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1 Introduction

An HRMS (Human Resource Management System) is a type of HR software that enables the
management of several HR functions through the use of information technology. An HRMS aims
to improve the productivity and efficiency of the business through the automation of manual and
repetitive tasks. This, in turn, also frees up the time which can then be used to address more
strategic, business-critical tasks. This document is intent to contain the working and usability
descriptions related to the Payroll processes identified and documented in System Requirement
Specification document in the form of a user manual.

1.1 Objective

The following objectives shall be fulfilled with the user manual

e Serve as a standard document for FCl employees to gain experience in adopting
the HRMS

e Provide comprehensive details about working on different Payroll processes and
managing exceptions and alerts as per different processes.

e Reveal the user experience for working with the HRMS and act as a reference for
users to reinforce working tactics with the HRMS as per requirement

2 Overview

Payroll represents business to handle all the FCI employee’s financial transaction records

pertaining to Payroll in a hassle-free, automated fashion. This includes employee’s salaries,
bonuses, deductions, net pay, and generation of pay-slips for a specific period. Payroll
management will serve as the portal to carry out various calculations regarding the payroll for FCI
employees. It will facilitate the Bills establishment and the other concerned authorities dealing
with Salary components of any employee in FCI.

3 Getting Started

3.1 Set Up Consideration

0OS Compatibility: Microsoft Windows 7 and above

Browsers Supported: I[E 9, 10+, Firefox 3.6+, Chrome 12+ on Windows, Firefox 3.6+, Safari
4+ on Mac 10.5.7+

3.2 Know Your Icons

Icons Descriptions
4 It will allow editing a record.
1= It will allow reviewing the submitted record/request.
= It will allow approving the submitted record/request.
w It will allow viewing the details of the record/request in readable form.
v It will allow processing a request like Annual Increment of the employee.
+ It will allow defining the employee compensation i.e. salary break-up of new joined
employee’s.
X It will allow viewing the uploaded document.
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4 It will allow editing a Master (Configuration)/Transactions (Activities) records.

3.3 User Access and Permissions

HRMS user access and permissions is managed by a specialized workflow management system
that is further supplemented with roles and permissions. The User Management Process
(SRS_HRMS_CH_02) has been coined as the centralized access manager where employees are
provided various roles and permissions to access different set of features. Table 3-1 showcases
the permission and user access provisions in general to HRMS Processes

User Profile Employee Self Service Manager Self Service

Permissions View Add* View Add/Edit Approval
HRMS Admin Yes Yes Yes Yes No
Employee (ESS) Yes Yes No No No
Manager (MSS) No No Yes Yes Yes**
Competent Authority No No Yes No Yes

Table 3-1: User Profile and Permissions

*(Add permission also provides an additional permission of Edit to update records by resubmission)
** (A manager who is a part of the reviewing or approving authority shall be able to perform approvals)

Table 3-2 defines the provision of different roles assigned as per the permissible architecture of
HRMS application. A user role basically describes the user access of what the user can navigate
around in the HRMS application. The user permissions as described in Table 3-1 combines with
user roles to allow the user to “navigate” and “perform” the nature of processes as per the
delegated power.

User Profile Employee Self Service Manager Self Service
Roles Initiator | Reviewer | Approver | Initiator | Reviewer | Approver
HRMS Admin Yes NA NA Yes No No
Employee (ESS) Yes NA NA No No No
Manager (MSS) No NA NA Yes Yes No
Competent Authority No NA NA No Yes Yes

Table 3-2: User Profile and Roles

*(For some process, the manager can initiate a transaction from the MSS on behalf of the employee but
not based on grounds of request)

3.4 Accessing the system / System Organization and Navigation (Login, ESS and
MSS)

URL: uat.hrmsfci.in

Login screen:

Copyright © 2020 HRMS All Rights Reserved to FCI Page 17 of 206



FCI HRMS
User Manual Version 0.1

N\

Sign in to FCI HRMS

Login ID:

Login ID i
R e
Password :
| Password .
—
Captcha:

6271555

Enter Captcha As Shown Above :

Enter Captcha As Shown Above

_

ed by Konnect (Kellton Tech)

Figure 3.1 Login Screen

e Enter Login credentials, Captcha (Enter number here as shown in Figure 3.1) and Click on

to Log in to the system.

e Post Login, employee will land on the Home Page as shown in Figure 3.2
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@‘T(* 3

FCI HRMS

Welcome BHIM RAM

® B

Dashboard Attendence
Connect+ Training
=
= =
=
Directory Survey

m R

Leave Reimbursement

P

Reports Policies And Circulars

la

Performance

@Powered by Konnect (Kellton Tech)

Figure 3.2 Home Page
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7

Employee Self Service (ESS) - Employee Dashboard

E AMITABH KUMAR
A Emp Id : 152770
Division : Personnel

Home

[ My Dashboard

Directory
Core HR
Compensation and Benefits
Payroll
Leave Management
Employee Relations

E) Connect +

& Policies and Circulars

k2 Retirement Benefit
Caleulator

& Survey and Polls

= w0 E ¥ Al [a] [a+] [E]
= % FCI HRMS
X E-Notice = My Pending Requests
* Culturals Program to be held tomorrow from 11 am in the Auditorium Request Id Request Name
* Cricket Tournament to be held on 29th February 2020.
) o TEL19 Telephone Sanction Request
* New Survey 'Office Timings' has been created.
« New Survey 'Rules and Regulations' has been created. LTRSS Leave Transfer Request E
. "
My Time My Team My Reimbursements and Claims Policies and Circulars My Leaves £ Happy Birthday!!
n October 2020 n | Upcoming Holiday
Sun Mon Tue Wed Thu Fri Sat
25
27 28 29 20 1 2 3 - S Dussehra

I Absent I Absent I Absent

4 = G 7 =} 9 10

@ Attendance
IAbsent IAbsent IAbsent IAbsent IAbsent IAbsen[ IAbsent

n 12 13 14 = 16 17 Last InfOut Time

I Absent I Absent I Absent Geing

out of a
Station

8 12 20 21 22 23 24
25 26 27 28 29 20 3
2 3 4 5 = 7 -
Legends

@ Leave @ Today @ Absence Weekends (@ Attendance
@ Holiday @ Late Coming

@Powered by Konnect (Kellton Tech)

Figure 3.3 Employee Dashboard
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Manager Self Service (MSS Manager Dashboard)

E AMITABH KUMAR \‘ N o LS T -
V=1 empiditszrro = % ey FCI HRMS QO 00 MelJEE) 4
Division : Personnel S
e — Calender — Biometric
[ < | October 2020 Organization
[ Manager Dashboard
Sun Mon Tue Wed Thu Fri Sat
Talent Management 27 28 5 20 2 3 -
Core HR I Absent I Abszent I Absent
4 5 6 7 8 o 10 Present
Leave and Attendance = Absent
IAbsent I Absent I Absent IAbsent IAbsent IAbsent IAbsent B On Leave
Compensation and Benefit . - . . ~ __
£ & o )
Payroll Absent | Absent | Going
[labsen | {absent Gai
of
Learning and Development Statior
Employee Relation 8 9 20 2 22 23 24
Present Absent On Leave
25 26 27 28 29 30 3
0 ) o
Legends
@ Leave @ Today (@ Absence Weekends (@ Attendance
@ Holiday @ Late Coming
— Reminders For Pending Requests — To-Do-List
Bue Today k Shift Master 1
Shift Master: |
salary Type: 1 Shift Planning 1
Employee Master: 2 Payroll Type 6
LTC Bharat Darshan [Destination Change): 1
Higher Study Incentive Increment Request: 1 Salary Type 6
Travel Allowance: 2 Pay Code 6
Medical Allowance : 1
Newspaper Allowance: | Salary Structure 1
Separation Listing: 1 L
- Permission Master z -

@Powered by Konnect (Kellton Tech)

Figure 3.4 Manager Dashboard

Copyright © 2020 HRMS All Rights Reserved to FCI

Page 21 of 206




FCI HRMS
User Manual Version 0.1

3.5 Exiting the System

;g%éf FC' HRMS (] [a] [a+] [€ !:\' &) AMITABH KUMAR

$ o

Welcome AMITABH KUMAR
AMITABH KUMAR

Assistant General Manager

@ B M w ==

Dashboard Attendence Leave Reimbursement

000
(- & & P
Connect+ Training Reports Policies And Circulars

| m— |
= = N’
| m— s |
Directory Survey Performance
|
e Clickon to log out of the system.

3.6 HRMS Login Configuration

HRMS Login are handled using OAuth 2.0 protocol. The user credentials entered by user is
passed on internet to HRMS System for validation and after successful validation a token is
generated and shared to the application to use it at the time of every new server
interaction to validate the user credentials. The login activity has few timeout settings as
illustrated below.

e Access token Lifespan — These is the setting for capturing the lifespan of Access
token before it gets expired. Before access token gets expired a refresh process is
triggered to get the new access token to keep the session alive until user logout
of the session. Default is set to 1 hour.

e SSO Session Idle - These is the setting for time a user session can be idle before it
gets expired. Default is set to 1 hour.

These are timeout settings done at Key cloak IAM interface.
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4 Using the System

Payroll represents business to handle all the FCI employee’s financial transaction records

pertaining to Payroll in a hassle-free, automated fashion. This includes employee’s salaries,
bonuses, deductions, net pay, and generation of pay-slips for a specific period. Payroll
management will serve as the portal to carry out various calculations regarding the payroll for FCI
employees. It will facilitate the Bills establishment and the other concerned authorities dealing
with Salary components of any employee in FCI.

4.1 Salary Type Master (SRS_HRMS_PR_02)

System will facilitate Manager Bill(s) for defining and updating the salary type. Currently
there are two type of Salary pattern (IDA & CDA) which is active in FCI but this process will
help in future to define new salary type of salary whenever it required. System will also
maintain the real time log history in case of any Salary Type Updates. System will also help to
define the salary type like Monthly, Adhoc, Separation, and Reimbursement

4.1.1 Navigation
Left Navigation: Payroll >>Masters >> Salary Type Master
4.1.2 Landing Page

HRMS administrator shall traverse the navigation as mentioned in Section 4.1.1 to
reach the Salary Type Master Landing Page as shown in Figure 4.1

0o o gg* FCI HRMS 0000 mNEmE £ @

Division : Personnel

— Salary Type Landing

@& Home

[ Manager Dashboard Payroll Type Code Salary Type Status

Select - Select - Select v Get Results
Core HR

Leave and Attendance Add Salary Type
Compensation and Benefit ) 3
Sshow 10 ~ entries Exportto mm | Search: |
1
Payroll

Masters

New FCI .
el o (&
Payroll Type SRE6 FCI CDA CDA Par Active Approved [
SalaryType 3
. Pending
Pay Code SR DA DA Par 1234 R DA Active o @
Salary Structure R .
SR2 CDA CDA Par CDA Active Approved @& (£
Cost Center
4 »
I Tax Slab Mast: .
NCOME [SX SIS MastSr Showing 1to 3 of 3 entries
Income Tax Return | Previous . MNext |

Master

Payroll Advance

Figure 4-1: Salary Type Master

HRMS administrator shall be able to perform the following activities from the landing

page:
Get Results

e C(Clickon to apply the available filters.
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=

Search:
e C(lickon to enter a search query that shall
search the table records.

Click on to export the table records in Excel or CSV as per table columns.

e C(lickon H to sort the table records in ascending order or descending order of
entries.

Previous n 2 Mext
e C(lickon to navigate table records
Click on to add a new Salary Type in the table as mentioned
in Section 4.1.3 — Add Salary Type.

e C(Clickon =4 to edit an existing Salary Type in the table as mentioned in Section
4.1.4 — Edit Salary Type.

4.1.3 Add Salary Type

Add Salary Type

Click on

to open the Add Salary Type as shown in Figure 4-2

. :::"lr::.mss )\%‘%‘ s FCI HRMS — [3 °

Division : Personnel

P — — Salary Type Request

B Manager Dashboard Payroll Type Code * Salary Type * Description * Effective Date *
Core HR Select M Salary Type Description Effective Date
Ref. Document No.* Reference Doc * Remarks * Is Active*

Leave and Attendance

Ref. Document No Upload Document Upload Remarks Active T
Payroll
Cancel

Masters

Compensation and Benefit

» Payroll Type

» Salary Type

Figure 4-2: Add Salary Type

4.1.4 Edit Salary Type

Click on o to open Edit Salary Type as shown in Figure 4-3
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BHIM RAM FT
Emp Id : 141836 = gf
~

Division : Personnel

FCI HRMS

— Edit Salary Type

& Home

[ Manager Dashboard

Request ID Salary Type Description Payroll Type Code *
Core HR 1 DA DA Par
Ref. Document No.* Reference Doc Attachment Is Active ® Effective Date *
Leave and Attendance
1234 Upload Document Upload Active - 01/01/2000
Compensation and Benefit
Remarks *
Payroll
IDA
Masters
» Payroll Type
» Salary Type Update Cancel

» Pay Code

Figure 4-3: Edit Salary Type
4.1.5 Salary Type Reviewer Landing

Submit
Enter the details and click on - as shown in Figure 4-3; the request will be
listed in the Reviewer’s landing screen as shown in Figure 4-4

Enter the details and click on for updating the existing record in the table.

EHLLAY MIURAR STRG M

%

— Salary Type Reviewer Landing

FCI HRMS

barmger Dechieos i Payroll Typs Code Salary Typs BranUE

Cormparmatson and lenela

Salary Typs § | Description § wﬂlw&ﬂ.iﬂﬂ.hmm.i”um:lm:. is Active § | Status  § | Action

Mew FC

5 1 = e
g FCI CDA ke Par 3ar % ol A tiew 50 _\ a1}
s =13 i Par ERL % =13 At =
EIer coa [=="% Far coa Ative o

Sharain) 1o 1of N enlires

Tan Slals Master

cures Tax Relurn
B anlaer

Figure 4-4 Salary Type Reviewer Landing

Click on =* as shown in Figure 4-4, to land on Review Salary Type request as shown in Figure 4-5.
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4.1.6 Salary Type Review

@ N FCI HRMS s £ e

Division : Personnel R

— Review Salary Type

Home

Manager Dashboard

Core HR Request ID Ref. Document No.
SR66 32r
Leave and Attendance
Salary Type Reference Doc
Compensation and Benefit FCICDA Ref Doc
Description Remarks
Payroll
New FCI CDA ok
Mastx .
SSters Payroll Type Code Effective Date
Payroll Type Par 21/09/2020
Salary Type
Is Active
Pay Code .
Active
Salary Structure
Cost Center
Income Tax Slab Master 3 3
View Action History
Income Tax Return
==y Reviewer Remarks *
» P Il Adv;
ayro! ance ok
Transaction
Reports o
Employee Relation =
Document Name Suppertive Document

Enter Document Name Upload Document Upload
e P S

Figure 4-5: Salary Type Review

Reviewer shall be able to perform the following activities from the Review Page.

View Action History

e C(Clickon
Figure 4-9.

to view the action taken on the request as shown in

e C(Clickon m m to upload the supportive document/add the column to
upload document.

Heview
- to review the request, the request will be forwarded to the
approver’s landing page as shown in figure 4-6.

degait
- to revert the request back to the initiator, this request will be
listed in the landing page of Initiator as shown in Figure 4-1.

e (Clickon

e C(Clickon

Canicsl

e Click on to navigate back to the Reviewer landing screen as showon in
Figure 4-4.

4.1.7 Salary Type Approver Landing

Hevigsd
Reviewer clicks on - as shown in Figure 4-5, the request will be listed in
Approver’s Landing Page as shown in Figure 4-6.
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Q DV PRASAD
Emp Id : 299546
-

FCI HRMS

Division : Personnel

— Salary Type Approver Landing

Home

Manager Dashboard Payroll Type Code Salary Type Status

Se v Select v Se v Get Results
Core HR

Leave and Attendance Show 10 ~ entries Exportto: Search:
Compensation and Benefit
¥

Payroll

Pending @ v

SR1 DA DA Par 1234 DA Active
Approval
Masters.
Payroll Type SRE6 FCI CDA 2;\: Fel Par 32r ¥ ok Active Approved | @
Salary Type
SR2 CDA CDA Par CDA Active Approved &

Pay Code
4

Salary Structure
Showing 1to 3 of 3 entries

Cost Center Previous - Next

Income Tax Slab Master

Income Tax Return
Master

Figure 4-6: Salary Type Approver’s landing

o
Click on as shown in Figure 4-6, to land on Approve Salary Type request as shown
in Figure 4-7.

4.1.8 Salary Type Approve
=t v,

Division : Personnel

FClI HRMS

— Approve Salary Type

Home

Manager Dashboard

Core HR Request ID Ref. Document No.
SRe6 32r
Leave and Attendance
Salary Type Reference Doc
Compensation and Benefit FCI CDA Ref Doc
Description Remarks
Payroll
New FCI CDA ok
Mast: N
SSESIS Payroll Type Code Effective Date
BeIVES Par 21/09/2020
Salary Type
Is Active
Pay Code i
Active

Salary Structure
Cost Center

Income Tax Slab Master

Income Tax Return
Master

Approver Remarks *

» Payroll Advance

ok
» Transaction

» Reports @

& Employee Relation £
Document Name Suppeortive Document

Enter Document Name Upload Document

I T e P S
Add Reviewer Selective Revert ||| Cancel |
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Figure 4-7: Salary Type Approve

Approver shall be able to perform the following activities from the Approve Page.

