 17628 Dec2023 20232024 3 5l Approven Submission ®
Salary Not process
Reguiar Salary (Manual) ipoge 5 = . ¢ > 2l
Revert Case Salary Detalls |
s Roports l.
searcn
Bid Status 1 |
srNo. Fay Manth Financkal Year Status report |
I ! T ——— - wors [ [E— VT VAR WA (1) (PRAVER vASBVORS s |
% MyEss -_— s wm = - S EE O EE D EE EE EE EE BN O O O EE O EE EE EE EE EE EE EE Ee Ee e ms me mw mm omw owl
wma pot poge: B - I o > |

[ Other Application Links

Need Helol/feoortan lssue? s~ Click here

Figure 158: Revert Case Salary details displayed

e  (Click the Employee ID hyperlink to view the details
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Offica Chief Engineer, Wor. + My Role APPROVER -

B0 | D00 Noma- Rk (M ] Geice OF C Ergpimigation  ircomuny Hame  AAPRUR (SEET ) - (2100) | Cefion k- 601 | Gffca nome Chiet Enginess. Water Se1oure s Depormint, Aokastan, Joipr

Holp & Support

Roports & Downloads

Pay & Allowance

EITTEED e

Group: 5 DIRECTION Fix Pay

® My Tosk Ust
= R e e i e = e e T e R e e e, e =y
‘Workfiow Configuration I Grona Famings Doductions. Mot Amount 1
[ Fresre e fmpioysa Type Employse D Actual Mo of Days rocucn
@ Employee Manogoment Last Month Cutrant Month Last Marth Currant Manth Lost Month Current Month |
| muracarowan Feguiar 3450 = wr o s E 1
2
e i i Al . i s i A . N S i )
P
[ Sokary Praparation

Auto Salary Process

Figure 159: Employee Details

8.1.3 Salary Not Process

e Toview details, click“Salary Not Process”

Wi’ Roiirms

—
e T3

G Myvoskust e rema
Diroctrols Treodury Gna ACcounts
Employee Management

2 b

Click Here

Figure 160: Salary Not Process

e  Select details from filter, click Search button
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Bl Rarms

T e Select details from

L] i filter ]
Fr—— | o o i . .

e - S o i |

Salory

Trord porty 22 I
= aTAE 1
D12 Reverso Doputason

Auto Solary Proces:

B0l Sratus

Figure 161: Select details

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

salary has not been processed.

e To print click on “Print” button, if DDO/user wants to get print of it.

Salory Mot Process
Wisroen 1 4]
14 My Task st O ama. " - Avoust - Daneo - m

Figure 162: List displayed

e User can print the details using this option

e 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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T e
— o — —— e e o I
= “ortef
18102021, 1201 Document .
Print 2 sheets of paper
Name  |Employecld[OfficeName]  EmployeeCode  [GroupName]Officeld]Gi DdoCode] Reason I
Dircctrate S:“""
ggﬂfm 1307730 L’:‘“” RIP201919035168 [DTANGO 1090 [96406 (1090 ot I Destination 5 Microsoft Print to POF -
Accounts et I
Directrate E“;;'fl’ Pages All - I
ravt a772se TSN lipa0171001219% [DTANGO [1090  [ossos f1os0 [Nt |
uankar 1772 and 2 %
- rocesse
weounts - i Portrait =
yo
Dircctrate ST:';W I
AN £l
vt S figsseos [T lagipaoo7 19003285 [DTANGO. (1090 96406 1090 [Nt
: S— I Colour Colour -
Accounts Vet
Directrate bl I
i Isatary
'*,‘h?f“ 159224 |l fggipigssionatase [DTANGO [10s0  [oss06 [1090  fon
o Ipre More settings v
Accounts o
Directrate Saz‘r‘:l, I
[TUSHAR Treasury o =
B 005049 |1 RIIP201519020774 [DTANGO 1090 [ 1090 ot
Accounts Yle| I
Directrate ;’;‘[,:‘;‘" I
IPRAGATL Treasury i :
gy pisess |0 RIP201719013144 [DTANGO [1090  [os406 [1090  Nor
Accounts 'u et I
Directrate ;;mﬂy
ITENDRA Treasury & ‘
ATURYED| 26007 UAIZIS0I000497 [DTANGO. [1090 06406 1090t I
Accounts ot
onthly
lSURESH i alary I
[KUMAR 1445476 | MUY IRIAI198001006192 |DTANGO 1090 (96406 1090 ot
[GANGAWAT H [Pr. I
Accounts 3 |
—— Directrate Sn:::)hb I
s Treasury ton 1
KuMar  [12s7sm RIP201819015748 [DTANGO 1090 [9ss06  [1080  [Nor .
IDHANWANT P : Click Here
Accounts et
= [Monthly
0 e s |
RAKASH  [a452148 | MUY JRUP197519002015 [DTANGO (1090 [osd06 1090 Nt
“HIMNANI ’
Accounts Vet I
FANSRA]  [3152601  [Direcirate [RIBW201 TOROI4006DTA NGO 109006406 [1090 anthly
Treasury Falary
|
w m Cancel
| -
— o o o o o e o E Em e e -

Figure 163: Print option

8.1.4 Regular Salary (Manual)

e Click “Regular Salary”

f— ‘ . 2
Employes Management

2 -
sy
At Sy ioess Click Here

- — /

I gl M

3 st

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

i v
B -
- mm Em EE EE D EE EE B EE ED ED BN EE B EE ED EE BN ED R BN B Em Em Em o mm my
13 f ooy I
My Tk List I Pice e 0 -
i - ey M - I p—
Employes Managemant L N NN B I B BN N I N IS IS N IS I BN I O B B I I I I B B B O e e .

Select details from

filter ,
Click Here

Heguiar Salary {Manut

5 oo St

Figure 165: Select details

e System will show the list of employees, whom salary was not processed by system due to
some validation or instructions given by concern DDO. After rectifying the error(s) or
after giving revised instructions user can reprocess the employee(s) salary again by

selection of employee.

e  After selection, click Initiate button to initiate the process

m ' Roguiar Salary initiate (Manual)

i ctce aru o . + Tty ; m
gty MaTIgemant
- mm mm mm Em Em Em Em Em mm Em Em EE Em EN Em Em BN N BN N Em Em Em Em Em Em
= bl I
Sy Wl I' Empioyes id tmpioyen Name Offica troup #omcr I

Click Here
| =

T Loy

Figure 166:Initiate the process

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

Ara you sure you want to submit the request?

Figure 167: Final Confirmation

e 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

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

Office id - 1080 | Office Hame : Directrote Treasury and Accounts | Department (d - 105 | Deptartment Name : Treasuries and Accaunts Department, Jaipur Office * MyRole APPROVER =

M‘ RajlFMS My Requests Pay & Allowance Taxes = Leaves Reports & Downloads Othars Help & Support
e Ve ® - @ -
Month * 2024
& Employee Management v
SH- L ~
5 s ! Check Staus )
I Tasks View All Tasks
o Select Category Staus
| @ solaryeie v e, @ Pending () Approved () Rejected
| (®) sanctions gills
| @ Mon-salary Bills 1 v pieled Type. No. of Tasks

I Sanctions. 20

I
[@ MIS Reporty v
. \.
Bills 0
-

— i S

Employae MIS Reports View All
[E Authorization ClICk here Create Task View All Tasks
. . Category
[3 sanctions ” Service Detail Report Status Wise Report
Selsct task catsgor Q
T, MyEss
© Employee Advance Report LPC Out Report Sub-Category

Figure 169: MIS Reports

8.2.1 Salary Slip Report

e Click “Salary Slip” from the menu (Left side)

¢ Employee List will get displayed

e Please click “Search By” button to search the required details using — All/ Name/

Employee ID or Group radio buttons

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

entering the keywords

e Click hyperlinked “Employee Code” to view employee details
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Offica id 11090 | Of Directrote ¥ Accounts | Ds id 105 | Dept Name © it Accounts Dep Joipur Office ~ My Role APPROVER
ki RajIFMS My Requests Pay & Allowance - Reports & Downloods Others Help & Suppart
< Bils » MISRepoits 3 Salary Slip >
— .
ssarnty Click here Q
i\ My Tosk List @ AN} Name () Employeeld Group Current poge filter
O Ecrippae M v Y S EmployesCode  Em) Name GPFfPRAN  Designation Group Name pog status SO0 Fib seaie Action
No. 4 Status Stotus
E sis a3 o Assistant A s Offi Aug s,
1 RAIPISOZIO0Z0898  AJAY DUTT MATHUR  755576/NA ;Z::’I‘ EEANRLTRY  sweo lg‘f? " Active Permanent  Regular
[ Salary Bills ~
723980 ASSISTANT ACCOUNTS oct2,
2 JPI39B1 78 SURESH SOMANI OTA GO Active Permanent  Regulo
Irn OFFICER GRADE-I 1968 e Teman eguiar
[ Non-salary Bills v
CHANCRODAYA ASSISTANT ACCOUNTS oct15,
RLIPIZ9612004014
e 3 900401 oo ppe L ey DTAGO B Active  Permanent  Regular
Iﬁ M5 I A
.o BRI BHUSHAN 708004 ; DTA GO ;
I Salary Slip I a P} 70 - sl I Accounts Officer SUSPENDED Jul2,1971  Active  Permanent NA
875338 ASSISTANT ACCOUNTS Aug 22,
- P 1901754
Form-16 5 RJPIGOAINOITEAE  SARVEET SINGH i piasisiiie DTAGO 224 Active Permanent  Regular

Figure 170:Salary slip

e Employee details will get displayed

| Employee Details Details displayed

Employee Name Employee ID Employes Designation Office Name
AJAY DUTT MATHUR RJJP189319020898 Adhikshaon Engineer and Technical Directrate Treasury and Accounts
Assistant

Department Name GPF/PRAN Service Category Sub Service Category
Treasuries and Accounts 755576 | Subordinate The Rajasthan Subordinate Accounts
Department, Jaipur Service