View Action History

e Clickon
Figure 4-9.

e (Clickon m m

upload document.

Appaave
e C(lickon to approve the request, and a success message will be
shown in the Salary Type Approver Landing Screen for approving the record as
shown in Figure 4-8

to view the action taken on the request as shown in

to upload the supportive document/add the column to

e Clickon to reject the request back to the initiator, this request will be
listed in the landing page of Initiator with “Rejected” status.

Cancel

e Clickon to navigate back to the Approver landing screen as show in
Figure 4-6.

@ . Ry FCI HRMS 0000 BEMEE X @
L

Division : Personnel

Success] RPequest has been approved successfully,
@ Homa

B Manager Dashboard

— Salary Type Approver Landing

Cora HR
Payroll Typs Code Salary Type Status

Loave and Attendance : . t v - Gt Results

Compansation and Banelit
Payrall

SMo. § | RequestiD § Slhryiyp-#.munpuaﬂ#'!:‘l-,roﬂﬂp-cnd.i Rel. Documant Mo, §  Referencs Doc & Remarks § | 15 Acthee § | Status 3

[TFTLETY

Payrall Typa
Salary Typas
g My FCI
2 SR FCI COA Par ar - ok Actree
Pay Code cDa
Salary Structure 3 SR oA cOa Par CDA Active

Cost Canter

Incomae Tax Slab Master Showing 1to 3 of 3 entries

Income Tax Return B . ;

Figure 4-8: Salary Type Approved

4.1.9 View Action History

View Action History

Click on as shown in Figure 4-5 and 4-7, to navigate to View
Action History page as shown in Figure 4-9.
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m DV PRASAD
Emp Id : 299546
=

Division : Personnel

FCI HRMS O000 MNEmMEE 4 @

— Action History

@& Home
Version From Date To Date
Manager Dashboard All - DOD/MM/YYYY E DD/MM/YYYY H Get Results
Core HR ID SRE6
Show w entries Search:

Leave and Attendance

Compensation and Benefit

21/09/2020 Assistant Grade llI Request
Initiated BHIM RAM P | Initiat
Payroll 2:05:09 PM nrtats (Personnel) srsonne nitater Initiated
Masters 21/09/2020 Assistant G I
2 /oo 1 Reviewed AMITABH KUMAR ssistantoenera Personnel Reviewer ok @
2:10:28 PM Manager (Personnel)
Payroll Type
Salary Type 21/09/2020 . DEVESH KUMAR General Manager .
3 R AL 1 Reviewed e (Persannel) Personnel Reviewer ok @
Pay Code
Salary Structure 5 21/09/2020 N Revi d BIJAY KUMAR Executive Director 5 | Revi K @
2:24:30 PM eviewe SINGH [Personnel) ersonnel | Reviewer | o
Cost Center
Pending
Income Tax Slab Master 5 1 N/A Managing Director Personnel Approver N/A @
Approval
Incomne Tax Return
Master Showing 1to 5 of 5 entries
Payroll Advance Previous n Hext

» Transaction

- Close

Figure 4-9: Action History

HRMS administrator shall be able to perform the following activities from Action

History page:

=
e C(lickon to view the particular detail of the record as shown in Figure 4-

10.

e C(Clickon to apply the available filters.
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DV PRASAD == )_M s
Emp Id : 299546 \%g‘f

Division : Personnel REE

FCI HRMS

— Action History View

& Home

[ manager Dashboard

Division Designation Authority Employee Name Version Date Of Action

Core HR Personnel Assistant Grade 11l [F Initiator BHIM RAM 1 21/09/2020

Get Results

Leave and Attendance

Compensation and Benefit

Payroll
Masters Request ID Ref. Document No.
Payroll Type SRE6 32r
Salary Type salary Type Reference Doc
Pay Code FCI CDA Ref Doc
Salary Structure Description Remarks
Cost Center New FCI CDA ok
Income Tax Slab Master Payroll Type Code Effective Date
Income Tax Return Par 21/09/2020
Master
Is Active
» Payroll Advance .
Active
Transaction
Reports
Employee Relation
Remarks

Request Initiated

Figure 4-9 (1): Action History View

4.2 Payroll Type Master (SRS_HRMS_PR_01)

System will facilitate Manager Bill(s) for defining and updating the Payroll type. System
will also maintain the updated log records pertaining to Payroll type in real time. This
process is mainly used for new payroll type creation or updating existing records based on
the pre-approved circular received.

4.2.1 Navigation
Left Navigation: Payroll >>Masters >> Payroll Type Master

4.2.2 Landing Page

HRMS administrator shall traverse the navigation as mentioned in Section 4.2.1 to
reach the Payroll Type Master Landing Page as shown in Figure 4.10
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BHIM RAM

e ) FCI HRMS

— Payroll Type- Landing

Home

[ Manager Dashboard Payroll Type Code Status

All - All -
Core HR Get Results
Leave and Attendance
Add Payroll Type

Compensation and Benefit

SRR - | [~ [~ = |
Payroll 1
e ) g g gy gy gy e ey ey gy ey
Ext Exit 2 % new

Payrell Type
. L 3 End date of the

1 SH143 new Active Approved | @[
Salary Type month
Pay Code . . o

2 sa148 STPD Eor Stipend ® sartdawofthe oo % TEERC e Approed | @ (@
S;llaryStmnum month remarks
Cost Center 5 D,

3 47 pan PERMANANT » Startdawofthe |\ % oK Active Pending | g,

month Review

Incomme Tax Slab Master

Income Tax Return Master Showing 110 3 of 3 entrigs

»  Payroll Advance

Transaction

Reports

Employee Relation

Figure 4-30: Payroll Type Master

HRMS administrator shall be able to perform the following activities from the landing

page:
e C(Clickon to apply the available filters.
e C(lickon to export the table records in Excel or CSV as per table
columns.
Search:
e Clickon to enter a search query that shall

search the table records.

e C(lickon H to sort the table records in ascending order or descending order of
entries.

. Previous n 2 Mext .
e Clickon to navigate table records

e Clickon to add a new Payroll Type in the table as mentioned in
Section 4.2.11 — Add Payroll Type.

e Clickon < to editan existing Payroll Type in the table as mentioned in Section
4.2.12 — Edit Payroll Type.

4.2.3 Add Payroll Type

Click on to open the Add Payroll Type as shown in Figure 4-11
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BHIM RAM
Emp Id : 141836

Division : Personnel

@ Home

[ Manager Dashboard

Core HR

Leave and Attendance

Compensation and Benefit

Payroll

Masters
Payroll Type
Salary Type
Pay Code
Salary Structure
Cost Center
Incomna Tax Slab Master

Income Tax Return
Master

» Transaction

4.2.4 Edit Payroll Type

BHIM RAM
Emp Id : 141836
Division : Personnel

@& Home

[ Manager Dashboard
Core HR
Leave and Attendance
Compensation and Benefit

Payrall

Masters
Payroll Type
Salary Type
Pay Code
Salary Structure
Cost Center
Income Tax Slab Master

Income Tax Return
Master

» Transaction

& Employee Relation

f

— Payroll Type Request

Payroll Type Code *

Prob0l

Effective Date *

23/09/2020

Is Active *

Active

FCI HRMS

0000 WAMEE £ @

Payroll Type Name * Cut Off Date *

Probation 20

Ref. Document No.* Reference Doc

213d

rec

Payroll Qut Date *

¥ Start date of the month

Remarks *

Cancel

Figure 4-11: Add Payroll Type

Click on = to open Edit Payroll Type as shown in Figure 4-12

— Edit Payroll Type

FCI HRMS

feo

Request ID

SR147

Payroll Out Date *

End date of the morth

Effective Date *

27/o8/2020

Payroll Type Code Payroll Type Name *

Per0O1 Permanent

Ref. Document No. * Reference Doc * @

- Cin23 Upload Document

Remarks *

Added now as per order

Cut Off Date*

25 N
Is Active *
Uplcad Active M

Cancel

@Powered by Konnect (Kellton Tech)

Figure 4-12: Edit Payroll Type
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Update

4.2.5 Payroll Type Reviewer Landing

Enter the details and click on for updating the existing record in the table.

Enter the details and click on as shown in Figure 4-12; the request will be
listed in the Reviewer landing screen as shown in Figure 4-13

() Jroniesy N FCI HRMS <o

Division : Personnel

— Payroll Type Reviewer Landing

Home

Manager Dashboard Payrall Type Code Status

Al v Al -
Cora HR Get Results

Leave and Attendance
Show | 10  entries  Exportto: Search:
Compensation and Benefit
e gy e gy e ey ey e P R
Payroll
1 Ext 2 ‘ % w

SR149 Exit Enddatzofthe

ne
Masters manth

Active Approved &

[ T Start date of the @ This is for

i 2 SRI4S STPD For Stipend b2 e Test 23 et Active Approved | @
Code S

2 3 SR147 PAR PERMANANT 0 :H'Z':tia'e ofthe ) oK Active ::_r_'i‘:.g @ 3

Salary Structure o

Gust Center Showing 1103 of 3 entries

Income Tax Slab Master Pravious - Next

Income Tax Return Master

»  Payroll Advance

Transaction

Reports

Employee Relation

@Powered by Konnect (Kellton Tech)

Figure 4-13 Payroll Type Reviewer Landing

Click on B

14.

as shown in Figure 4-13, to land on Review Payroll Type request as shown in Figure 4-
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4.2.6 Payroll Type Review
€ x "

Division : Personnel

(e
L

i

— Review Payroll Type

@& Home

Manager Dashboard

Core HR Reguest ID Ref. Document No.
SR148 123ed
Leave and Attendance
Payroll Type Code Reference Doc
Compensation and Benefit Probol Attachments
Payroll Type Name Remarks
Payroll R
Probation ok
Masi .
SSieEs Cut Off Date Effective Date
» PayrollType 20 23/09/2020
Salary Type
Payout Date Is Active
Start date of the month Active

»

» Pay Code
» Salary Structure
»

Cost Center

» Income Tax Slab Master _ »
View Action History
» Income Tax Return

=T Reviewer Remarks *
Transaction
ok
Employee Relation
P
Document Name Suppertive Document

e P S

@Powered by Konnect (Kellton Tech),

Figure 4-14 Payroll Type Review

Reviewer shall be able to perform the following activities from the Review Page.

View Action History

e (Clickon
Figure 4-17.

to view the action taken on the request as shown in

e C(lickon m m to upload the supportive document/add the column to
upload document.

[ ]

Click on to review the request, the request will be forwarded to the

approver’s landing page as shown in figure 4-15.

degart
e Clickon -

" to revert the request back to the initiator, this request will be
listed in the landing page of Initiator as shown in Figure 4-10.

ance|

e Clickon to navigate back to the Reviewer landing screen as show in
Figure 4-13.
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4.2.7 Payroll Type Approver Landing

Reviewer clicks on m as shown in Figure 4-14, the request will be listed in
Approver’s Landing Page as shown in Figure 4-15.

N iy FCI HRMS ofo i

Division : Personnel

— Payroll Type Approver Landing

Manager Dashboard Payrall Type Code Status

Al v Al v
T Get Results

Leave and Attendance
Show 10 W entries Exportto Search:
Compensation and Benefit
e e ) e e i o i

Payroll 1
1 SR149 Cont0l Contractus! Fistueskofthe  1eg Actve  onind
Masters 2 month Approva
Payroll Type 3 . -
2 SmIsE Probal Prabation 0 Start date of the 12324 @ ok Active  Approved @
Salary Type manth
Code ;
S 3 SR147 Per0l Permanant 15 SJATRERR Cirl23 % faced ez pet Active Approved @
manth arder
Salary Structure
Cost Center Showing 1to 3 of 3 entries
Income Tax Slab Master Pravious ' Next

Income Tax Return Master

Transaction

Figure 4-15: Payroll Type Approver Landing

o
Click on as shown in Figure 4-15, to land on Approve Payroll Type request as shown
in Figure 4-16.
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4.2.8 Payroll Type Approve

@ .U LU FCI HRMS

Division : Personnel

— Approve Salary Type

& Home

Manager Dashboard

Core HR Request ID Ref. Document No.
SR&6 32r
Leave and Attendance
Salary Type Reference Doc
Compensation and Benefit FCl CDA Ref Doc
Description Remarks
Payroll
New FCI CDA ok
Mast
asters Payroll Type Code Effective Date
EVISIVES Par 21/09/2020
Salary Type .
Is Active
Pay Code .
Active

Salary Structure

Cost Center

Income Tax Slab Master N N
Wiew Action History
Income Tax Return

==y Approver Remarks *
» Payroll Advance
= ok
Transaction
Reports @
Employee Relation £
Document Name Suppertive Document

Enter Document Narme Upload Document
N e P~ S
Add Reviewer Selective Revert ||| Cancel |

Figure 4-16: Payroll Type Approve

Approver shall be able to perform the following activities from the Approve Page.

View Action History

e Clickon
Figure 4-17.

to view the action taken on the request as shown in

e Clickon m m to upload the supportive document/add the column to
upload document.

shown in the Payroll Type Approver Landing Screen for approving the record as
shown in Figure 4-17.

e C(lickon to approve the request, and a success message will be

e Clickon to reject the request back to the initiator, this request will be
listed in the landing page of Initiator with “Rejected” status.

Cancel

e C(Clickon to navigate back to the Approver landing screen as show in
Figure 4-15.
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DV PRASAD
Emp Id : 299546

Division : Personnel

(9]

@ Homa

[ Manager Dashboard
Core HR
Leave and Attendance

Compensation and Benafit

Payroll
Masters
Payrall Typa
Salary Type
Pay Code
Salary Structure
Cost Canter
ymé Tax Slab Master

Incoma Tax Return

FCI HRMS

Success] Request has been approved successfully.

Payroll Type Code

All

— Payroll Type Approver Landing

Status

b All

Get Results

Search:

Showing 1to 2 of 2 entries

Figure 4-17: Payroll Type Approve Successful

4.2.9 View Action History

Click on

Action History page as shown in Figure 4-17.

DV PRASAD
Emp Id : 299546
Division : Personnel

Home

Manager Dashboard

Core HR

Leave and Attendance

Compensation and Benefit

Payroll

Masters
Payroll Type

Salary Type
Pay Code

Salary Structure

Cost Center
Income Tax Slab Master

Income Tax Return
Master

Transaction

Employee Relation

— Action History

FCI HRMS

S.Mo. § | Request ID § | Payroll Type Code & | Payroll Type Mame § | Cut Off Date § of. Document Mo. § | Reference Doc § m
Start date of "
| SR148 Probol Probation 20 el | e % ok
the month
! Added
2 SR1&T Peril Permanent 25 End data et Cin2s L new as
the manth
per order

Pravious - Next

as shown in Figure 4-13 and 4-16, to navigate to View

Version

All

ID SR148

Show 10 v entries

1246 AM

T:28:52 AM

Showing 1to 5 of 5 entrie

From Date

v |DDMMMAYYYY

23/09/2020
T1:26:09 AM

23/09/2020
M:27:24 AM

23/09/2020

=

sz}

To Date

DD/MMNYYYY

Assistant Grade lll
{Personnel)

Assistant General
Manager [Persennel)

General Manager
{Personnel)

Executive Director
{Personnel)

Managing Director

Initiated BHIM RAM

Reviewsd AMITABH KUMAR

Ees DEVESH KUMAR
YADAAW

Reviewed BIIAY KUMAR
SINGH

Pending N/A

Approval

m Date Of Action § Action Taken § | Employee Name § m Authority § m-

23/09/2020

Search;
R it
Personnel | Initiator e
Initiated
Personnel Reviewer ok @
Personnel  Reviewer ok @
Personnel | Reviewer ok @
Personnel = Approver N/A @
Previous - Next
Close

@Powered by Konnect [Kellton Tech)

Figure 4-18: Action History

Copyright © 2020 HRMS All Rights Reserved to FCI

Page 37 of 206



FCI HRMS
User Manual Version 0.1

HRMS administrator shall be able to perform the following activities from Action
History page:

Get Results
Click on

i
e C(Clickon

18.

to apply the available filters.

to view the particular detail of the record as shown in Figure 4-

[ 9 Tl NES FCI HRMS

Division : Personnel fi

— Action History View

@& Home
Manager Dashboard Division Designation Authority Employee Name Version Date Of Action
Core HR Personnel Assistant Grade Il (F Initiator - BHIM RAM v 1 - 23/09/2020 TI19:46 AM -
Leave and Attendance
Get Results
Compensation and Benefit
Payroll
R Request ID Ref. Document No.
» Payroll Type SR148 123ed
salary Type Payroll Type Code Reference Doc
Pay Code Prob01 Attachments
Salary Structure Payroll Type Name Remarks
Cost Center Probation ok
Income Tax Slab Master Cut Off Date Effective Date
Income Tax Return 20 23/09/2020
Master
Payout Date Is Active
Transaction .
Start date of the month Active
Employee Relation
Remarks
Request Initiated

@Powered by Konnect (Kellton Tech)

Figure 4-19: Action History View

4.3 Paycode Master (SRS_HRMS_PR_03)

Pay codes mainly used for defining the Compensation & Benefits plan for the employee
like Earning (Type of Earning) & deduction (Type of deduction).