Allowance details

Allowance Details Deduction Details

Pay Head
Value

Pay Head

R M Value

Pay Head Name

Basic Pay 2 B43800 Income Tax Z 20000

Dearness GPF
4 4
Allowances a0 Contribution £:24000

B o tiRA TR = U S Skt D FT000 . = ol N et zalnrv.aansal paemee L

Figure 171: Employee Details

e Click “View” button, to get the report in PDF format
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Office i 11090 | Office Name : Directrate 'y ond Accounts | Dep Id: 108

i p
i RojiFMs

Bills » MSReports > Salary Slip >

Jaipur

= MyRole APPROVER ~

eten Clck here
Searcniy i \ Q
@ My Task List (® Al () Name () Employeeld (| Group Current poge filter
ployee - Sr. Service Sub Service
& Em Management Employee Code Employes Nome GPF[PRAN Designation ‘Group Nome Do8 Status Action
No. Status Status
Bills 3 K
8 1 RLPIGSAIG0I0BIE  AJAYOUTTMATHUR  755576/Na  Sorstont Accounts Officer DTA GO AUGIS.  ctive.  Permanent Regular
Grade-1 1967
[ salary Bils v
723980 ASSISTANT ACCOUNTS Oct 2.
2 RLIPIGOGIGN00GTE  SURESH SOMANI DTA GO Active  Permanent  Ragula
nn OFFICER GRADE-| 1968 e B
[ Nen-Salary Bills v
CHANDRODAYA ASSISTANT ACCOUNTS Oct 15, .
RAIPI99619004014
e 3 401, SHRIMAL 723999[NA OFFICER GRADE-1 DTA GO \a70 Active  Permanent Regular
IE MiIS Reports I -
BRIJ BHUSHAN 708004 DTA GO
4 169317 f .1 P
I salary slip | SHARMA na Accounts Officer SUSPERBED Jul 21871 Active Permanent NA
ars33g ASSISTANT ACCOUNTS Aug 22,
- IP198419017548
Form-16 5 Bkl SARVIEET SINGH o s Cane DTA GO e Active  Permanent  Regular

TIgUre 172

VIiEWw Neport

e Select Year and Month from the drop down list

Fm———mm e m e e e — - - ——

Salary Slip Report

Select Year and Month

b ] Month

|
I
| | vear
|

e Please click “Submit” button

Figue 173: Select Period

Submit

X

115



User Manual Employee Management (IFMS 3.0)

Click here
Salary Slip Report b 4

)

Figure 174: Submit to View Report

e Report will get displayed in PDF format

¢ Print and Download options are provided

— MRUmnx4bx8ANCmVuZHNOemVhbQOK...

_

V) .
Download

L

Figure 175: PDF Display
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8.2.2 GA-55 Report

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

e Employee List will get displayed

e Please click “Search By” button to search the required details using — All/ Name/

Employee ID or Group radio buttons

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

entering the keywords

e Click hyperlinked “Employee Code” to view employee details

Office id : 1090 | Offic

me  Directrote Troasury and Accounts | Dapartment Id <105 | Deptartment Name - Treasuries and Accounts Department, Jalpur Office ~ MyRole APPROVER -

(f RailFms My Requests

WY ITIONMGTon

Pay & Allowance

Help & Support

Saarcn by

W My Task List ® A1 () Name (| Employeeld [ | Groy

pel

. Click here

Current page filter

1 Employee Monagsment v Sr. Service Sub Sefvice
Employee Code E Name GPE[PRAN  Designation Group Name po8 Status Action
No. i g 5! Status Status:
£ ais % hssistant A ts Offi Aug 18,
\ rupoonffo0808  AJAYDUTTMATHUR  755576/NA oot ACCOUNISOMERr ooy 60 ua Active Permanent  Reguior View
Grade-| 1967
[@ Salary Bill
- L - 2 78 SURESH SOMANI 723550 ATSISLANE ACCOLITS DTA GO oz Active Permanent  Regular View
) i na OFFICER GRADE-1 7 1968 “ g
G Non-Salary Bills v
CHANDRODAYA ASSISTANT ACCOUNTS oct 15,
RLIPI9GH 7 A T f Active P 1 Vi
3 RJJ [; SHRIMAL 23998/N OFFICER GRADE-1 DTA GO 16570 ctive ermanent Regular oW
. MIS Reports ~
ST BRLI BHUSHAN 708004 : OTA GO . s
4 RJJPISS317022239 Accounts Officer Jul21871  Active  Permanent NA View
Salary Slip SHARMA Ina SUSPENDED
- 875339 ASSISTANT ACCOUNTS Aug 22, . .
i RLIPIGOAIIDITEAE  SARVJEET SINGH TA A P Regul Vi
Form-16 5 1PIG0a SARVJEET SINGH HA pisezindsianns DTA GO e ctive  Permanent egular iow
rea~56 1
-— = = = 5 » > >l
Salary Comparison report

Figure 176: GA-55 Reports

¢ Employee details will get displayed
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Details displayed

Employee Details

Empioyee Name
AJAY DUTT MATHUR

Department Nome
Treasuries and Accounts
Departrment, Jaipur

Allowance details

Allowance Details

Sr. Pay Head
No. Name

User Manual Employee Management (IFMS 3.0)

Employee ID
RAJFI99218020898

GPF/PRAN
755576 |

Deduction Details

Sr. Pay Head
No. Name

Employee Designation
Adhikshaon Engineer and Technical
Assistant

Service Category
Subordinate

Gross Allowance

Net Deduction

Figure 177: Details displayed

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

Office Name
Directrate Treasury and Accounts

Sub Service Category
The Rajasthan Subordinate Accounts
Service

Office 1621090 | Office Nama : Directrate Treosury and Accounts

u"' RajIFMS My Requests

MY ITTOTTTIaTon

Saarch by

saipu

Departmant i 105 | Deptortmant Nome

Pay & Allowance

Accounts D

orts & Downloods

Office -

Others

Help & Support

My Role APPROVER ~

i My Task List (® AN Nome () Employeeld () Group
th Empioyse Managemer % :(; Employee Code  Employes Name GPF/PRAN  Designation Group Name pos
5 sills ~
B 1 RUIPIGDIIG0Z0898  AJAYDUTT MATHUR  755576fna  ooSlOntAccountsOfficer o o0 AUBI0,  actve Pernanit  Reguler
Grade-1 1967
@ salary Bills v
. 723980 ASSISTANT ACCOUNTS oct2, .
z PIg8G SURESH SOMANI fioo e oTAGO 5 Active Permanent  Regular
[ Non-Salary Bills v
CHANDRODAYA ASSISTANT ACCOUNTS oct s, )
RLIPI99616004014
3 RLIPIGOBY 4014 SHRIMALI 723999/NA OFFICER GRADE-| DTA GO 1970 Active  Permanent Regutar
[ MIS Reports ~
BRIJ BHUSHAN 708004 DTA GO
a q
Salary Siip 4@ RLIPIS9317022239) SHARMA m Accounts Officer SUSPENDED Jul 21971 Active  Permanent NA
Form-16 5 198419017548 SARVAEET SINGH ?:;339 gi?z;’;’gﬁ:z‘;f"”ms OTA GO ;;“;u Active Permanent  Reguiar
GA-55 1
— o — — Items per page: 5 > Sol 313 1< >
Salary Comparison report
Figure 178: View Report
e Select Year and click Submit button

118



User Manual Employee Management (IFMS 3.0)

Click here

GA-55 Report

Select Year

Figure 179: Select Year

e Report will get displayed in PDF format

¢ Print and Download options are provided

Figure 180: GA-55 Report displayed

119



User Manual Employee Management (IFMS 3.0)

8.3 Bill Status

8.3.1 Login into the System

1.Action URL link
2.Actor

3.Navigation Steps

- 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)

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

8.3.2 Bill Status

e User shall select the details from Search filters

e Details displayed accordingly, click Reference no.

n Search Bl
3 Wy ok lst s £ @ Datewioe  kohren
Emplayes Monagement ]
= Click Here
Salary il
L S - Bowtanca ho . P
s 1
l. I
| R |

e Hame B0O Code e uiget Heod roes Amaunt et Armcunt ok Vidw Beports

Figure 181: Select reference no.

e Bill Status details displayed

120




User Manual Employee Management (IFMS 3.0)

Figure 182: Bill Status

9. Sanctions

e C(Click “Employee Management >> Sanction >> Salary Sanctions”, from the menu
(Left side)

9.1 Salary Sanctions

9.1.1 Allowance Sanction (Individual)

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

e Click on “Allowance Sanction (Individual)”
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@ Employee Management ~

g
2
g

Pay & Allowance

Check Staus

Select Categary Staus

® sanctions

Employese MIS Reports

Click Here

Temen ~

Month -

Service Detall Report

Stotus Wise Report

Fe o Sr——r—
My Role

APPROVIR ~

Roports & Downloads

Tasks View All Tosks

® Funging

Type

Approved Rojectod

No. of Tasks

Sanctions 0

Bills w

View All

Create Tosk View All Tosks

Cotagory

Figure 183: Select Menu

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

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

g DEPARTMENT OF FINANCE

o b g i

My Information u

My Task List
@ Employes Manogement v

L sils v
e

@ Ssanctions "
: Salary Senctiona A
| (B A
I
L

Allowance Sanction
(Indiviciual)

g

" KMBwdllo sEREdT
“ (Butk)

-, Deduction Sonction
5 (individual)

Officed - 1000 | Office Name : Directrate Trotsury and Accounts

picyee Monagement > Sokary

Deparment id

108

Allowance Sanction
Employoe List
Search by
@® an Nome Employee id Group
Sr.
N Employeeid Employes Name
= - DINESH KUMAR
MITTAL
GIRISH KUMAR
2 FISBAIB00B67S
RASFTaB 190D SHARMA
3 RIPIGDSIBONOE TULSIRAM CHALHAN
4 RUFIGHTIEO0NIIE  RAM SINGH GURIAR
B RIP20ITDOI0BES  VIKASH KALA

Deptartmant Nama : Treasuries and Azcounts Depanment. Joiput

GPF[PRAN

NA/NOON0002320

541438 [NA

786074 [Na

788598 /NA

RAP20171S010680 MOI3N620280

Keyword filter Q
Designation Group Name 004 bor Active  Action
NOMINATED 711 PAY oy U 30
-y COMMISSION Mar 8,207 gis e m
JUKBOR ASSISTANT DTARID Jon 3206 Yes m
Fob 28, Fob 268
ASSISTANT ADMINSTRATIVE OFF TA NG vo
. Oct 12
ASSISTANT ANGO s
SEMIOR ASSISTAN DTA MG s ve m
ASSISTANT ACCOUNTS DFFICER Jun 30
TA NGO i 4, 2017 vos
e BTANEO gz Mo - I
£ > 2

!? L S — (m)

My fole  APPROVER =

Click Here

Figure 184: Select Employee

e Employee details will get displayed
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Office Id- 1080 | Office Name : Directrate Treasury ond Accounts | Department id: 105 | Deptartment Name : Treasuries and Accounts Department, Jaipur |