Example:

e Basic Pay
e HRA
o TA
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o CPF
o VPF

System will facilitate Manager Bill(s) to add new Paycode or Update Paycode as and when
required. Added/updated Paycode request will be routed through preconfigured approval
matrix. Approved Paycode will be ready in Paycode master list for further payroll
processes.

4.3.1 Navigation
Left Navigation: Payroll >>Masters >> Paycode Master
4.3.2 Landing Page

HRMS administrator shall traverse the navigation as mentioned in Section 4.3.1 to
reach the Pay Code Master Landing Page as shown in Figure 4.20

[ e Y FCI HRMS

0000mAmMEE &

Division : Personnel

A o — Paycode Request Listing

[ Manager Dashboard Paycode Paycode Name Matural Account No. Compaonent Type

Al N Al N Al N All
& CoreHR

Status
& Lesveand Attendance N

Al M| Gt Results
& Compensation and Benefit
oll
2 1 Add Paycode

Masters 2

2N Eapillype show| 10 v entries  Exportto: POF search:

» Salary Type
S e e e T e T T
Salary Structure e
Cost Canter 1 RO42 23/00/2020 m Hill Allpwance ma Eaming 123eds ’\\ 092020 ;f I; :4 Active @
Income Tax Slab Master 2 o4 20020 100 Basic &5 Earning Cirg37l % 09200 Approved | Active @

»  Income Tax Return Master
. Showing 1 to 2 of 2 entries
Transaction

Employes Relztion

Figure 4-20: Pay Code Master

HRMS administrator shall be able to perform the following activities from the landing

page:
e C(Clickon to apply the available filters.
=
e C(lickon to export the table records in Excel or CSV as per table
columns.
Search:
e Clickon to enter a search query that shall

search the table records.

e C(lickon H to sort the table records in ascending order or descending order of
entries.
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. Previous n 2 Mext .
e C(Clickon to navigate table records

Add Paycodae
e C(Clickon to add a new Paycode in the table as mentioned in
Section 4.3.3 — Add Paycode.

e C(lickon o to edit an existing Paycode in the table as mentioned in Section
4.3.4 — Edit Paycode.

4.3.3 Add Paycode

abdina AR
Ermip bd = 1488385

Drrvrseon © Personnel

i Hodma

M manager Dashboard

[=-10 e
Leawa and Atter-dar-oe
Companastion Sod Bl

Payroll

Maslers
Panyrall Types
Salary Typa
L
Salary Structure
Cost Cantar
Incomae Tax Siab Master

Income Tax Feturm
BEREE O

TransaCtion

e Ehelal kom

. Add Paycode
Click on

- IR

to open the Add Paycode as shown in Figure 4-21

FCI HRMS

— Add Paycode Request

fraycode = Payoode Mame =

100 B

il Document Mumbar * Raf. Document ™

125dfr
[Taxable * Tax Projecticn =
WS - Vs

Patural Account Mo * Arvuad Incorme *

VG bd Wis
[Supplemental iIncsms Prsaricy *
Wi 2 i

Fround Off Type

Actual ad Flus

ey Scale Depandent = Calculation *

ad Frxad

WS

[Crade = Category

[Effective From *

OO0 m Add

Round Off Factor =

Component Typs =

Eaming

Rernarks *

Professional Tax *

Vo5
Periceducity =
= MRy

Arterdance Based *

Ve

Location Dependent

Mo

Dwrived From Paycode =

| Paycosds Mamas

ity Class =

u CaT-l | = CATIW o = o m [ =]

e e

pi:ﬂ:m Effectirve Froam
g en

18 Active*

ACtive

Applicable Salary Type *
| =nEw DA -
Partial Recowery *

Vs

Carry Farward

Vs

ity

Dwrived From Paycode Mamae =

Fizwd Walue ©

20000

Subrnat Cancel

BPowersd by Konnect [Eallion Tech]

Figure 4-21: Add Paycode
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4.3.4

BHIM AR
Emp bd : TG0

Devishon : Parsonnel

W Mo

N Manages Dashboard

it

Lairvn arnd AlLerdaroe

Compansaticn snd Bl i

Payroll
Mariers
P Payroll Type
Salary Type
Pay Coxla
Salary Struchue
Cout Canter
Ineeere Tax Slak Madter

Irrcoerve Tax Fetum
Miautor

®  TrafsCiHn

& Emphyas Belaton

Edit Paycode

Click on £ to open Edit Paycode as shown in Figure 4-22

FCI HRMS

— Edit Paycode Request

@ O (2] [a] [a] ] [a]

Request Id
RO
Paryeosde * Payeade Harme * Camponent Type
e n] [ 10 Earming
Jreef. Document Nurnber * Rl Documaent * 3 Aremiadks
Cir4321 i m Adding as per arder

Taxable " Tax Projecison " PFrofessional Tax "

You i b 21 Lo

Hatursl Acconsnt Mo, " Anraal Incomes " Paradicity "
G . W Iy Pk hly
Suppiemaental Income Pricaty © Attendance Dased ~
il i L L]

Reund O Typs © Rownd O Factor * Lacatian Depandent ©

Actuaal Plus ¥ 213

Pay Scale Dependont * Caleulaon * Derived From Paycods

Fird Frnsecd

iorads © Category © City Clags *

Eifective Prom *

Faycode @ Hecthve Frem °

i Active *

AT ¥

dpplecable Salary Type "

& HEW IDA . "

Partial Fecowvery "

Vg

Carry Forwand =

You

oy

Dwrived Fram Paypeode Name

i i hivn

Fized Value ~

- ':‘HCII.:

DPvwered by Konnect [Eellion Tech)

Figure 4-22: Edit Paycode

Update

Enter the details and click on

Copyright © 2020 HRMS All Rights Reserved to FCI
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4.3.5 Paycode Type Reviewer Landing

Submit
Enter the details and click on - as shown in Figure 4-21; the request will be
listed in the Reviewer landing screen as shown in Figure 4-23

[ | Py NS FCI HRMS 0000RBAMEE &
\&

" Division: Personnel

— Paycode Request Reviewer Listing

& Home

[ Manager Dashboard Paycode Paycode Name Matural Account No. Companent Type
Al M All v All v All v
& CoreHR
Status
Leave and Attendance
Al v I Get Results I
Compensation and Benefit

oll
Per 1 show 10w entries Expanta‘m Search:
Mastars 2
T e e e e e e e R Y o

»  Payroll Type
» Salary Type Pending

1 RO4Z 23/08/2020 m Hill Allowance Eaming 123eds 092020 Res Active E
» Paylode 3 ENIEW

»  Salary Structure 2 RO4I 210972020 100 Basic 051 Eaming Cirk32 % 092020 Approved | Active @
%  Cost Canter
Showing 1to 2 of 2 entries
» Income Tax Slab Master

* Income Tax Return Master

» Transaction

Employee Relation

Figure 4-23 Paycode Reviewer Landing

=

Click on as shown in Figure 4-23, to land on Review Paycode request as shown in Figure 4-24.

4.3.6 Paycode Review
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AMITABH KUMAR Y

O - YT, FCI HRMS
Di n: S
Personnel

— Review Paycod

& Home

[£} Manager Dashboard

A ST Request Id Ref. Document Number
RO42 123eds
O e = Paycode Ref. Document
& Compensation and m Attachments
Benefit
nett Paycode Name Remarks
& Payroll Hill Allowance ok
» Mastars Component Type Is Active
Payroll Type Earning Active
Salary Type Paycode Effective From
Pay Code 09/2020
Salary Structure
Cost Center
I Taxable Attendance Based
Master Yes Yes
Income Tax Return Tax Projection Carry Forward
Master
Yes Yes
» Transaction
Professional Tax Round Off Type
& Employee Relation No Actual
Applicable Salary Type Round Off Factor
NEW IDA Plus
Natural Account No. Location Dependent
2721 Yes
Annual Income Pay Scale Dependent
Yes Yes
Periodicity Calculation
Monthly Percentage

Partial Recovery
Yes

Supplemental Income

Yes

Priority

3

1 100 Basic Active

Reviewer Remarks *

ok

Document Name Supportive Document

Cancel

Add Reviewer

@Powered by Konnect (Kellton Tech)

Figure 4-24: Payroll Type Review

Reviewer shall be able to perform the following activities from the Review Page.

e Clickon
Figure 4-28.

to view the action taken on the request as shown in
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e C(Clickon m m to upload the supportive document/add the column to
upload document.

Heview
- to review the request, the request will be forwarded to the
approver’s landing page as shown in Figure 4-25.

degait
e C(Clickon - to revert the request back to the initiator, this request will be
listed in the landing page of Initiator as shown in Figure 4-20.

e (Clickon

Cancel

e C(Clickon . to navigate back to the Reviewer landing screen as show in
Figure 4-23.

4.3.7 Paycode Approver Landing

DV PRASAD
Emp Id : 299546

Division : Personnel

@& Home

[ Manager Dashboard

& CoreHR

& Leaveand Attendance

& Compensation and Benefit

& Payol 1

» Masters 9

Payroll Type

Salary Type

PayCode 3

Salary Structurs

Cost Center

Income Tax Slab Master

Income Tax Return Master

Heview
Reviewer clicks on - as shown in Figure 4-24, the request will be listed in
Approver’s Landing Page as shown in Figure 4-25.

N FCI HRMS 0000HEREE &

— Paycode Request Approver Listing

Payoode Paycode Mame Natural Account No. Component Type

All N Al N Al N Al -

Al Mll| Get Resuits

Show 10w entries Ezportto: |sear(h: |
I e e e e T e e e e P
721 2

1 RO42 23092020 m Hill Allwance 7 09/2020 ff';”i hctive

Earning 123eds

2 RO41 21/09/2020 100 Basic 6051 Earning Cird321 % 082020 Approved | Active @

Showing 1to 2 of 2entries

Figure 4-25: Paycode Approver Landing

w
Click on as shown in Figure 4-25, to land on Approve Paycode request as shown in
Figure 4-26.

4.3.8 Paycode Approve
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DV PRASAD
Emp Id : 299546
Division ; Personnel

@& Home

B Manager Dashboard

& CoreHR

& Leave and Attendance

& Compensation and Benefit

& Payroll
» Masters
Payroll Type
Salary Type
Pay Code
Salary Structure
Cost Center
Income Tax Slab Master

Income Tax Return
Master

» Transaction

& Employee Relation

Ny FCI HRMS

— Approve Paycode
Request Id Ref. Document Number
ROZ&2 123eds
Paycode Ref. Document

m

Paycode Name Remarks

Hill Allowance ok

Component Type Is Active

Earning Active

Paycode Effective From

09/2020

Taxable Attendance Based

Yes Yes

Tax Projection Carry Forward

Yes Yes

Professional Tax Round Off Type

No Actual
Applicable Salary Type Round Off Factor
NEW IDA Plus

Natural Account No.
272

Location Dependent
Yes

Annual Income Pay Scale Dependent
Yes Yes
Periodicity

Monthly

Calculation

Percentage

Partial Recovery

Yes

Supplemental Income

Yes

Priority
3

e e e e
1 00

Basic Active

Approver Remarks *

ok

Document Name Supportive Document

[ ]
O S CEN—
Add Reviewer Selective Revert -

{@Powered by Kennect (Kellton Tech)

Figure 4-26: Paycode Approve

Approver shall be able to perform the following activities from the Approve Page.
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View Action History

e Clickon
Figure 4-28.

e C(lickon m m to upload the supportive document/add the column to

upload document.

Appaave

e (Clickon

to view the action taken on the request as shown in

to approve the request, and a success message will be

shown in the Paycode Approver Landing Screen for approving the record as

shown in Figure 4-27.

e C(lickon to reject the request back to the initiator, this request will be
listed in the landing page of Initiator with “Rejected” status.

Canicsl

e C(Clickon
Figure 4-25.

OV PRASAD
B Emp i : 200546
—

Division ; Personnel

Success! Request has been approved successfully.
@ Home

[ Manager Dashboard
. v Paycode Request Approver Listing —

& ComeHR

Paycode Paycods Name
& Leave and Atendancs All Al
& Compensation and Benefit Status

& Payroll
Maiteis
» Bayroll Type
*» Solady Typd
» PayCose

Solary Structure

Imvcorne Tax Siab Master

»
» Cost Center
»
»

Imcome Tax Return
Master

» Transaction

& Empleyes Relation

all

SNo. § | Request id § | Request Date § w:|wi«lme Hatural Aceount Ne. § | Component Type § | Ref. Document Numbser § | Ref. Docurmaent |EMME!‘QH\¢ Siatus ::Bmt

" Get Results

FCI HRMS

Matural Account No.

Al

to navigate back to the Approver landing screen as show in

Component Type

All

Search:

(2] [E] (%)

23082020 m Hill Allerwancs Feril Eamming 123eds
i ARGl JVORI020 Lt B €051 Earning CiraZd oR/2020 1 Agtive
Showing 110 2o 2 antries
Figure 4-27: Paycode Approve Successful
4.3.9 View Action History
. Wi Action History . . . .
Click on IESSsSSNSEN 35 shown in Figure 4-24 and 4-26, to navigate to View
Action History page as shown in Figure 4-28.
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DV PRASAD Y
Emp Id : 299546 Egi‘

Division : Personnel

FCI HRMS O000MERE® L @

— Action History

& Home

Version From Date To Date
[ Manager Dashboard All * | | DDMMAYYY DD/MM/YYY' Get Results
& CoreHR D RO&2
& Leave and Attendance Show 10  entries Search:
l
23/09/2020 115749 AM Initiated BHIM RAM Assistant Grade Il [Persennel) Personnel | Initiater Request Initiated E
& Payroll
2 23/08/2020120737PM 1 Reviewed AMITABH KUMAR Assistant General Manager (Personnel) Personnel | Reviewer ok @
» Masters
3 23/09/202012:2775 PM 1 Reviewed DEVESH KUMAR YADAAY  General Manager (Personnel) Personnel | Reviewer ok @
» Payroll Type
» Salary Type & 23/09/2020122823PM 1 Reviewed BIJAY KUMAR SINGH Executive Director (Personnel) Personnel  Reviewer ok @
Pay Code 5 1 Pending Approval  N/A Managing Director Personnel  Approver N/A @

Salary Structure

Showing 1to 5 of 5 entries
Cost Center Previous n Next
Income Tax 5Slab Master

Income Tax Return
Master

=1
L]

» Transaction

& Employee Relation
[@Powered by Konnect [Kellton Tech)

Figure 4-28: Action History

HRMS administrator shall be able to perform the following activities from Action
History page:

Get Results
Click on

=
e Clickon to view the particular detail of the record as shown in Figure 4-

29.

. to apply the available filters.
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DV PRASAD
Emp Id : 299546
Divisi:

(9

n : Personnel

& Home

Manager Dashboard

Core HR

Leave and Attendance

Compensation and Benefit

Payroll

Masters
Payroll Type
Salary Type
Pay Code
Salary Structure
Cost Center
Income Tax Slab Master

Income Tax Return
Master

Transaction

Employee Relation

X

FCI

(

(&
i S

{

HRMS

O000 NEMER X

— Action History View

Division Designation

Persennel Assistant Grade Il (F

Get Results

Request Id
RO42

Paycode
m

Paycode Name

Hill Allowance

Component Type

Earning

Paycode Effective From
09/2020

Taxable

Yes

Tax Projection

Yes

Professional Tax
No

Applicable salary Type
NEW IDA

Natural Account No.
2721

Annual Income

Yes

Periodicity
Monthly

Partial Recovery

Yes

Supplemental Income

Yes

Priority
3

S
1 100

Remarks

Request Initiated

Authority

Initiator

Employee Name

- BHIM RAM -

Ref. Document Number
123eds

Ref. Document
Attachments

Remarks

ok

Is Active

Active

Attendance Based

Yes

Carry Forward

Yes

Round Off Type
Actual

Round Off Factor
Plus

Location Dependent
Yes

Pay Scale Dependent

Yes

Calculation

Percentage

Version

1

Date Of Action

23/09/2020 T157:49 AM -

Basic

Active

mﬂmm Percentage/Fixed Value mm

@Powered by Konnect (Kellton Tech)

Figure 4-29: Action History View
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4.4 Salary Structure Master (SRS_HRMS_PR_04)

The Salary Structure is a structure of the employee’s benefits with respect to pay codes
(Earnings and deductions). System will facilitate Manager Bill(s) for defining and Update
the Salary structure. The added/updated salary structure will route through preconfigured
approval matrix and after approval it will be ready for employee benefits mapping. This
process will be used for define the Pay slip format (Earning & Deduction) for all position
exists in FCl as per policy changed.