{4 Rajtrms

Emploves Monogement 3
My Intarmation

E My Task List
b Employee Management

& Bills

Salary Sanctions

& Allowance Sanction
“ (individual)

Allewance Sanction
(Indlividual)
- o wm -
Allowance sanction
(Bulk)

Deduction Sanction
(individual)

Deduction Sanction
(Bulk)

&

&G

G

&

7 MyEss

Reports & Downloads

Salary Sanctions 3 Allowance Sonctions (Individugal) »

i R i R
I Employee Allowance Details Emplo\lee Details I
I Employee Basic details l

Employee D Employee Nome GPF[PRAN I
| RJIPIZEEIIONI0S TULSIRAM CHAUHAN |
i Designation Group Date of Joining I
I ASSISTANT ADMINISTRATIVE OFFICER DTANGO Febi 28,1996 I
| Date of Retremant Pay Commission Pay Level

Feb 26, 2033 Seventh m !
; |
l Employee Status

Active |
| I
I Employee Allowance Details I
| plcy
I sia Allowance Narme Allowance valus |
|
) 1 Easic Pay 2 53900 1
I 2 Deorness Allowances 724794 :
| 3 HRA 2 9702 I
L oo oo oo oo oo oo o e e e omm mm omm e e mm mm mm mm mm mm e mm mm omm mm mm mm mm mm mm o oEm =

Figure 185: Employee details

Click “Add Allowance” button to add the details

Dearness Allowances
HRA
cca

Gross Eorning

Add Allowance

Add Documents

Document Types

Add Remarks”

Click Here

Chosss Fie

Drag & drop or browss

Figure 186: Add allowance

Please enter the New Allowance details to add and click “Add” button
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e  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 basis

Add New Allowance
Enter Details

(®) Recurring (Monthly) | Non-Recurring { Gnetime)

With eMectve Month Salory *

OCTOBER

Click Here

22/nj2023

Figure 187: Add New Allowance

e Added details will get displayed

Office id - 1080 | Difice Norme : Directrote Treapury and Accounts | Departrment i 105 | Deptortmant Nome : Treasuties and Accounts Departrment, Jaipar |

W RojiFms
L

% myes
3 HRA 7902
Neood Help/Report an issug?
Clck hare 1o shorm your fesctiock * cch 21600
Gross Farning £ 88396
Add Allowance 2
T . i s et s e BT T el 5 o S SR e 8
I Sr.No. ‘Alowance Name Allowonce Amount ‘Ordar Nurmiper ‘Grcler Date With Salary Witn wffective From date Action I
I 1 Fied DA{07) 8000 FOMRIT2 How 22 2023 Recusting [sonthty) Soptemiber Sep 12023 s 8

Add Documents. =
. i
Docurment Types < Tesseg o tins T ———————
Drog & drop or browse
A i Marma Cescription Action
1 sampio pl Testing -]

Figure 188: Details displayed
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e Click “Drag & Drop or browse” button, please upload the required documents and enter

the Remarks

Add Allowance

Sr. No. Allowance Namea Allowance Amount ‘Ordar Number Order Date With effective Mode With effective Month Salary ‘With effective From date Action
1 Fixed DA(ST) 5000 FG765372 Nov 22, 2023 Recurring (Monthiy) September Sep1 2023

Upload Document
Add Documents
ot Choase File
Document Types - Testing et e
Drag & drop or biowse

Sr. No. File Narma Description Action

1 samplepal Testing
Add Remarks”

Testing Enter Remarks

Click Here

Figure 189: Upload documents

e Please select the pdf document to upload and Click “Submit” button
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ury and Accounts ?‘"‘ﬁ'“ﬁ""—“‘“‘—“’“ﬁ“'ﬂ-‘"ﬁ—‘ﬂ“‘“‘—hﬂ"’“—'“—ﬂ - . . . . . . . _xl MyRole  APPROVER -
-I@

< v 4 &> Downloads » v G Search Downloads » I
| Select Pdf _ ] .
Organize v New folder =s- o0 e
a £ Home O Name Date modified Tipe Size |I n Secrotoriat Ministarial Service Fed active
= s B e onbme  Yesterday 1 o Vv
i I [Z] & kuber adjustment challan for rejecte...  11/21/2023 &:46 M. Foxit PDF Reader .. 588 K8 l
temsperpage & = Sot 88 < >
| @oewsr o 8] ReverseVoucherPendency pdf 11/21/2023 6:46 PM Foxit PDF Reader .. 4K .
5 Treasury in Active K- e 1121/ 2 ompressed (zipp.. 1
& # 5 Treasury digital login Active X-2023092...  11/21/2023 &:34 M c d 1418k8 |
Add I a e B ddo (dyrar 1/21/2023 £33 PM WinRAR archive 1401 KB I {2
Documents
I ~ Earlier this month
- A Pictures # 1
1 1) Vehicle-Payment-Listxise 11/10/2023 628 PM Microsoft Office E.. 18Ke
Q@ Music * I
. (Y — S—— —— . S .
s €28 Sanciion-Ermpioyee-Lit (4)risx 14/10/2023 552 £ Microsolt Sifice Eu 346 Wi sffeciive From Gate Acton
I gose + |
: 1 1] Sanction-Employee-List (3)xlsx 11/10/2023 551 PM Microsoft Office .. 30KB — .
7 Employee- NC
Show Tontatt 1) Sanction-Employee-List (2)xlsx 11/10/2023 551 PM Microsoft Office E... 28K8 I
I 0 New folder i) I
File name: || v
Adan:! I | -
b, Choose File
Document Types sting ; s
: e Drog & drop of rowse i
Remarks
A

Figure 190: Select document to upload

e Click “Yes” to confirmation message

Confirm

Are you sure you want to submit the request?

Click Here

Figure 191: Confirmation to proceed
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e Successful message gets displayed

Figure 192: Successful message

Successful message screen not available

9.1.2 Allowance Sanction (Bulk)

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

e Click on “Allowance Sanction (Bulk)”
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|||' RajIFMS My Requests
, .
B
Allowance sanction (Butk)
£ My Task List
& Empioyee Management slect Group - Designation a Cotego
Bills
_______ i
2 sanctions ~ 4
! 1 Click Here
I Salary Sanctions I
| (indhidual) | EmployeeMame  GPF[PRAN Group Designation %! it ke Service Sub Category By Loh g
Joining Ratiremant Category Commission  Status
I Allowance sonction
) : MASHRASAD ey NOMRATEO] Vombsr  Marna  sep s Re-cmpioyed -
= e — 1 , ————
3 o) - * 5 NMATOTORN et yenzn amizee  me-smpoea
., Deduction Sanction . h
(ur) RUPSORO0TITA  VINOD PANDYA exvc Mombs WLk  AmaSa02  Re-gmpoye [TIORSEnSecmiat
% myiss s 0 T —" NAficoniogoasz  YOMIATED TN PAY Member  Mar8207  Aun302015  Re-Employed Fixad
Figure 193: Allowance Sanction Bulk
. . —
e  User shall Select the multiple employees by using filter button(s) and click “Add
”»
Allowance” button
=
=
Sanctions
Select Employees
sanie Sub Cotegary ok T o
o ,
T myess > b/}
izl Click here
e
Add Documents

Figure 194: Select employees

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

e  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

basis
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I Add New Allowance Enter Details

I @ Recurring (Monthly) Non-Recurring ( Onetime)

With effective Month Sailary * With effective from date

] ocroeer 1/10/202

Agwance Mome * Alowange Category

I Special Poy(101)

I Orclor Humber * Crler Date *

FDHG231 22/nf2023

Click here —>“

Figure 195: Enter details

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

—— = p————— S e ——— T v Err— — — w
Asowanice sanction
{Butk) H: ] ] NOMINATED Momber Mar & 2017 Sop 20, 2008 o~ bmpioyed Fiod
Deduction Sanction . | ] DHCERCHANGHA SAANT1AS  NAJIOZAZIZOOON  NOMATIDTW PAYCOMMISSION  frosidont  Mard 207 Jun30 2009 #to-mployod Fiod Active
a (incwiouai)
Deduction Sanction - I o na parc Mamber S 200 Jn 386 200 W [mpioyod Tha Sojasthan Secretanat Ministenol Service  Fised.
(individual)
5 [ DHESH KUMAR AITTAL NATOOH0002320 NOMINATED Tth PAY COMMISSION Momber Mar & 2007 Jun 30 205 o Empicyed Fuod Acthe
3 Deduction sonction
(Bux)
L >
7 Myess
Hoed Holp/Report an tasun? ‘Add Allowance a
Gt e e o et

I e Mo, Adowanes Nome Ordar Nurmiber ‘Oecet Date With affactive From dots Acvon I

I 1 spocial Pay{IoN) FoHGN Now 22,2023 Rocuiing (Uonthly) octbor et 2023 [ 3 I

gathio Aoy

e e o e s i e S S SR S SR e S R R S s e

Add Documents

Dotumant fypot +  dascrpton® f

5rog b chop or brouse

AaoRemars”

Figure 196: Details displayed
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Click “Drag & Drop or browse” button, please upload the required documents and enter

[ ]
- — T — — —
- >

Add Allowance

s s e PE—— orcerDete with afctive s i et ontn ciry r— acton

1 spocicl Pay(101) FOHG231 Nowv 22, 2023 Recurring (Monthly) October Oct 12023 "]

Upload Document
Add Documents
—
Orog & drop or brows

st No. Fila Nama Deseription Action

. somplopat taaig
—

Click Here *

Figure 197: Upload document

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

r I

B :

ey et Accounts | a4 | R B e i mm mm mm mm e mm e e =
i u‘E'-onen x|,

O Desktop  #
4 Downlosds #
2 Documents +

A picures #

O Music *
[ videos *
T Employes- NC

= New flder i4)

File name ||

T % > Downloads »
Select Pdf
Organize v Mew folder
£y Home O Hame Date maditied
@ OneDrive ~ Yesterday

[Z) e kuber adjustment challan for rejecte...
| ReverseVoucherPendency pdf
{5 Treasury digital login Active X-2023092...
{28 ado (4).0r
~ Earlier this month
) Vehicle-Payment-Listxlsx
i) Sanction-Employee-List (4)xlsx
] Sanction-Employee-List (3)xlsx

i3] Sanction-Employee-List (2).xlsx

Type

Foxit PDF Reader ..

Foxit PDF Readar
Compressed (zipp.

WinRAR archive

Microseft Office ..

Micre

Microsoft Office E.