Salary structure also uses for mapping the salary for all kind of employees like Deputation,
Trainees, Stipend and Probation.

4.4.1 Navigation

Left Navigation: Payroll >>Masters >> Salary Structure Master

4.4.2 Landing Page

BHIM DAM
Ermp i MBS

[Dwtuien - Perscninel

i HOTE

B Mansger Dashiboard

& CoreHR

& Lesve snd Atfendance

i Compévaation and Berelit

dpmys ]
¥ Miterd 2

*

¥

»
L]
®
®
»

Daryrodl Type
Salery Typs

Py Code

Salary Srochore 3
Coat Corter

Income Tax Slab Mester

Income Tax Betern
Mt

HRMS administrator shall traverse the navigation as mentioned in Section 4.4.1 to
reach the Salary Structure Master Landing Page as shown in Figure 4.30

N/ FCI HRMS

— Salary Structune Landing

(ffice Type Office Nama Grade Detigration

Lalegory Tty Chass Safus

R — |- [

SNo. | Structurs i § | Office Typs § - Office Nama § | s Deficult § | Grada § | Desgnation

Exgcuthee Carechor
Drernories

Figure 4-30: Salary Structure Master

HRMS administrator shall be able to perform the following activities from the landing

page:
e C(Clickon to apply the available filters.
=
e Clickon to export the table records in Excel or CSV as per table
columns.
Search:
e Clickon to enter a search query that shall

search the table records.
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e C(lickon H to sort the table records in ascending order or descending order of
entries.

. Previous n 2 Mext .
e Clickon to navigate table records
e C(lickon to add a new Salary Structure Type in the table
as mentioned in Section 4.4.3 — Add Salary Structure.

e Clickon < toeditan existing Salary Structure Type in the table as mentioned
in Section 4.4.4 — Edit Salary Structure.

4.4.3 Add Salary Structure

Click on

Figure 4-31

to open the Add Salary Structure Type as shown in

BHIM RAM

. Emp Id : 141836 = “ng' FCI HRMS OO0 EIGIE
Division : =

Personnel

— Add Salary Structure Request

& Home

[&) Manager Dashboard Office Type Office Name - s DITficult Grade
& Core HR HQ N HQRS © Yes EA -
Rl merwia il tmr e e Designation * Category - City Class*

Executive Director (HQ) = CAT-1 = X b

& Compensation and
Benefit Paycode*

3
& Payroll

» Masters
P—— ] Component | Applicable Salary Periodicity Percentage/Fixed | Derived From Derived From Paycode
Payroll Type S Name Type Type Value Paycode Mame
1 100

Salaviives Basic Earning NEW IDA Monthly Fixed i
Pay Code
Hill - y
Salary Structure 2 m Allowance Earning NEW IDA Monthly Percentage 100 Basic o
Cost Center
Income Tax Slab Effective From * Effective To = Ref. Document No.* Reference Doc *
Master 23/09/2020 BB a0 £ | 213qqw Exported.pdf
Income Tax Return
Master Remarks *
» Transaction ok
& Employee Relation @

@Powered by Konnect (Kellton Tech)

Figure 4-31: Add Salary Structure Paycode

4.4.4 Edit Salary Structure

Click on = to open Edit Salary Structure as shown in Figure 4-32
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BHIM RAM

[0 Jel O . FCI HRMS
Division : &

Personnel

COQ0O0OWE™MEM & @

— Edit Salary Structure Request

& Home

[ Manager Dashboard Structure Id

Office Type Office Name Is Difficult
& Core HR STR75 HQ HQRS Yes
e e e Crade Designation Category City Class
E-l Executive Director (Personnel) CAT- X
& Compensation and
Benefit Paycode
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& Payroll
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aycode omponen Icable lary s o rcentag 1 err rom err rom Faycoae
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SLVIYES 1 100 Basic Earning NEW IDA Monthly Fixed o

Pay Code
Salary Structure Effective From * Effective To = Ref, Document No.* Reference Doc @ =

Cost Center DD/MM/YYYY % 3112/2020 g Cir345 Upload Document

Income Tax Slab K
Mastor Remarks

Incorme Tax Return ok adding as per order.
Master

» Transaction

& Employee Relation

Update Cancel

@Powered by Konnect (Kellton Tech)

Figure 4-32: Edit Salary Structure
4.4.5 Salary Structure Reviewer Landing

Submit
Enter the details and click on - as shown in Figure 4-31; the request will be
listed in the Reviewer landing screen as shown in Figure 4-33

Enter the details and click on for updating the existing record in the table.
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Division : Personnel

o AMITABH KUMAR 0
Y emoia:1s2m0 Rgﬁ FCI HRMS O00O0MAMERN 4 @

— Salary Structure Reviewer Landing

& Home

[ Manager Dashboard Office Type Office Name Grade Designation
5 v N Select N Select v
& CoreHR
Category City Class Status

Leave and Attendance i ~ ~
Select N Select N Select N Cet Results

Compensation and Benefit

Payroll 1 Shew 10 w entries Exporltc: Excel l csv l PDF l Print I Search:
Payroll Ty
e 1 STR7e HQ HQRS Yes E-1 Executive Director (HQ) CAT1 X 23qqw SR @E
» Salary Type i ! aq B Review
Pay Code ve Di
3 2 STRTS HQ HQRS Yes g Deenutive Director CAT X Cirz4s ) Approved | @
» Salary Structure (Personnel)
» Cost Center Showing 1to 2 of 2 entries —_—
Income Tax Slab Master Previous Next
Income Tax Return

Master

» Transaction

Figure 4-33 Salary Structure Reviewer Landing

Click on =* as shown in Figure 4-33, to land on Review Pay code request as shown in Figure 4-34.

4.4.6 Salary Structure Review
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AMITABH KUMAR
Emp id : 152770
Division : Personnel

& Home

[® Manager Dashboard

& CoreHR
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& Compensation and Benefit

& Payroll

» Masters
Payroll Type
Salary Type
Pay Code

Cost Center

Income Tax Slab Master

»
»
» Salary Structure
»
»
»

Income Tax Return
Master

» Transaction

& Employee Relation

FCI HRMS ooeONEMEE & e

— Review Salary Structure Type

Structure Id
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Office Type Ref. Document Number
HQ N3ggw
Office Name Ref. Document
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= 23/09/2020
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CAT-1

Show 10 w entries Exportto: m
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Search:
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Showing O to 0 of 0 entries

Previous || Next
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ok

Document Name Suppertive Document

Upload I Add
= T T |
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([@Powered by Konnect (Kellton Tech)

Figure 4-34: Salary Structure Review

Reviewer shall be able to perform the following activities from the Review Page.
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View Action History

Click on
Figure 4-38.

Click on m m

upload document.

U
Click on - to review the request, the request will be forwarded to the
approver’s landing page as shown in Figure 4-35.

Click on to revert the request back to the initiator, this request will be
listed in the landing page of Initiator as shown in Figure 4-30.

to view the action taken on the request as shown in

to upload the supportive document/add the column to
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Cancel
e Click on to navigate back to the Reviewer landing screen as show in
Figure 4-33.

4.4.7 Salary Structure Approver Landing

Reviewer clicks on m as shown in Figure 4-34, the request will be listed in
Approver’s Landing Page as shown in Figure 4-35.

[ R Ny FCI HRMS slolalele

Division : Personnel

— Salary Structure Approver Landing

Home

Manager Dashboard Office Type Office Name Grade Designation
Select M Select M Select M Select M
Core HR
Catzgory City Class Status
Leave and Attendance
Select M Select M

Selact v

selee Get Results
Compensation and Benefit
- . Show| 1o vjemme Eqontto =

Masters 2
e e 5 e = et e
Salary Type

STRTE HQ HQRS Yes Iz CAT1 X qaw Pending @.
Pay Code Diractor HQ) Approval
Salary Structure 3 Executive

2 STR7S HQ HQRS Yes E1 Dirsctar CAT X Cir34s % Approved | @

Cost Center [Persannel]

Income Tax Slab Master

Showing 1to 2 of 2 entriss

Transaction

Figure 4-35: Salary Structure Approver Landing

'
Click on as shown in Figure 4-35, to land on Approve Paycode request as shown in
Figure 4-36.

4.4.8 Salary Structure Approve
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DV PRASAD
Emp Id : 299546
Division : Personnel
@& Home
B Manager Dashboard
& CoreHR
& Leave and Attendance

& Compensation and Benefit

& Payroll

» Masters

Payroll Type
» Salary Type

» PayCode

» Salary Structure
» Cost Center
»
»

Income Tax Slab Master

Income Tax Return
Master

» Transaction

& Employee Relation

Ny FCI HRMS

&

— Approve Salary Structure Type

O000FEmME® £ @

Structure Id City Class
STRT6 X

Office Type Ref. Document Number
HQ 213qqw

Office Name Ref. Document
HQRS Attachments
Is Difficult Remarks

Yes ok

Grade Effective From
E1 23/09/2020
Designation Effective To
Executive Director (HQ) 3112/2020
Category

CAT-1

Show 10 w entries Exportto: mm
e e e e e e e e
1 ic

RO4 Basi Earning NEW IDA Menthly Fixed

Search:

2 RO&2 Hill Allowance Earning NEW IDA Monthly Percentage 100 Basic

Showing 0 to 0 of 0 entries
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|Approver Remarks *

ok
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[
e C—
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i@Powered by Konnect [Kellton Tech)

Figure 4-36: Salary Structure Approve

Approver shall be able to perform the following activities from the Approve Page.
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View Action History

Click on
Figure 4-38.

upload document.

Appiave

- to approve the request, and a success message will be
shown in the salary Structure Approver Landing Screen for approving the
record as shown in Figure 4-37.

to view the action taken on the request as shown in
Click on

to upload the supportive document/add the column to

Click on

Click on to reject the request back to the initiator, this request will be
listed in the landing page of Initiator with “Rejected” status.
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ancel

e Clickon to navigate back to the Approver landing screen as show in
Figure 4-35.

DV PRASAD

Emp Id : 299546 : FCl HRMS

Division : Personnel

Success! Request has been approved successfully.
& Home

[ Manager Dashboard

— Salary Structure Approver Landing

& Core HR
Office Type Office Name Grade Designation
Leave and Attendance «elact v A " -Salect- o -Ealect- "
Compensation and Benefit Categary City Class Status
Payroll ~Select-- v --Salpct-- v -Selpct-- "IN et Results
Employes Relation
Sno. Structureld  Office Type  Office Name  IsDifficult Grade Designation Category CityClass Ref. Document Number  Ref. Document  Status Action
I 1 STRTG HQ HORS Yes Ed Executive Director (HQ) CAT4 X Nigqw % Approved @ I
2 STRTS HGQ HQRS Vel E1 Execitive Diractar [Personnel]  CAT-1 X Cir345 % Approved @

Figure 4-37: Salary Structure Approval Successful

4.4.9 View Action History

Click on as shown in Figure 4-34 and 4-36, to navigate to View
Action History page as shown in Figure 4-38.

. DV PRASAD €50
i Wiy
R Empid:209546 ng

Division : Personnel e

FCCHRMS 0000 BEMEE

— Action History

& Home

ersion From Date To Date
[ Manager Dashboard Al v | DD/MM/YYYY DOMMAYYY
& CoreHR 1D STR76
& Leave and Attendance Show 10 w entries Search:
.l
23/09/202012:44:35 PM Initiated BHIM RAM Assistant Grade Il {Personnel) Personnel  Initiator Request Initiated g
Payroll
2 23/09/2020125530PM 1 Reviewed AMITABH KUMAR Assistant General Manager [Personnel) Personnel | Reviewer ok &
Masters
2 23/08/20201256:42PM 1 Reviewed DEVESH KUMAR YADAAY  Ceneral Manager {Personnel) Personnel  Reviewer ok &
Payroll Type
» Salary Type & 23/09/2020125755PM 1 Reviewed BIIAY KUMAR SINGH Executive Director (Personnel) Personnel | Reviewer ok &
Pay Code 5 1 Pending Approval | N/A Managing Director Personnel  Approver N/A &

Salary Structure

Showing 1to 5 of 5 entries
Cost Center Previous n Next
Income Tax Slab Master

Income Tax Return
Master

Figure 4-38: Action History

HRMS administrator shall be able to perform the following activities from Action
History page:
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Get Results

-
e C(Clickon to view the particular detail of the record as shown in Figure 4-

39.

e C(lickon to apply the available filters.
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Figure 4-39: Action History View

Copyright © 2020 HRMS All Rights Reserved to FCI

Page 58 of 206




FCI HRMS
User Manual Version 0.1

4.5 Cost Center Master (SRS_HRMS_PR_05)

System will facilitate Manager Bill(s) for defining and updating the Cost Center. The Cost
center is used to define the cost of expense as per requirements like employee wise/
employee pay codes wise & etc.

4.5.1 Navigation
Left Navigation: Payroll >>Masters >> Cost Center Master
4.5.2 Landing Page

HRMS administrator shall traverse the navigation as mentioned in Section 4.4.1 to
reach the Cost Center Master Landing Page as shown in Figure 4.30

[ Jn Ny FCI HRMS 0000BEEEE £
Division : Personnel g

— Cost Center Landing

& Home

B Manager Dashboard Cost Center Code Cost Center Name Natural Account No. Status

Select M Select M Select v All v
& CoreHR

& Leave and Attendance
Get Results

& Compensation and Benefit

& et : -
Mast:
2 Show 10 w entries Exportto: m Search:

Payroll Type
m Request ID 4 | Cost Center Code 4 | Cost Center Name & | Natural Account No. 4 | Ref. Document Number & | Ref. Document m Action
1 10 ? ok Yes @

CR74 HQ Salary 1697 Cir231 Approved

Salary Type
Pay Code

Showing 1to1of1entries

Cost Center
! § Previous Next
Income Tax Slab Master

Income Tax Return
Master

»
»
»
» Salary Structure
»
»
»

Transaction

Figure 4.1-30: Cost Center Master

HRMS administrator shall be able to perform the following activities from the landing

page:
e C(Clickon to apply the available filters.
=
e C(lickon to export the table records in Excel or CSV as per table
columns.
Search:
e Clickon to enter a search query that shall

search the table records.

e C(lickon H to sort the table records in ascending order or descending order of
entries.

. Previous n 2 Mext .
e C(lickon to navigate table records
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Add Cost Center T
e C(lickon to add a new Cost Center Type in the table as

mentioned in Section 4.4.3 — Add Cost Center type.

e C(Clickon =4 to edit an existing Cost Center Type in the table as mentioned in
Section 4.4.4 — Edit Cost Center Type.

4.5.3 Add Cost Center Type

Add Cost Center T
Click on to open the Add Cost Center Type as shown in Figure 4-

31

BHIM RAM

0. - FCI HRMS 0000DEEEE £ @
Division : e

Personnel

— Cost Center Request

& Home
[B Manager Dashboard Cost Center Code* Cost Center Name * Natural Account No. *

1020 Z0 Salary 278
& Core HR

Effective From - Ref. Document Number * Ref. Document* Is Active*

& Leave and Attendance -

23/09/2020 123wd Exported.pdf Active v
& Compensation and
Benefit Remarks *

ok
& Payroll
» Masters

Cancel
» Payroll Type

» Salary Type
» Pay Code

» Salary Structure
» Cost Center

» Income Tax Slab
Master

» Income Tax Return
Master

» Transaction

& Employee Relation

@Powered by Konnect (Kellton Tech)

Figure 4.1-31: Add Cost Center

4.5.4 Edit Cost Center Type

Click on o to open Edit Cost Center Type as shown in Figure 4-32
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FCI HRMS 0000MEMEE &' e
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& Leave and Attendance -

23/09/2020 123wd Upload Document Active v
& Compensation and
Benefit Remarks*

ok
& Payroll
» Masters

» Payroll Type

» Salary Type

» Pay Code

» Salary Structure
» Cost Center

» Income Tax Slab
Master

» Income Tax Return
Master

» Transaction

& Employee Relation

@Powered by Konnect (Kellton Tech)

Figure 4.1-32: Edit Cost Center Type

Update

4.5.5 Cost Center Reviewer Landing

Enter the details and click on for updating the existing record in the table.

Enter the details and click on as shown in Figure 4-31; the request will be
listed in the Reviewer landing screen as shown in Figure 4-33
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Figure 4.1-33 Cost Center Reviewer Landing

Click on =* as shown in Figure 4-33, to land on Review Cost Center request as shown in Figure 4-

34.

4.5.6 Cost Center Review
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AMITABH KUMAR
Emp Id : 152770
Division :
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Master

» Income Tax Return
Master
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W FCI HRMS 0000mEmEE £ e
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Request ID Ref. Document Number
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\ View Action History
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Document Name Supportive Document
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Figure 4.1-34: Cost Center Review

Reviewer shall be able to perform the following activities from the Review Page.
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View Action His

Click on
Figure 4-38.

to view the action taken on the request as shown in

Click on m m to upload the supportive document/add the column to
upload document.

Heview
- to review the request, the request will be forwarded to the
approver’s landing page as shown in Figure 4-35.

Click on to revert the request back to the initiator, this request will be
listed in the landing page of Initiator as shown in Figure 4-30.

Click on

Cancel

Click on
Figure 4-33.

to navigate back to the Reviewer landing screen as shown in
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4.5.7 Cost Center Approver Landing

Hegigw
Reviewer clicks on as shown in Figure 4-34, the request will be listed in

Approver’s Landing Page as shown in Figure 4-35.

0~ Ny FCI HRMS 0000m8mET £ o
B

Division : Personnel

— Listing Approver

& Home
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& Payroll 1 Shew 10 + entries Exportto: JE=V-TRN Ee- VN W= = 1) Search:
» Mesters 2 m RequestID & | Cost Center Code & Cost Center Name 4 | Natural Account No. 4 | Ref. Document Number & | Ref. Document m
Payroll Th
S-S 1 CRT5 1020 Z0 Salary 279 123wd ? ok Yes Pending Approval = @
Salary Type
2 CR74 10 HQ Salary 1687 Cir231 % ok Yes Approved @&

Pay Code
Salary Structure Showing 1t02 of 2 entries
Cost Center Previous n Next

Income Tax Slab Master

Income Tax Return
Master

» Transaction

& Employee Relation

[@Powered by Konnect (Kellton Tech)

Figure 4.1-35: Cost Center Approver Landing

w
Click on as shown in Figure 4-35, to land on Approve Paycode request as shown in
Figure 4-36.

4.5.8 Cost Center Approve
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DV PRASAD
Emp Id : 299546
Division :
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@& Home

[B Manager Dashboard
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& Payroll
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Figure 4.1-36: Cost Center Approve

Approver shall be able to perform the following activities from the Approve Page.
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View Action History

Click on
Figure 4-38.

to view the action taken on the request as shown in

Click on m m to upload the supportive document/add the column to
upload document.

Apprave

- to approve the request, and a success message will be
shown in the Cost Center Approver Landing Screen for approving the record as
shown in Figure 4-37.

Click on

Click on to reject the request back to the initiator, this request will be
listed in the landing page of Initiator with “Rejected” status.

Cancel

Click on
Figure 4-35.

to navigate back to the Approver landing screen as show in
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M\ DOV PRASAD .
@ Emp Id : 299546 FC| HRMS
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Figure 4.1-37: Cost Center Approve Successful

4.5.9 View Action History

Click on as shown in Figure 4-34 and 4-36, to navigate to View
Action History page as shown in Figure 4-38.
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& Home .
Version From Date To Date
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Figure 4.1-38: Action History
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DV PRASAD
Emp Id : 299546
Division : Personnel

@ Home

Manager Dashboard

HRMS administrator shall be able to perform the following activities from Action

History page:

e (Clickon
e C(Clickon
39.

i1
e

— Action History View

Get Results

-

to apply the available filters.

to view the particular detail of the record as shown in Figure 4-

FCI HRMS O

Lo

Division Designation Authaority Employee Name WVersion Date Of Action
Core HR Personnel Assistant Grade Ill [Personnel] Initiator M BHIM RAM - 1 - 23/09/2020 11657 PM
Leave and Attendance
Compensation and Benefit Get Results
Payroll
Masters
Reguest ID Ref. Document Number
I T
I CR7S 123wd
Salary Type:
Cost Center Code Ref. Document
Code
i 1020 view
Salary Structure
Cost Center Name Remarks
‘Cast Center
Z0 Salary ok
Income Tax Slab Master
Natural Account No. Is Active
Income Tax Return Master
279 Yes
Transaction
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Employee Relation 33/08/2020
Remarks

Request Initiated

@Powered by Konnect [Kellton Tech]

Figure 4.1-39: Action History View

4.6 Income Tax Slab Master- Financial Year (SRS_HRMS_PR_06)

This feature will allow the payroll management to set the tax rates. System will facilitate
Manager Bill(s) for defining / Update the Income tax slab and Professional tax slab rates as
per circular received from the authority.

4.6.1 Navigation

Left Navigation: Payroll >>Masters >> Income Tax Slab Master>> Financial Year
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4.6.2 Landing Page

HRMS administrator shall traverse the navigation as mentioned in Section 4.4.1 to
reach the Income Tax Slab Master — Financial Year Landing Page as shown in Figure 4.30

0. FCI HRMS 0000 RHEIXEE £ @

Division : Personnel

— Financial Year Landing

Home
B Manager Dashboard Financial Year Status
All v Al
Core HR
Leave and Attendance w

Compensation and Benefit

Show 10  entries Exportto:
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Payroll
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» Payroll Type
» Salary Type 2 Fv2 2020-2021 Fy2 01/04/2020 | 31/03/2021 50000 ok Approved | @ (£
Pay Code 3 FY3 2021-2022 FY3 01/04/2021  31/03/2022 50000 Ok Approved @ (&

Salary Structure )
Showing 1to 3 of 3 entries

Cost Center Previous Next

Income Tax Slab Master

Financial Year

Income Tax Slab

Professional Tax
Master

Figure 4.2-30: Income Tax Slab Master- Financial Year

HRMS administrator shall be able to perform the following activities from the landing

page:
e C(Clickon to apply the available filters.
=
e C(lickon to export the table records in Excel or CSV as per table
columns.
Search:
e Clickon to enter a search query that shall

search the table records.

e C(lickon H to sort the table records in ascending order or descending order of
entries.

. Previous n 2 Mext .
e C(lickon to navigate table records

Add Fnancial Year

to add a new Financial Year in the table as mentioned
in Section 4.4.3 — Add Financial Year Request.

e C(Clickon
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e Clickon < to editan existing Financial Year in the table as mentioned in
Section 4.6.4 — Edit Financial Year.

4.6.3 Add Financial Year

Add Rnancial Year

Click on to open the Add Financial Year as shown in Figure 4-31

FCI HRMS AHEE X e

BHIM RAM A
Emp Id : 141836 \gg ¥

Division : Personnel =
— Financial Year Request

@& Home
[ Manager Dashboard Financial Year * Year Code* Start Date End Date

Core HR 2022-23 23 01/04/2022 31/03/2023

: - *
Taaaantia Standard Deduction Amount Remarks
50000 ok

Compensation and Benefit

Payroll
Cancel
Masters

Payroll Type

Salary Type
Pay Code

Salary Structure

Cost Center

Income Tax Slab Master
Financial Year
Income Tax Slab

Professional Tax
Master

Figure 4.2-31: Add Financial Year

4.6.4 Edit Financial Year

Click on o to open Edit Financial Year as shown in Figure 4-32
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0o T FCl HRMS 0000 & Fo

Division : Personnel

n
(i
S

— Edit Financial Year
Home

Manager Dashboard Request ID Financial Year Year Code Start Date
e T Fy28 2022-23 23 01/04/2022
1 * *
Leave and Attendance End Date Standard Deduction Amount Remarks
31/03/2023 50000 ok

Compensation and Benefit

Payroll
Update Cancel

Masters

Payroll Type

Salary Type

Pay Code

Salary Structure

Cost Center

Income Tax Slab Master
Financial Year
Income Tax Slab

Professional Tax
Master

Figure 4.2-32: Edit Financial Year

Update

4.6.5 Financial Year Reviewer Landing

Enter the details and click on for updating the existing record in the table.

Submit
Enter the details and click on - as shown in Figure 4-31; the request will be
listed in the Reviewer landing screen as shown in Figure 4-33

. AMITABH KUMAR B
) = REy
Y Empld:152770 §§

Division : Personnel

FCI HRMS elnzGEe

— Financial Year Reviewer Landing

Home

Financial Year Status

[ Manager Dashboard
All v All M Get Results
Core HR

Compensation and Benefit
pe m Request ID % | Financial Year 4 Year Code 4 | Start Date 4 | End Date 4 | Standard Deduction Amount 4 mm

Leave and Attendance Show 10 v entries Exportto: |Search: |

Payroll
o 1 2022-23 01/04/2022  31/03/2023 50000 FEEINE @
Review
Masters 2
Payroll Type 2 FY1 2019-2020 FY1 01/04/20019  31/03/2020 50000 Ok Approved @
Salary Type 3 FY2 2020-2021 FY2 0l/04/2020  31/03/2021 50000 Ok Approved @
Pay Code 4 FY3 2021-2022 FY3 01/04/2021  31/03/2022 50000 Ok Approved @

Salary Structure

Showing 1to 4 of 4 entries
Cost Center .
) Previous Jl Next

Income Tax Slab Master

» Financial Year 4

» Income Tax Slab
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Figure 4.2-33 Financial Year Reviewer Landing

=

Click on as shown in Figure 4-33, to land on Review Financial Year request as shown in Figure

4-34.

4.6.6 Financial Year Review

o AMITABH KUMAR =
I Emp Id : 152770 xg 7 FCI H RMS

Division : Personnel g

— Review Financial Year
@& Home

[ Manager Dashboard

Core HR Request ID Start Date
FY28 01/04/2022
Leave and Attendance . .
Financial Year End Date
Compensation and Benefit 2022-23 31/03/2023
Year Code Remarks
Payroll
23 ok

Mast: .
SSIEES Standard Deduction Amount

Payroll Type 50000
Salary Type
Pay Code

Salary Struct : .
alary Structure View Action History

Cost Center

Income Tax Slab Master Reviewer Remarks *

Financial Year ok
Income Tax Slab

Professional Tax @
Master &

Income Tax Return Document Name Supportive Document

Master
) Enter Document Name Upload Document Upload
» Transaction
& Employee Relation
N T S T
Add Reviewer -l ﬂ Cancel

Figure 4.2-34: Financial Year Review

Reviewer shall be able to perform the following activities from the Review Page.

View Action History

e C(lickon to view the action taken on the request as shown in

Figure 4-38.

e Clickon m m to upload the supportive document/add the column to
upload document.

U
e C(lickon - to review the request, the request will be forwarded to the
approver’s landing page as shown in Figure 4-35.

deart
e C(Clickon - to revert the request back to the initiator, this request will be
listed in the landing page of Initiator as shown in Figure 4-30.
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ancel

e Clickon to navigate back to the Reviewer landing screen as shown in
Figure 4-33.

4.6.7 Financial Year Approver Landing

Heview
Reviewer clicks on - as shown in Figure 4-34, the request will be listed in
Approver’s Landing Page as shown in Figure 4-35.

0 DV PRASAD
Emp Id : 299546

—
Division : Personnel

FCI HRMS O000 MNEMEN & @

— Financial Year Approver Landing
@& Home

Financial Year Status

All - All - Get Results
Core HR

Leave and Attendance Show 10 ~ entries Export to :| m

Manager Dashboard

| Search: |

Compensation and Benefit

Payroll
! 202223 01/04/2022  3)/03/2023 50000 Pl @ E
Approval
Masters. 2
Payroll Type 2 FY1 2019-2020 FY1 01/04/2019  31/03/2020 50000 Ok Approved @
Salary Type 3 FY2 2020-2021 FY2 01/04/2020 | 31/03/2021 | 50000 Ok Approved @
Pay Code 4 FY3 2021-2022 FY3 01/04/2021 | 31/03/2022 | 50000 ok Approved @

Salary Structure

I Showing 1to 4 of 4 entries
Cost Center 3 Previous - Next

Income Tax Slab Master

Financial Year 4

Income Tax Slab

Professional Tax
Master

Figure 4.2-35: Financial Year Approver Landing

w
Click on as shown in Figure 4-35, to land on Approve Paycode request as shown in
Figure 4-36.

4.6.8 Financial Year Approve

Copyright © 2020 HRMS All Rights Reserved to FCI Page 72 of 206



FCI HRMS
User Manual Version 0.1

o DV PRASAD :
B Empid:29sis = \%gg FCI HRMS
Division : Personnel i

— Approve Financial Year

@& Home

[A Manager Dashboard

Core HR Request ID Start Date
Fy2s 01/04/2022
Leave and Attendance . R
Financial Year End Date
Compensation and Benefit 2022-23 31/03/2023
Year Code Remarks
Payroll
23 ok

Masters standard Deduction Amount

Payroll Type 50000
Salary Type
Pay Code

Salary Struct: : :
ary Structure View Action History

Cost Center

Income Tax Slab Master Approver Remarks *
Financial Year ok
Income Tax Slab

Professional Tax e
Master i

Income Tax Return Document Name Suppertive Document
Master
) Enter Document Name Upload Document Upload Patels]
» Transaction .

& Employee Relation
D e
Add Reviewer Selective Revert Cancel

Figure 4.2-36: Financial Year Approve

Approver shall be able to perform the following activities from the Approve Page.

View Action History

e C(Clickon
Figure 4-38.

to view the action taken on the request as shown in

e C(Clickon m m to upload the supportive document/add the column to
upload document.

Appaoe

- to approve the request, and a success message will be
shown in the Financial Year Approver Landing Screen for approving the record
as shown in Figure 4-37.

e Clickon

e C(lickon to reject the request back to the initiator, this request will be
listed in the landing page of Initiator with “Rejected” status.

Cancel

e Click on to navigate back to the Approver landing screen as show in
Figure 4-35.

Copyright © 2020 HRMS All Rights Reserved to FCI Page 73 of 206



FCI HRMS
User Manual Version 0.1

DV PRASAD
Emp d : 299546

Division : Parsonnel

0

B Homa

B Manager Dashbeard
Come HR
Leave and Attendance
Compansation and Benefit

Payrell

Masters

* Payroll Typa
Salary Type
Pay Coda

Salary Structure

Cost Center
Income Tax Slab Master

» Financial Year

FCl HRMS

Successl Request has been approved successfully.

— Financial Year Approver Landing

Financial Year Status

All bi

All

¥ | RequestID §

- Get Results

Search:

Financial Year § . Year Code § | Start Date § | End Date § i Standard Deduction Amount § | Remarks § | Status Action
1 FY28 2022-23 23 01042002 31032023 50000 ok Appr ®
2 F¥1 2019-2020 FY1 0fo4f2018  3105/2020 50000 ok Approved | @
3 Fy2 2020-202 F2 01042000 3032021 50000 Ok -
4 FY3 2021-2022 FY3 oosi20m 30312022 50000 Ok Appreved | @

Showing 1to 4 of 4 entries

Figure 4.2-37: Financial Year Approve Successful

4.6.9 View Action History

Click on

as shown in Figure 4-34 and 4-36, to navigate to View

Action History page as shown in Figure 4-38.

BIJAY KUMAR SINGH
Emp Id : 300027
Division : Personnel

0

@& Home

[B Manager Dashboard
Core HR
Leave and Attendance
Compensation and Benefit

Payroll

Masters

Payroll Type

Salary Type

Pay Code

Salary Structure

Cost Center

Income Tax Slab Master
Financial Year
Income Tax Slab

Professional Tax
Master

Income Tax Return
Master
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FCI HRMS

— Action History

Version From Date To Date
All ¥ | DD/MMAYYYY B ooy i Get Results
ID FY28
Show 10 w~ entries Search:
23/09/2020 Assistant Grade I1I Request
TRETERa ] Initiated BHIM RAM {Personnel] Personnel | Initiator Initiated
23/09/2020 Assistant General )
2 1 R d AMITABH KUMAR P | R k @
10:07:36 AM eviews Manager (Personnel) ersenne eviewer °
23/09/2020 DEVESH KUMAR  General Manager .
3 TRETTE/ 1 Reviewed TR {Personnel] Personnel = Reviewer ok @
23/09/2020 BIJAY KUMAR Executive Director -
L 10:09:48 AM 1 Reviewed SINGH [Personnel] Perscnnel = Reviewer ok @
Pending
5 1 N/A Managing Director Personnel = Approver N/A @
Approval
Showing 1to 5 of 5 entries
Previous - Next
Close

Figure 4.2-38: Action History
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HRMS administrator shall be able to perform the following activities from Action
History page:

Get Results
Click on

. to apply the available filters.
-
e C(Clickon to view the particular detail of the record as shown in Figure 4-
39.
DV PRASAD \' -
crowcmssis = AN FCIHRMS = 000O0W®E®AEE
vision : Personnei -..g

— Action History View

& Home
[ Manager Dashboard Division Designation Authority Employee Name Version Date Of Action
& CoreHR Personnel Assistant Grade IIl [Perst Initiator - BHIM RAM v 1 - 23/09/2020 10:05:44 AM -
& Leave and Attendance
Get Results

& Compensation and Benefit
& Payroll
» Masters Request ID Start Date

Payrall Type FY28 01/04/2022

salary Type Financial Year End Date

Pay Code 2022-23 31/03/2023

Salary Structure Year Code Remarks

Cost Center e ok

Income Tax Slab Master Standard Deduction Amount
» Financial Year 50000
» Income Tax Slab

» Professional Tax
Master

» Income Tax Return
Master

Remarks

Request Initiated
» Transaction

& Employee Relation

Figure 4.2-39: Action History View

4.7 Income Tax Slab Master- Income Tax Slab
(SRS_HRMS_PR_06)

This feature will allow the payroll management to set the tax rates. System will facilitate
Manager Bill(s) for defining / Update the Income tax slab and Professional tax slab rates as
per circular received from the authority.