Microsoft Office £

tOffice E..

o

Search Downloads

533K8
ake
1418 K8

1,401 KB

| anFiles )

MyRolo APPROVER -

» |l
v|:|°|

l Focodt

With effective From date

Gerl, 2023 =

Cancel

—
Coose File

Drog & drop or browse

Remoarks

Figure 198: Select Document to upload
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e Click “Yes” to confirmation message

e

7

X

Confirm

Ara you sure you want to submit the request?

Click Here
= - ol

Figure 199: Confirmation message

e Successful message gets displayed

Y

Successful

Your Application No.11122 has successfully submitted.

Figure 200: Successful message
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9.1.3 Deduction Sanction (Individual)

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

e Click on “Deduction Sanction (Individual)” user shall use ‘search by’ options
or advance search options to get the list of employeesand click Initiate button

for whom deduction is to be added.

il Rejirms My Requests Pay & Allowance Taes - tsaves Reports & Downloads Othars Help & Support
-
m Emakvae Managemant > Sotory Sanctions 3 Decuction Sanctians (inchichual) >
— Click Here
My information n
Search by
Keyward fitte Q
= My Tasklist ®) Al Nome  Employseid | Group
& Emplcyee Management Stho  Employseld Employss Name GPF/PRAN Designation Group Nome Doy Do Active \ Action
s ONESHKUMARMITTAL  NAfIOOI0002320 Mermber NOMNATED ThPAYCOMMISSON  Mar8207  Wn302018  Yes m
sanctions RIJFIGEAIGOOBETS  GIRISH KUMAR SHARMA 541438 /NA JUNIOR ASSISTANT DTARTO Jon3,208  Yes m
Solary Sanctions RLPOGEIBONGS TULSIRAM CHAUHAN 758078 /NA ASSISTANT ADMINISTRATIVE GFFICER DTANGO DZE1S D28 Yes m
‘ Aliowance Sanction
“ (individual) 4 RLPIGITIBO0E39E  RAM SINGH GURJAR 758598/NA SENIOR ASSISTANT DIA NGO Fab 13,189 0ct122035  Yes m
Allowance sanction
Ol ™ = == 1 5 cuomooesn vk RJPIOMAVIOSIOMITIONIB0  ASSISTANT ACCOUNTS OFTICER GRADEN  DTANGO wazn o v [
I , Deduction Sanction I
(individuat) - > 2
| e aT e ST
{individual)
— . Click Here

Figure 201: Deduction allowance Individual- select employee

e Employee details will get displayed
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Reports & Downloods

Help & Support

I oo | < IM::"::""M I Employee
e I I details
P —— | S i | displayed
— I . — 1
1 S - |
I i : |
) |
|
o I
. S S 1
Need HelpReportan issue” @By I o I
T R
I Mot Deductions 2658 1
i s s S T Ty s Vi s |
Figure 202: Employee details displayed
e Click “Add Deduction” button to add the details
E.ﬁdJr.wms‘uwr:m ==
(FAdual sho Doducton Nams Deduction Ve
Deduction Sanction
" (Bul)
7. wyess
e g
Not Dechuctions 2850
v e Click Here
Add Documants
Choome Fie
'  Drag&droporbiouss
.

Figure 203: Add deduction button

e Please enter the New Deduction details to add and click “Add” button
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e  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

basis

|
I Add New Deduction

Enter details

|
I (® Recurring (Monthly) | Non-Recurring ( Onetime)

With effective Month Salary * v With effactive From date

Deduction Name * ~  Deduction Category

Figure 204: Add deduction details

e Added details will get displayed

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

the Remarks
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‘Nat Deductions.

Add Deduction

F—————-

Sr. No. Deduction Nome

Professional Tax(204)

Add Documents

Document Ty

St No.

Add Remarks

F 21658

R el e e el e e e e |

Deduction Amount With effective Made With effective Month Saary with eftective from date Action 1
5000 Recurring (Monthiy) saptembar Sep12023 @ 1

- O O S S R S S S M EEE EEE WEE M OSSN NSNS SN GEE S M S S M S e SEm mme e s e e s s

Choose Fie
description *

Drag & drop or browss

File Name Action

Tasting sample pat

Upload documents

Click Here

Figure 205: Upload document

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

MyRolo APPROVER -

Downloads » v G | SearchDownloads o |
B s Select Pdf I o
o Organize v New folder =~ 0O @
4 ¥ i O Name Date modified Type Size ’:h’:slmry_-mc:mr;'.h'u\rswrlu\ senvice Finod
s b @ ondine  Yesterday 1 ocd
1 [Z) e kuber adjustment challan for rejecte... Foxit PDF Reader .. 588 K8 I
>
3] . i | Foxit PDF Reader 4K8
| o # ! ReverseVoucherPendency.pdf DF Rea ] |
oy - Compressed (zi) 1418K8
1 4 Giwissis # 55 Treasury digita! login Active X-2023092 ompressed (sipp. I
Add Ders] ddo (4).ror WinRAR archive 1,401 KB
| . Documents # B ade
| « Earlier this month I
- W picures #
] Vehicle-Payment-Listxlse Microsedt Office .. 18K |
O Music *
sr.No. ‘ E) sanction-Employee-List (4).xlsx 33KB With effective From date Action
| O videos  # 1
1] Sanction-Employee-List (3xlsx Microsoft Office E. 0 KB T =
I “ Employee- NC 2 I i e
i) Sanction-Employee-List (2).xlsx Microsoft Office E. 28K8
I = New folder i2) I
I File name: || | e -
Add Docy
e
e — — —_—
haaut ol = Choose File
Document Types ~  Testng ¢
Drag & drop or prowse
*ieose o requirea description
Remarks

Figure 206: Select Document to upload

Click “Yes” to confirmation message
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Confirm

Are you sure you want to submit the request?