4.7.1 Navigation
Left Navigation: Payroll >>Masters >> Income Tax Slab Master>> Income Tax Slab
4.7.2 Landing Page

HRMS administrator shall traverse the navigation as mentioned in Section 4.7.1 to
reach the Income Tax Slab Master — Income Tax Slab Landing Page as shown in Figure
4.30
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Figure 4.3-30: Income Tax Slab Master- Income Tax Slab

HRMS administrator shall be able to perform the following activities from the landing

page:
e C(lickon to apply the available filters.
H Excel Cav
s ik =

columns.

to export the table records in Excel or CSV as per table

Search:
e C(lickon to enter a search query that shall
search the table records.

e Clickon H to sort the table records in ascending order or descending order of

entries.

. Previous n 2 Mext .
e C(lickon to navigate table records

e C(Clickon to add a new Income Tax Slab in the table as

mentioned in Section 4.4.3 — Add Income Tax Slab Request.

e C(lickon o to edit an existing Income Tax Slab in the table as mentioned in
Section 4.4.4 — Edit Income Tax Slab.

4.7.3 Add Income Tax Slab

Click on

to open the Add Income Tax Slab as shown in Figure 4-31

Copyright © 2020 HRMS All Rights Reserved to FCI Page 76 of 206



FCI HRMS

User Manual Version 0.1

BHIM RAM
Emp Id : 141836
Division : Personnel

Home

Manager Dashboard

Core HR

Leave and Attendance

Compensation and Benefit

Payroll

Masters

Payroll Type

Salary Type

Pay Code

Salary Structure

Cost Center

Income Tax Slab Master
Financial Year
Income Tax Slab

Professional Tax
Master

Income Tax Return
Master

Transaction

Employee Relation

4.7.4 Edit Income Tax Slab

BHIM RAM
Emp Id : 141836
Division : Personnel

Home

Manager Dashboard

Core HR

Leave and Attendance
Compensation and Benefit

Payroll

Masters

» Payroll Type

Salary Type

Pay Code

Salary Structure

Cost Center

Income Tax Slab Master
Financial Year
Income Tax Slab

Professional Tax
Master

Income Tax Return
Master

— Income Tax Slab Request

FCI HRMS

Financial Year *

2020-2027

To Age™

60

Tax Percentage

o]

Ref. Document Number *

cirl234

Tax Category *

All

From Amount™

o}

Sur Charge Percentage

0

Ref. Document*

Regime Type *

Old Regime

To Amount*

275000

Health & Education Cess
Percentage *

0

Remarks *

ok

From Age*

Rebate Amount*

275000

Effective From

01/04/2020

Is Active *

Active

Cancel

Figure 4.3-31: Add Income Tax Slab

Click on o to open Edit Income Tax Slab as shown in Figure 4-32

— Edit Income Tax Slab

FCI HRMS

Regquest ID

ISR41

From Age *

1

Rebate Amount

Financial Year

2020-2021

To Age*

60

Tax Percentage *

Tax Category

All

From Amount

o]

Sur Charge Percentage *

Regime Type

0Old Regime

To Amount *

275000

Health & Education Cess

Percentage*
275000 0 o
0

Effective From Ref. Document Number * Ref. Document % * Remarks *

01/04/2020 cirl234 ocument ok
Is Active *

Active

Update Cancel
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Figure 4.3-32: Edit Income Tax Slab

Update

4.7.5 Income Tax Slab Reviewer Landing

Enter the details and click on for updating the existing record in the table.

Enter the details and click on as shown in Figure 4-31; the request will be
listed in the Reviewer landing screen as shown in Figure 4-33

AMITREH KUMAR

0= - W FCI HRMS -

Divisian: Personnel

— Income Tax Slab Reviewsr Landing

& Home
I Mansger Deshiooard Financtal vear Tax Categury Regime Type Effective From

& Cor R

& Lemve and Atterdance

 Compensation and Banefit

Aremt 1 B[R Y e e Eﬂﬂm
St | T e e et e et e e e e e e e e e e
» Peyroll Type
1 R moan Al oldnegime 1 & 0 - a [ wisnee v ak Active

» SolaryType 00000 |300000 0 mfo4z020
» Py Code
2 =t 2020200 4 aldnegme 1 & 0 75000 7000 [} 0 0 o400 cinzs o ok Active ]
# Selary Structure
e 3 3 06 2020200 4 MewDegme 0 & 200001 TED000 [} 0 a 4 mjasfz020 K Actie | Agproved |
# Income Tax Slal Master & 035 3020-2001 al MewDegme 0 & 250000 500000 12800 5 [ & mjosfzEn oK Aictive hgproved | o
¥ Financial Year
SRIT 2020200 4 MewDegme O ] TECODI w0000 |0 15 0 4 mjasfz020 K Actie | Aoproved | @
» IncomeTexslab g
P —— [ SR8 2020200 al MewBegme | O ] Tcooea moe |0 | ] 4 Mosfz020 aK actie | Aoproved |
Mezter
7 e 2020:200 al HewBegme | O ] 1250001 |O0000 |0 = 0 4 0042020 K actie | Agprved |
» Income Tax Retum
E] 53D 2020200 i MewBegme | O ] 150000 waeoae |0 k| ] P Mjasz00 o dctiee | Aoproved | @
¥ Tmnssction
3 SAT 2020:200 al HewBegme | O ] 2000001 W000000 |0 k| o 4 0042020 K actie | Agprved |
& Employes Delation
° o) 2020200 al MewBegme | O ] 1000001 0000000 |0 k| 15 4 0042020 K actie | Aoproved |

shawing 1t 10 of 43 entries

Figure 4.3-33 Income Tax Slab Reviewer Landing

Click on L=
Figure 4-34.

as shown in Figure 4-33, to land on Review Income Tax Slab request as shown in

4.7.6 Income Tax Slab Review
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s Y N\ FCI HRMS

Division : Personnel

— Review Income Tax Slab

@ Home

B Manager Dashboard

Core HR Request ID From Age
ISR41 1
Leave and Attendance . .
Financial Year To Age
Compensation and Benefit 2020-2021 60
Tax Category Sur Charge Percentage
Payroll
All o
Masters . .
Regime Type Health & Education Cess Percentage
Payroll Type 1 o
Salary Ty
YRS From Amount Effective From
Pay Code
0 01/04/2020
Salary Structure
To Amount Ref. Document Number
Cost Center
275000 cin234
Income Tax Slab Master
. 5 Rebate Amount Ref. Document
Financial Year
275000 Attachments
Income Tax Slab
Professional Tax Tax Percentage Remarks
Master o ok
» Income Tax Return Is Active
Master
Active

» Transaction

& Employee Relation

View Action History

Reviewer Remarks =
ok
)
Document Name Supportive Decument
Enter Document Name Upload Document Upload Add

S S
Add REViewer canesl

Figure 4.3-34: Income Tax Slab Review

Reviewer shall be able to perform the following activities from the Review Page.

View Action History

e (Clickon
Figure 4-38.

to view the action taken on the request as shown in

e C(lickon m m to upload the supportive document/add the column to
upload document.

Heyigw
e C(lickon to review the request, the request will be forwarded to the

approver’s landing page as shown in Figure 4-35.

listed in the landing page of Initiator as shown in Figure 4-30.

e Clickon to revert the request back to the initiator, this request will be

Cancel

e Click on to navigate back to the Reviewer landing screen as shown in
Figure 4-33.
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4.7.7 Income Tax Slab Approver Landing
Hegigw
Reviewer clicks on as shown in Figure 4-34, the request will be listed in
Approver’s Landing Page as shown in Figure 4-35.

DOV PRASAD

0= BV FCI HRMS

Dhvision : Personnel

— Income Tax Slzb Approver Landing

& Home:
[ Maneger Deshisoard Financial Year Tax Categery Regime Type Effecthve From

& CorHR

& Lesve and Attendance
. -

& Compensation and Seneit

s R T
et TN | [ T e e e e e e e e e e e e e
» Payroll Type

1 SR 200200 e OldRegime |1 & ) ) L} WIATWE % ak Active lm

» SolaryType M0 | 20000 ] 242020 < B
» PuyCode
H SRel 200200 &l OldRegime |1 & ) 275000 275000 ) ) 0 0242020 cinzs % ok Acthe Approved | @
¥ Salary Struchure
» Cost Center 3 k] SRIE il A HewRegme |0 & £00oa1 TEOO00 a 1o ] 4 042020 oK Active haproved | g
# Income Tex Slab Master 4 SRIS Heg-20n el HewRegme |0 & 50000 £00000 12800 E a 4 42020 K Active Approved | g
» Finandal Yesr X
a SRIT 00200 e NewRegme |0 & TE00m 000000 L} 1] [1} L 042020 oK Actie tomroved | &
¥ Irome T Slab
% Praiessord Tax H SRIE 100200 Al NewRegme |0 ] 1000001 e |0 n ] 4 O1j04f2020 o actie | dporoved | @
Master
7 ] Het-20n A HewRegme |0 & 1250001 1500000 a F a 4 0042020 Ok Active hgproved | o
¥ Income Tex Retum
Magter — o i ur & i ] 7 L o i .
g SRID Heg-20n e MewRegme |0 & 150000 £000000 a n a 4 42020 K Active d | @
» Trnzction
3 SR3 200200 e NewRegme | 0 & 000001 o000 0 n o B 0042020 oK Active somroved | @
& Emalayee Relation
o SR3 i} A HewRegme |0 & 10030001 00000 |0 n 11 B 042020 OH Artive Approved | g

Shawing 1 ba 10 of 43 entries

Figure 4.3-35: Income Tax Slab Approver Landing

'
Click on as shown in Figure 4-35, to land on Approve Income Tax Slab request as
shown in Figure 4-36.

4.7.8 Income Tax Slab Approve
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DV PRASAD = ‘
Emp Id: 299546 \‘gég

Division : Personnel R

FCI HRMS A (2] &) (=]

— Approve Income Tax Slab

@& Home

[ manager Dashboard

Core HR Request ID From Age
ISRA1 1
Leave and Attendance . .
Financial vear To Age
Compensation and Benefit 2020-2021 60
Tax Category Sur Charge Percentage
Payroll
All o
Mast . .
SSESrS Regime Type Health & Education Cess Percentage
Payroll Type B o
Salary Type
5t From Amount Effective From
Pay Code
o 01/04/2020
Salary Structure
To Amount Ref. Document Number
Cost Center
275000 cir234
Income Tax Slab Master
. - Rebate Amount Ref. Document
» Financial Year
275000 Attachments
» Income Tax Slab
» Professional Tax Tax Percentage Remarks
Master o ok
*» Income Tax Return IS Active
Master
Active

Transaction

Employee Relation

View Action History

‘Approver Remarks -
ok
e
Document Name Supportive Document
Enter Document Name Upload Document Upload Add

S T
Add Reviewer Selective Revert Rejectl Cancel

Figure 4.3-36: Income Tax Slab Approve

Approver shall be able to perform the following activities from the Approve Page.

View Action History

e C(Clickon to view the action taken on the request as shown in

Figure 4-38.

e C(lickon m m to upload the supportive document/add the column to
upload document.

shown in the Income Tax Slab Approver Landing Screen for approving the

e Clickon to approve the request, and a success message will be

record as shown in Figure 4-37.

e C(lickon to reject the request back to the initiator, this request will be
listed in the landing page of Initiator with “Rejected” status.

Cancel

e Click on to navigate back to the Approver landing screen as show in
Figure 4-35.
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DV PRASAD
Emp Id : 299546

Division : Personnel

(9]

Hama

Manager Dashboard

Cora HR

Leave and Attendance

Compensation and Benefit

Payroll
Masters

Payroll Type

Salary Type
Pay Code

Salary Structure

Cost Centar

Income Tax Slab Master

* Financial Year

FCI HRMS

Success! Request has been approved successfully.

— Income Tax Slab Approver Landing

Financial Year Tax Category Regime Type Effective From
All o All ot all 4
Status
All Y Get Results
Show 10w entries Exportto: m Search:
i ' i 1 1
1 1ER41 2020-202 All Old Regirme 1 &0 L] 273000 275000
2 15R26 2020-202 All Now Regimae 5] B0 S000M TSOO00 Q
3 ISA25 2020-2020 All New Regime O 2] 250000 500000 12500
& [ =i d WROLION al Moy Danima (1] (] TROAWN s ala nnal (11

Figure 4.3-37: Income Tax Slab Approve Successful

4.7.9 View Action History

Click on as shown in Figure 4-34 and 4-36, to navigate to View
Action History page as shown in Figure 4-38.

@ o | = Wiy FCI HRMS 0000 WRAMEE £ @
Division : Personnel S

— Action History

& Home
Version From Date To Date
[ Manager Dashboard All ¥ | | DD/MM/YYYY E DD/MM/YYYY ﬁ Cet Results
Core HR ID ISR4]
== e e = Show 10 w entries Search:
23/09/2020 Assistant Grade |1l Request
payroll CRETOT A Initiated BHIM RAM (Personnel) Personnel | Initiator Initiated
Masters. 23/09/2020 . Assistant G | .
2 /09, 1 Reviewed AMITABH KUMAR SSistant benera Personnel Reviewer ok @
1:01:53 AM Manager (Personnel)
» Payroll Type
salary Type 23/09/2020 ' DEVESH KUMAR  General Manager )
S 1 Reviewed Personnel Reviewer ok @
M02:42 AM YADAAV (Personnel)
Pay Code
Salary Structure “ 23/09/2020 1 Revi d BIJAY KUMAR Executive Director o | Revi K @
T:03:42 AM eviewe SINGH {Personnel) ersonnel | Reviewer | @
Cost Center
Pending . )
Income Tax Slab Master 5 1 Approval N/A Managing Director Personnel Approver N/A @
Financial Year
Showing 1to 5 of 5 entri
Income Tax Slab owing Tt > of s entres
Previous - Next
Professional Tax
Master
Income Tax Return Close
Master
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HRMS administrator shall be able to perform the following activities from Action

History page:

e Clickon to apply the available filters.
-
e C(Clickon to view the particular detail of the record as shown in Figure 4-
39.

0::. - FCI HRMS

Division : Personnel

— Action History View

& Home
B Manager Dashboard Division Designation Authority Employee Name Version Date Of Action
Core HR Personnel Assistant Grade Ill (F Initiator v BHIM RAM v 1 v 23/09/2020 10:58:03 AM -
Leave and Attendance
Get Results
Compensation and Benefit
Payroll
s Request ID From Age
Payroll Type ISR41 !
Salary Type Financial Year To Age
Pay Code 2020-2021 60
Salary Structure Tax Category Sur Charge Percentage
Cost Center All Q
Income Tax Slab Master Regime Type Health & Education Cess Percentage
Financial Year 1 o]
Income Tax Slab From Amount Effective From
Professional Tax 0 01/04/2020
Master
To Amount Ref. Document Number
Income Tax Return
Master 275000 cir234
» Transaction Rebate Amount Ref. Document
& Employee Relation 275000 Attachments
Tax Percentage Remarks
o ok
Is Active
Active
Remarks
Request Initiated

Figure 4.3-39: Action History View

4.8 Income Tax Slab Master- Professional Tax Master
(SRS_HRMS_PR_06)

This feature will allow the payroll management to set the tax rates. System will facilitate
Manager Bill(s) for defining / Update the Income tax slab and Professional tax slab rates as
per circular received from the authority.
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4.8.1 Navigation

Left Navigation: Payroll >>Masters >> Income Tax Slab Master>> Professional Tax
Master

4.8.2 Landing Page

HRMS administrator shall traverse the navigation as mentioned in Section 4.4.1 to
reach the Professional Tax Master Landing Page as shown in Figure 4.30

BHIM RAM

empid:eezs = YT FCI HRMS
Division : L
Parsonnel
— Professional Tax Master Landing
b Home
T — State Effective From Status
A : - A ! ]
& CoreHR
& Leave and attendance e
& Compensation and show| g v |emres. export o | [T (KT N R _
Benefit
RequsllD §|State  § Monthly Gross Eaming From # | Monthly Gross Eaming To #|TaxAmount | Periodicity | Effective From  # | Ref. Document Number mmm
& Payroll 1
1 PRTZ6 Bihar o 15000 100 Manthly 23/03/z020 Srue % ok ctive Fendine ¥
» Mostms Review
3 Dayroll Type
Showing 1to 1cf1 entries
3 Salary Type
3 Pay Code

 Salary Structure

» Cost Canter

3 Income Tax Sish 3
Master -

® Financial Yesr
» Income Tax Slsb

* Professional Tox
Master

» Income Tax Return
Master

Figure 4.4-30: Income Tax Slab Master- Professional Tax Master

HRMS administrator shall be able to perform the following activities from the landing

page:
e C(lickon to apply the available filters.
[
e C(lickon to export the table records in Excel or CSV as per table
columns.
Search:
e Clickon to enter a search query that shall

search the table records.

e Clickon H to sort the table records in ascending order or descending order of
entries.