Click Here

Figure 207: Confirmation message

e 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: -

e Click on “Deduction Sanction (Bulk)”

1’ rairms

et
i . Vends  MyActvites
_. wun ats v ErEaNTTrE Mot — L
My Toskist n
Mond - m 4 - B = s o

@& Employes Manogement

= Check Stous Tosks View AR {oxks
D soncsone ssioct Category staus @ ronang | approved || Msjoctod
% so g
Type
entor 0
sanctions 0

w_glick_ Here

Employ = Create Tosk vt AN 1
Cotogory
Sarvice Detoil Keport St wise Beport Q
Sub-Category
imployes Advance Repart 1PC OutReport a

Figure 209: Deduction Sanction Bulk

¢ Employee details will get displayed

M' RojiFMs - Rports & Downloods

Deduction sonction
0

Deduction Sanction (Bulk)

B My TaskUst
@ Employee Monogement
o sils

3 Sanctions

Select Groups
ST :
B o Employee details displayed
& (lln-;::-m LM implope D mpioyes Name oroup oesignation Sarvce Camegory Service S Categoty Faay Commeasan Empioyes Status
© (Bun]

th Fay Commission NGO s v $10 Be-bmployod A Hod

7 aQ8Ruction Snction
Pl e =
I f Dwduction Sonction I Marmbar he-tmplayed timad
" (oulk)
Deduction 50nction I
I (Butk)

o-imployed a =]

PaRCH e fe-Lmployed e Bnjasthon Secrutaril Ministeriol Seven Pt

- o o o=
AT CULAR MITTAL HOMINATLD 7t FAY COMMSSION Mormbar Ro-impiyod [
% wyess

Neod Help/teport on lssus?
it rwm  are vt

Figure 210: Employee details
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e User shall Select the multiple employees for deduction sanction and click “Add

Deduction” button

Wi’ erms
W mopems

My Vouk List
2 -
i ) | mpl
Select Employees
setct ovoups
scry Sonctonn -
paypr—
“ (mavioual)
o flomreesrcton [— P——— oo e e I e e ot oo
. Deduction ] SAGAN TINON JAKHAD 7o Py Commission NGO Closs i staft Wo-tmployoa A g
o i ) .
I 5 Deductonsoncten l = : o AAANESH PRASAD DOt OMBIATLD 7th PAY COMMTSION Momber Bo-Employed A [
(oum)
I v Soalin [ 0 OHEH CHANDRA SAMANT 1S NSMBATIS Tth 24Y ECMMESION eremere S — " Fad
(o |
© mevewornn,  wesmeon i e The ofotin croeniet M S i
e
[ o DINESH KUMAR MITTAL NOMBNATED TUh PAY COMMISSION Momber Ro-Employed na o
T myess
>
Mo Help/Report an ksus?

o nseiriomil |

Figure 211:Select multiple employees

o Please enter the Deduction details and click “Add” button
e  User shall select 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

I :
; Add New Deduction Bt Bistalls

! (®) Recurring (Monthly) Non-Recurring ( Onetime)

With effective Month Salary * ~  With effective From date

1 Deduction Name * -  Deduction Category

Figure 212: Add deduction details

e Deduction details will get displayed
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e Click “Drag & Drop or browse” button to upload the required documents

|
B s DHEER CHANDRA SAMANT 1AS NOMINATED 7 Py € wrosidont fo-Employad A Fixod
a RIPISAOIEN07374 VINGO PANDYA PaRCH Momber Ro-Employad n Secrotariat Ministarial Sarvica Fhod
s 0 DINESH KUMAR MITTAL NOMINATED 7ih PAY COMMISSION Momber Ro-Employed A Fixod
>

Add Deduction

— e e e e e e e e e e e e e e e e e e e e mm e e e e e e e e e e e e = = = = =

T I T T .

SrNo. Deduction Name With etfective Mode With etfoctive Month Salary With effective From date Action I

Add Documents
Choose File.
2 I Drag & drop gg browse
Remarks
Upload document
Figure 213: Upload documents
3 13 ”»
e Please select the Pdf document and click “Open” button
--"V“”d"“"‘-”'s""."o'_'ﬁ' . e e m mm mm = MyRolo APPROVER -
e
-
1 » 4 & > Downloads » . G Search Downloads Pl |
. |l Select Pdf I
Organize v New folder =- 0 9
4 £y Home O Name Date modified Type Size Flfxilmr secratoriat Minist foed
5 I, @ OneDrive v Yesterday I Fixod
I |2 & kuber adjustment challan for rejecte... Foxit PDF Reader 588 K8 I
>
I O Desktop 2 | ReverseVoucherPendency.pdf Foxit PDF Reader 4KB I
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Figure 214: Select document to upload

e  Click “Submit” button to proceed
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Figure 215: Click Submit for submission of details

e Click “Yes” to confirmation message

7

Confirm

Are you sure you want to submit the request?

“4— Click here

Figure 216: Confirmation message

e Successful message gets displayed
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Successful

Your Application No.ll122 has successfully submitted.

Figure 217: Successful Message
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