. Previous n 2 Mext .
e C(Clickon to navigate table records
&dd projeional Tax Type
e C(lickon to add a new Professional Tax Type in the
table as mentioned in Section 4.4.3 — Add Professional Tax Type.

e C(lickon = to edit an existing Professional Tax Type in the table as mentioned
in Section 4.4.4 — Edit Professional Tax.
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4.8.3 Add Professional Tax Type
#dd Professional Tax Tvpe

Click on to open the Add Professional Tax Type as shown in
Figure 4-31

BHIM RAM A
E ¥ -
. Empid:141836 = ‘géf FCI HRMS 0000MAMEY &
Division : LB
Personnel
— Professional Tax Master Request
& Home
[ Manager Dashboard State* Menthly Gross Earning From * Monthly Gross Earning To* Tax Amount*
Bihar N 0 15000 100
& Core HR
Periodicity * Effective From* Ref, Document Number* Ref, Decument *
& Leave and Attendance
Monthly v 23f09/2020 3rwe Exported.pdf
& Compensation and
Benefit Remarks* Is Active®
ok Active
& Payroll
» Masters
» Payroll Type

» Salary Type
» Pay Code

» Salary Structure

» Cost Center

» Income Tax Slab
Master

» Financial Year
» Income Tax Slab

» Professional Tax
Master

» Income Tax Return
Master

Figure 4.4-31: Add Professional Tax

4.8.4 Edit Professional Tax

Click on o to open Edit Professional Tax as shown in Figure 4-32
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BHIM RAM Rig
Emp Id : 141836 = "%gf i
e

Division :

FCI HRMS oco00mMAMEm &

Personnel
— Edit Professional Tax Master

@& Home
B Manager Request ID State Monthly Gross Earning From Monthly Gross Earning To*
Dashboard )

astooar PRT26 Bihar 0 15000
djecel Tax Amount* Periodicity Effective From* Ref, Document Number *
& Leave and Attendance 100 Monthly 23/09/2020 3rwe
& Compensation and Ref. Document % * Remarks * Is Active*

Benefit

ent ok Active N

& Payroll

» Masters Update Cancel

» Payroll Type
Salary Type
Pay Code
Salary Structure
Cost Center

Income Tax Slab
Master

» Financial Year
» Income Tax Slab

» Professional Tax
Master

Income Tax Return
Master

Figure 4.4-32: Edit Professional Tax

Update

4.8.5 Professional Tax Reviewer Landing

Enter the details and click on for updating the existing record in the table.

Submit
Enter the details and click on - as shown in Figure 4-31; the request will be
listed in the Reviewer landing screen as shown in Figure 4-33

0= B FCIHRMS £

Divisian : Rersonnel w

& Hame — Professional Tax Master Reviewer

B Manager Deshboard State EMective From Status

A *| | oM Al il et
& CorHR

e Shaw 0w |enties Expartto
§ Compensstion and Benafit

e e e o
aml 1 1 pATES g 0 iy Tve 4 a aeti oo
» Mt

15000 W Mankhly pctincink ] o
Chomwing 1ta 1ot antrias
S

 Salary Type
Py Code

» Salary Structure:

» Cont Conter 3

¥ Ireome Tax Siab Maste!
¥ Finncial Yesr

¥ Income TaxSish

» ProfessionelTx /]
Master

¥ Income Tex Retum
Mester

Figure 4.4-33 Professional Tax Reviewer Landing
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Click on = as shown in Figure 4-33, to land on Review Professional Tax request as shown in
Figure 4-34.

4.8.6 Professional Tax Review

AMITABH KUMAR b
[ 1 Tl 7, FCI HRMS 00e0mAmET e
Division : @
Personnel
— Review | Tax
@ Home
[R Manager Dashboard
& Core HR Request ID Effective From
PRT26 23/09/2020
SlLes ShlMenS e State Ref. Document Number
& Compensation and Bihar 3rwe
Benefit .
ne Monthly Gross Earning From Ref. Document
& Payroll [} Attachments
» Masters Monthly Gross Earning To Remarks
» Payroll Type 15000 ok
> Salary Type Tax Amount Is Active
» Pay Code 100 Active
» Salary Structure Periodicity
> Cost Center Monthly
» Income Tax Slab
Master
» Financial Year |
» Income Tax Slab
. Reviewer Remarks
» Professional Tax
Master ok
» Income Tax Return
Master ®
» Transaction 2
_ Document Name Supportive Document
& Employee Relation
Add Reviewer Capeel

Figure 4.4-34: Professional Tax Review

Reviewer shall be able to perform the following activities from the Review Page.

View Action History

e C(Clickon
Figure 4-38.

to view the action taken on the request as shown in

e C(Clickon m m to upload the supportive document/add the column to
upload document.

Heview
- to review the request, the request will be forwarded to the
approver’s landing page as shown in Figure 4-35.

e C(lickon - to revert the request back to the initiator, this request will be
listed in the landing page of Initiator as shown in Figure 4-30.

e (Clickon

Cancel

e Clickon to navigate back to the Reviewer landing screen as shown in
Figure 4-33.
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4.8.7 Professional Tax Approver Landing

Hegigw
Reviewer clicks on - as shown in Figure 4-34, the request will be listed in
Approver’s Landing Page as shown in Figure 4-35.

0. Ay FCI HRMS

Division - Persornel NS

A — Professional Tax Master Approver

[ Manager Dashboard State Effective From Status

4 CoeiR A Y| | DOMM Al Ml cetresutts

& Leaveand Attendance
Show 10w entries Expartto:ml Search:
e e e et e e e N T

PAT2 Bihr 15000 Morithly 7309/2020 Irwe ok Active ffrpjfj @

& Compensation and Benefit

Payoll  {
Masters 9
Payrall Type
» Salary Type
Pay Code

Showing 1 talof 1 entries

» Cost Canter

»
»
»
» Salary Structure
»
»

Income Tax Slab Master 3

» Financial Year

#  Income Tax Sab

» Professional Tax Master 4]
» Income Tax Return Master

» Transaction

Figure 4.4-35: Professional Tax Approver Landing

-.r
Click on as shown in Figure 4-35, to land on Approve Professional Tax request as
shown in Figure 4-36.

4.8.8 Professional Tax Approve
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DV PRASAD
Emp Id : 299546
Division :

Personnel

& Home

[ Manager
Dashboard

& Core HR
& Leave and Attendance

& Compensation and
Benefit
& Payroll
» Masters
» Payroll Type
» Salary Type
» Pay Code
» Salary Structure
» Cost Center

» Income Tax Slab
Master

» Financial Year
» Income Tax Slab

» Professional Tax
Master

» Income Tax Return
Master

» Transaction

& Employee Relation

REs FCI HRMS 0000NAMER £ @
— Approve Professional Tax
Request ID Effective From
PRT26 23/09/2020
State Ref. Document Number
Bihar 3rwe

Monthly Gross Earning From Ref. Document

0 Attachments

Monthly Gross Earning To Remarks

15000 ok

Tax Amount Is Active

100 Active

Periodicity

Monthly

ey

Approver Remarks *

ok

i

Document Name Supportive Document

Enter Document Name Upload Document Upload Add

Add Reviewer Selective Revert - Cancel

Figure 4.4-36: Professional Tax Approve

Approver shall be able to perform the following activities from the Approve Page.

Copyright © 2020 HRMS All Rights Reserved to FCI

View Action History

Click on
Figure 4-38.

to view the action taken on the request as shown in

Click on m m to upload the supportive document/add the column to
upload document.

shown in the Professional Tax Approver Landing Screen for approving the

Click on to approve the request, and a success message will be

record as shown in Figure 4-37.

Click on to reject the request back to the initiator, this request will be
listed in the landing page of Initiator with “Rejected” status.

Cancel

Click on
Figure 4-35.

to navigate back to the Approver landing screen as show in
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BHIM RAM S e i
@ Emp id : 141836 = FC[ HRMS OO0 00 M
Division : e
Personnel
Success! Professional Tax has been updated successfully.
@& Home

[ Manager
Dashboard

— Professional Tax Master Landing

State Effective From Status

i 7 Tocingan n.. ;

& Core HR

& Leave and Attendance

Show 10 w entries Exportto: m mm Search:

S.No.§ | Request ID ¢ | State § | Monthly Gross Earning From § | Monthly Gross Earning To# | Tax Amount § | Periodicity § | Effective From ¢ | Ref. Document Number §

Benefit

& Payroll
*» Masters

Payroll Type Bihar 0 Monthly 23/09/2020

Salary Type

] 3

Pay Code : ;

Showing1to1of 1 entries
Salary Structure Previous - Mext
Cost Center

Income Tax Slab
Mastar

» Financial Year
» |ncome Tax Slab

» Professional Tax
Master

Figure 4.4-37: Professional Tax Approve Successful

4.8.9 View Action History

Click on as shown in Figure 4-34 and 4-36, to navigate to View
Action History page as shown in Figure 4-38.

DV PRASAD
— ¥ —~
O, - \gi FCI HRMS 0000EAREE £ @
Division :
Personnel
— Action History
& Home )
Version From Date To Date
[B Manager All v | DD/IMMAYYYY DD/MM/
Dashboard
ID PRT26
4 Core HR
Show 10 w entries Search:
4 Compensatlon ard 22020201 5055 1 Initiated BHIM RAM Assistant Grade |l [Personnel) Personnel Initiator T E
Benefit PM Initiated
& Payroll 2 22/05/2020 15422 1 Reviewed AMITAEH KUMAR Assistant General Manager Personnel Reviewer ok @
PM (Personnel)
» Masters
23/09/2020 2:37:18 . DEVESH KUMAR .
3 1 Reviewed General Manager (Personnel Personnel Reviewer ok @
Payroll Type PM YADAAV ger | I
Salary Type 2
4 23/03/2020 23828 1 Reviewed BIJAY KUMARSINGH  Executive Director (Personnel) Personnel Reviewer ok @
Pay Code PM
Salary Structure i
v 5 1 Pendlngl N/A Managing Director Personnel Approver  N/& @
Cost Center Approva
Income Tax Slab Showing 110 5 of 5 entries
Master Previous n Next
» Financial Year
» Income Tax Slab Close
» Professional Tax

Master

Income Tax Return
Master

» Transaction
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DV PRASAD
Emp Id : 299546
Division :

Personnel

& Home

[B Manager
Dashboard

& Core HR
& Leave and Attendance

& Compensation and
Benefit

& Payroll

» Masters
» Payroll Type
» Salary Type
» Pay Code
» Salary Structure
» Cost Center

» Income Tax Slab
Master

» Financial Year
» Income Tax Slab

» Professional Tax
Master

» Income Tax Return
Master

» Transaction

& Employee Relation

Figure 4.4-38: Action History

HRMS administrator shall be able to perform the following activities from Action

History page:

e C(Clickon to apply the available filters.
=
e C(lickon to view the particular detail of the record as shown in Figure 4-
39.

kéf FCI HRMS O000BEMEBE

=

£eo

— Action History View

Division Designation Authority Employee Name Version Date Of Action

Personnel Assistant Grade Il (Pers Initiator v BHIM RAM M 1 N 23/09/2020 1:50:58 PM

Get Results

Request ID Effective From
PRT26 23/09/2020
State Ref. Document Number
Bihar 3rwe

Monthly Gross Earning From Ref. Document
[¢] Attachments
Monthly Gross Earning To Remarks
15000 ok

Tax Amount Is Active

100 Active
Periodicity

Monthly

Remarks

Request Initiated

Figure 4.4-39: Action History View

4.9 Income Tax Return Master- Income Tax Section Master

(SRS_HRMS_PR_10)

This process is used for Tax calculator Master data creation. In this process limit will be
defined pertaining to the Deduction Chapter VI A (80 C, Other 80s sections), Exemption
Section 10, HRA and Other Income Section 24.
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Also, this Process is to be used for Income Tax declaration under each of the above (80 C,
HRA & Other Income) sections and calculates the tax projection, Form 12 B and actual tax
form 16 as when required.

This process will also be used for capturing the previous employer Form 12 B details in
case of new Joiner.

System will facilitate Manager Bill(s) for defining the Tax Calculator Master as & when
policy changed.

4.9.1 Navigation

Left Navigation: Payroll >>Masters >> Income Tax Return Master >> Income Tax
Section Master

4.9.2 Landing Page

HRMS administrator shall traverse the navigation as mentioned in Section 4.4.1 to
reach the Income Tax Return Master — Income Tax Section Master Landing Page as
shown in Figure 4.30

Division : Personnel

0. I FCI HRMS

— Income Tax Section Master Landing

@& Home

[ Manager Dashboard Financial Year Section Status

All v All v Al N Get Results |
& CoreHR

& Leave and Attendance
& Compensation and Benefit
Shew 10 + entries Exportto: m | Search: |

& Payroll 1
N e e e e e e N
» Masters 2
1 Ins29 2020-2001 80PA 4466666 oK Active Pending Review @
» Payroll Type
5 G 2 IRS20 2020-2071 801AC 9999999999 oK Active Approved f-
» Pay Code 3 IRs1a 2020-2001 801AB 9999999999 oK Active Approved ®F
D EENTETS 4 RS2 2020-2071 8018 9999999999 oK Active Approved ®F
» Cost Center
5 IRs22 2020-2021 80 1A 9999999999 oK Active Approved ®F
» Income Tax Slab Master
ST & 6 IRS23 2020-2021 801C 9999999999 oK Active Approved ®F
Mast
= 7 IRS24 2020-2021 801D 9999999999 oK Active Approved ®F
# Income tax Section
Master 4 8 IRS25 2020-2021 801E 9999993999 oK Active Approved ®F
L erlﬂ:“'b" Chapter ] IRS26 2020-2021 80134 9999999999 oK Active Approved ®F
» Exemption Section10 10 Ins27 2020-2001 801744 9999999999 oK Active Approved ®F
» Other Income - Showing 1to10 of 37 entries
Section 24 | Previous 2 3| 4 | Next
» HRA —

» Transaction

Figure 4.5-30: Income Tax Section Master

HRMS administrator shall be able to perform the following activities from the landing

page:
Get Results

e C(Clickon to apply the available filters.
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=
e C(Clickon

columns.

to export the table records in Excel or CSV as per table

Search:
e Clickon to enter a search query that shall
search the table records.

e Clickon H to sort the table records in ascending order or descending order of
entries.

. Previous n 2 Mext .
e C(Clickon to navigate table records

e (Clickon to add a new Income Tax Section in the table

as mentioned in Section 4.4.3 — Add Income Tax Section Request.

e Clickon =4 to edit an existing Income Tax Section in the table as mentioned in
Section 4.4.4 — Edit Income Tax Section.

4.9.3 Add Income Tax Section

Click on to open the Add Income Tax Section as shown in Figure

BHIM RAM -
= WEe 2] [a+] [E] [+
. Emp Id : 141836 = $§§ FCI HRMS o kad BlCadd i L G
Division : head
Personnel
— Income Tax Section Master Request
& Home
& Manager Financial Year* Section * Section Limit* Ref. Document Number*
Dashbx d
ashiboar 20202021 - | soc 150000 2éwer
O =z R Ref. Document* Remarks * Is Active *
& Leave and Attendance Exported.pdf ok Active -
& Compensation and
Benati = ---

& Payroll

» Masters

Payroll Type

Salary Type

Pay Code
Salary Structure
Cost Center

Income Tax Slab
Master

Income Tax Return
Master

Income tax
Section Master

Deduction
Chapter V1 A

Exemption
Section 10

Other Income -
Section 24

HRA

Figure 4.5-31: Add Income Tax Section
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4.9.4 Edit Income Tax Section

Click on <z to open Edit Income Tax Section Financial Year as shown in Figure 4-32

-

Q E:I:\:ﬁﬂmsa \ T FCl HRMS .

Division : Personnel =

— Edit Income Tax Section Master

& Home
[ Manager Dashboard Request ID Financial Year Section Section Limit*
& Core HR IRS17 2020-2021 80C 150000

Ref. Document Number * Ref. Document % * Remarks * Is Active ™

Leave and Attendance

24wer Exported.pdf ok Active -
Compensation and Benefit

Payroll
Update Cancel

Masters

» Payroll Type

» Salary Type
Pay Code
Salary Structure

Income Tax Slab Master

»
»
» Cost Center
»
»

Income Tax Return
Master

» Income tax Section
Master

» Deduction Chapter
VI A

» Exemption Section 10

Other Income -
Section 24

» HRA

» Transaction

Figure 4.5-32: Edit Income Tax Section

Update

4.9.5 Income Tax Section Reviewer Landing

Enter the details and click on for updating the existing record in the table.

Submit
Enter the details and click on - as shown in Figure 4-31; the request will be
listed in the Reviewer landing screen as shown in Figure 4-33
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AMITABH KUMAR :‘ N o
Emp Id : 152770 = iéf
=

Division : Personnel

FCI HRMS NEMEER 4 e

— Income Tax Section Master Reviewer Landing

& Home

[ Manager Dashboard Financial Year Section Status

A” ’ A” ’ AII ’
Core HR

-EmEE
Ci ti d Benefit

Payroll 1 IRS17 2020-2021 150000 2éwer Active Pending Review @& 13

Leave and Attendance Show 10 w entries Exportto:

Search: |

Masters 5 Showing 1to 1of1entries

» Salary Type
Pay Code

Salary Structure
Cost Center
Income Tax Slab Master

Income Tax Return
Master

Income tax Section 4
Master

Deduction Chapter
ViA

Exemption Section 10

Other Income -
Section 24

HRA

» Transaction

Figure 4.5-33 Income Tax Section Reviewer Landing

Click on L=
Figure 4-34.

as shown in Figure 4-33, to land on Review Income Tax Section request as shown in

4.9.6 Income Tax Section Review
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AMITABH KUMAR \' b
Emp Id : 152770 "&é;
et

Division : Personnel

X eo

FCI HRMS

— Review Income Tax Section
@ Home

[B Manager Dashboard

& CoreHR Request ID Ref. Document
IRS17 Attachments
& Leave and Attendance Financial Year Remarks
& Compensation and Benefit 2020-2021 ok
Section Is Active
O bl socC Active

» Masters Section Limit

> Payroll Type 150000
Salary Type Ref. Document Number
Pay Code 24wer

Cost Center

Income Tax Slab Master | View Action History |

Income Tax Return
Master Reviewer Remarks *

>
»
» Salary Structure
>
Y
>

» Income tax Section ok
Master

» Deduction Chapter

VIA o

» Exemption Section 10

N — Document Name Supportive Document
Section 24 nter C nent Name pload Document Iuad Add
» HRA
» Transaction
S Cra—

& Employee Relation

£dd lieviewer - S

Figure 4.5-34: Income Tax Section Review

Reviewer shall be able to perform the following activities from the Review Page.

View Action History

e (Clickon
Figure 4-34.

to view the action taken on the request as shown in

e C(lickon m m to upload the supportive document/add the column to
upload document.

Hewiew
e C(lickon - to review the request, the request will be forwarded to the
approver’s landing page as shown in Figure 4-35.

Hewart
e C(lickon - to revert the request back to the initiator, this request will be
listed in the landing page of Initiator as shown in Figure 4-30.

Cancel

e Clickon to navigate back to the Reviewer landing screen as shown in
Figure 4-33.

4.9.7 Income Tax Section Approver Landing

U
Reviewer clicks on - as shown in Figure 4-34, the request will be listed in
Approver’s Landing Page as shown in Figure 4-35.
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DV PRASAD =y
@ 7 FCI HRMS
Division : Personnel =

g e

— Income Tax Section Master Approver Landing

& Home

[ Manager Dashboard Financial Year Section Status

A” ’ A” ’ AII ’
Core HR

Leave and Attendance Show 10

w entries Exportto:

| Search: |

Compensation and Benefit
: T e e e e e e e [ e

Payroll 1 IRS17 2020-2021 150000 24wer Active Pending Approval @.

Masters 2 Showing 1to 1of 1entries

> Feviolivpe

Salary Type
Pay Code

Salary Structure
‘Cost Center

Income Tax Slab Master

Income Tax Retum 5
Master

Income tax Section

Master <

Deduction Chapter
VI A

Exemption Section 10

Other Income -
Section 24

HRA

» Transaction

& Employee Relation

@Powered by Konnect (Kellton Tech)

Figure 4.5-35: Income Tax Section Approver Landing

'
Click on as shown in Figure 4-35, to land on Approve Paycode request as shown in
Figure 4-36.

4.9.8 Income Tax Section Approve
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DV PRASAD
Emp Id : 299546
Division : Personnel

& Home

[B Manager Dashboard

a

Core HR
Leave and Attendance
Compensation and Benefit

Payroll

Masters
Payroll Type
Salary Type
Pay Code

Cost Center

Income Tax Slab Master

»
»
»
» Salary Structure
»
»
»

Income Tax Return
Master

» Income tax Section
Master

» Deduction Chapter
VIA

Exemption Section 10

Other Income -
Section 24

» HRA

» Transaction
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Employee Relation

FCIHRMS

— Approve Income Tax Section

Request ID Ref. Document
IRS17 Attachments
Financial Year Remarks
2020-2021 ok

Section Is Active

8ocC Active

Section Limit
150000
Ref. Document Number

24wer

View Action History

Approver Remarks *

ok

Document Name Supportive Document

Enter Document Name 1 Document

S S S "
Add Reviewer Selective Revert |[REEEE Cancel

Figure 4.5-36: Income Tax Section Approve

Approver shall be able to perform the following activities from the Approve Page.

View Action History

Click on
Figure 4-36.

to view the action taken on the request as shown in

Click on m m to upload the supportive document/add the column to
upload document.

shown in the Financial Year Approver Landing Screen for approving the record

Click on to approve the request, and a success message will be

as shown in Figure 4-37.

Click on to reject the request back to the initiator, this request will be
listed in the landing page of Initiator with “Rejected” status.

ancel

Click on
Figure 4-35.

to navigate back to the Approver landing screen as show in
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DV PRASAD

Emp Id : 299546 j FCl HRMS

Division : Parsonnel

Successl Request has been approved successfully.
& Home

[ Manager Dashboard = X
— Income Tax Section Master Approver Landing

Core HR ) ) )
Financial Year Section Status

Leave and Attendance All - All v All . Get Results

Compensation and Benefit

show 10 v entries Exportto: Search:

S.No. § | Request ID # | Financial Year $ | Section # | Section Limit 4 | Ref. Document Number & E Remarks § |I5Actiw ¥ [Status  § ::u:tlon
1 1 !

&

» Payroll Type

Salary T
" AL Showing 1to10f 1 entries

» Pay Code Previous n Mext

» Salary Structure
» Cost Center

IRS17 2020-2021 80C 150000 2dwer ok Active Approved @

» Income Tax Slab Master

» Income Tax Return
Master

» Income tax Section
Master

» Deduction Chapter
ViA

Figure 4.5-37: Income Tax Section Approval Successful

4.9.9 View Action History

Click on as shown in Figure 4-34 and 4-36, to navigate to View
Action History page as shown in Figure 4-38.

DV PRASAD ’5% h o
Emp Id : 299546 H ".‘éf

Division : Personnel

FCI HRMS

— Action History

& Home R
Version From Date To Date
[ Manager Dashboard All v M/YYYY DO/MM/YYYY
Core HR IDIRSI7
Leave and Attendance Show 10 ~ entries Search:
23/09/2020 314:04 Request .
Payrall oM Initiated BHIM RAM Assistant Grade |1l [Personnel) Personnel  Initiztor Initiated E
MEEEE 2 iﬂosvzozoz:w:& 1 Reviewed AMITABH KUMAR fggﬁ;ﬁ;ﬁ)&neral Manager Personnel  Reviewer ok &
Payroll Type
Salary Type 3 23/02/2020318:45 1 Reviewed (1= =5 LA General Manager (Personnel) Personnel Reviewer ok @
PM YADAAV
Pay Code
Salary Structure & é?;flOS\fZMO 31331 1 Reviewed BIJAY KUMAR SINGH Executive Director (Personnel) Personnel Reviewer ok @
Cost Center
Pending .
Income Tax Slab Master 5 1 Approval N/A Managing Director Personnel = Approver N/A @
Income Tax Returmn
Master Showing 1to 5 of 5 entries
» Income tax Section Previous Next
Master
Deduction Chapter Close
VIA

Exemption Section 10

Other Income -
Section 24

HRA

Figure 4.5-38: Action History
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HRMS administrator shall be able to perform the following activities from Action
History page:

Get Results
Click on

. to apply the available filters.
-
e C(Clickon to view the particular detail of the record as shown in Figure 4-
39.
DV PRASAD 2 5 -
0. - FCI HRMS olcfcle
Division : Personnel TagEl

& Home — Action History View

[B Manager Dashboard Division Designation Authority Employee Name Version Date Of Action
Core HR Personnel Assistant Grade Il (Perst Initiator - BHIM RAM v 1 v 23/09/2020 314:04 PM v

Leave and Attendance

Get Results
Compensation and Benefit

Payroll

Masters Request ID Ref. Document
payroll Type IRS17 Attachments
Salary Type Financial Year Remarks
Pay Code 2020-2021 ok
Salary Structure Section Is Active
Cost Center 80cC Active
Income Tax Slab Master Section Limit

Income Tax Return 150000

R Ref. Document Number

» Income tax Section
Master

» Deduction Chapter
VI A

2&wer

» Exemption Section 10

» Other Income - Remarks
Section 24 Request Initiated
» HRA

» Transaction m

& Employee Relation

Figure 4.5-39: Action History View

4.10 Income Tax Return Master- Deduction Chapter VI A

This process is used for Tax calculator Master data creation. In this process limit will be
defined pertaining to the Deduction Chapter VI A (80 C, Other 80s sections), Exemption
Section 10, HRA and Other Income Section 24.

Also, this Process is to be used for Income Tax declaration under each of the above (80 C,
HRA & Other Income) sections and calculates the tax projection, Form 12 B and actual tax
form 16 as when required.

This process will also be used for capturing the previous employer Form 12 B details in
case of new Joiner.

System will facilitate Manager Bill(s) for defining the Tax Calculator Master as & when
policy changed.
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4.10.1 Navigation

Left Navigation: Payroll >>Masters >> Income Tax Return Master >> Deduction Chapter
VIA

4.10.2 Landing Page

HRMS administrator shall traverse the navigation as mentioned in Section 4.10.1 to
reach the Landing Page as shown in below

FCI HRMS

Fimancialvesr Taccsmegary nsgime Tyme sactan

Add Incometax Deduction Chaptar

-
c so0on ° o o = = o rew Y = - G

Q

2
rrrrr e rebote 10000 o rew Y
2

\\\\\
TN

20000

Figure 4-40: Deduction Chapter VI A Landing

HRMS administrator shall be able to perform the following activities from the landing

page:
e C(lickon to apply the available filters.
=53
e C(lickon to export the table records in Excel or CSV as per table
columns.
Search:
e C(lickon to enter a search query that shall

search the table records.

e C(lickon H to sort the table records in ascending order or descending order of
entries.

. Previous n 2 Mext .
e C(lickon to navigate table records

e C(Clickon o to edit an existing Query/Request.
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4.10.3 Add Income Tax Deduction Chapter

. Add Incometax Deduction Cha . .
Click on to open the Add Income Tax Section as shown in

Figure below

[ R N FCI HRMS Teo

Division : Personnel

— Incometax Deduction Chapter VI A Request

& Home

B Manager Dashboard Financial Year * Tax Category * Regime Type * Section*
& CoreHR 2020-2021 s Al * | oldRegime - | soc -
A e Section Limit From Age* To Age*® Item Code *
150000 o 80 il
& Compensation and Benefit
Item Description* Item Limit* Exempt Percentage ' Ref. Document Number *

& Payroll . )

g FD in Post Office 10000 100 327tuie
» Masters

payroll Type Ref. Document Remarks * Is Active
Salary Type Exported.pdf ok Active -

Pay Code

»
»
» Salary Structure

Cancel
» Cost Center
»
»

Income Tax Slab Master

Income Tax Return
Master

» Income tax Section
Master

» Deduction Chapter
VIA

Exemption Section 10

» Other income -
Section 24

» HRA

» Transaction

& Employee Relation

@Powered by Konnect [Kellton Tech)

Figure 4-41: Add Income Tax Deduction Chapter

4.10.4 Edit Income Tax Deduction

Clickon - to open Edit Income Tax Deduction VI A Financial Year as shown in Figure
below

Copyright © 2020 HRMS All Rights Reserved to FCI Page 102 of 206



FCI HRMS
User Manual Version 0.1

BHIM RAM 2
Emp Id : 141836 \“é 3

Division : Personnel

FCI HRMS 0000 WEMEx £ @

— Edit Incometax Deduction Chapter VI A

Home

Manager Dashboard Request ID Financial Year Tax Category Regime Type
T IRD38 20202021 Al old Regime
ion Limi . .
L= s e S Section Section Limit From Age To Age
80¢C 150000 o 60
Compensation and Benefit
Item Code Item Description * Item Limit* Exempt Percentage *
Payroll . §
ci FD in Post Office 10000 o
Masters
Ref. Document Number * Ref. Document % * Remarks * Is Active *

Payroll Type
78tgyh

Upload ok Active M

Salary Type
Pay Code
Salary Structure

Cost Center

Income Tax Slab Master

Income Tax Return
Master

Income tax Section
Master

Deduction Chapter
VIA

Exemption Section 10

Other Income -
Section 24

» HRA

» Transaction

& Employee Relation

@Powered by Konnect (Kellton Tech),

Figure 4-42: Edit Income Tax Deduction VI A

Update

4.10.5 Income Tax Deduction VI A Reviewer Landing

Enter the details and click on for updating the existing record in the table.

The request will be listed in the Reviewer landing screen as shown in Figure 4-43

ATAH AR

e p 17
-

T TnCOMETax DeauUCton LNEpter VI A Nevicwer Landing

FCI HRMS

& Home

Fimancial vesr Taccsmegary nsgime Tyme sectan

Show 0w eties Ewertto Search
T T e B e o e ) e e e T e el o P T
i <050 o ® Foin ice | 10000 o Eah LY ok Active 3

= 20 an o n Bost o

.._
[

ose w soea oima o o ok

3 ot - o w soesa sossn <0000 = ok

LR AR

oss w s o o o ok

ok

()

ok

ok

()

ok

ok

& Employes neltion

()

ok

Figure 4-43 Income Tax Deduction VI A Reviewer Landing
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Click on = as shown in Figure 4-43, to land on Review Income Tax Section request as
shown in Figure 4-44.

4.10.6 Income Tax Deduction Review

o AMITABH KUMAR =
Emp Id : 152770 )‘t 4

2 = Y FCI HRMS fe
Division : =
Personnel
— Review Income Tax Deduction
@ Home
[ Manager
il Request ID Item Description
& Core HR IRD38 FD in Post Office
Financial Year Item Limit
& Leave and Attendance
2020-2021 10000
& Compensation and Tax Category Exempt Percentage
Benefit
All e]
& Payroll Regime Type Ref. Document Number
» Masters Old Regime 78tgyh
Payroll Type Section Ref. Document
Salary Type 80C Attachments
Pay Code Section Limit Remarks
Salary Structure 150000 ok
Cost Center From Age Is Active
Income Tax Slab o) Active
Master
To Age
Income Tax Return
Master 60
Income tax Item Code
Section Master cnl
Deduction
Chapter VI A
Exer!'\ptlon View Action History
Section 10
Other Income - Reviewer Remarks *
Section 24
ok
» HRA
» Transaction @
.
& Employee Relation
Document Name Supportive Document
Enter Document Name Upload Document Add

@Powered by Konnect (Kellton Tech)

Figure 4-44: Income Tax Deduction Review

Reviewer shall be able to perform the following activities from the Review Page.

View Action History

e C(Clickon to view the action taken on the request.

e C(lickon m m to upload the supportive document/add the column to
upload document.

Hegigw
e C(lickon to review the request, the request will be forwarded to the

approver’s landing
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degart
e C(lickon - to revert the request back to the initiator, this request will be
listed in the landing page of Initiator.

ancel

e Clickon to navigate back to the Reviewer landing screen.

4.10.7 Income Tax Deduction Approver Landing

Hewiew
Reviewer clicks on - as shown in Figure 4-44, the request will be listed in
Approver’s Landing Page as shown in Figure Below

;*aéf FCI HRMS

— Incometax Deduction Chapter VI A Approver Landing

Figure 4-45: Income Tax Deduction Approver Landing

o
Click on as shown in Figure 4-45, to land on Approve request as shown in Figure 4-
46.

4.10.8 Income Tax Deduction Approve
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DV PRASAD
Emp Id : 299546
Division : Personnel

Home

[ Manager Dashboard

& Core HR
Leave and Attendance
Compensation and Benefit

Payroll

Masters
Payroll Type
Salary Type
Pay Code
Salary Structure
Cost Center
Income Tax Slab Master

Income Tax Return
Master

» Income tax Section
Master

» Deduction Chapter
VIA

Exemption Section 10

Cther Income -
Section 24

» HRA

Transaction

Employee Relation

FCI HRMS

n
=
“

— Approve Income Tax Deduction

Request ID Item Description

IRD38 FD in Post Office

Financial Year Item Limit

2020-2021 10000

Tax Category Exempt Percentage

All 0

Regime Type Ref. Document Number

Old Regime 78tgyh

Section Ref. Document

80C Attachments

Section Limit Remarks

150000 ok

From Age Is Active

[} Active

To Age

60

Item Code

cin

View Action History |

|Approver Remarks *

ok

y

Document Name Supportive Document

Enter Document Name Upload Document Add
T S e PR

Add Reviewer Selective Revert | Cancel |

@Powered by Konnect (Kellton Tech)

Figure 4-46: Income Tax Deduction Approve

Approver shall be able to perform the following activities from the Approve Page.

Copyright © 2020 HRMS All Rights Reserved to FCI

View Action History

Click on to view the action taken on the request

Click on m m to upload the supportive document/add the column to
upload document.

Click on
shown.

to approve the request, and a success message will be

Click on to reject the request back to the initiator, this request will be
listed in the landing page of Initiator with “Rejected” status.

Cancel

Click on to navigate back to the Approver landing screen as.
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DV PRASAD
B b 299540
Dl . P Bl

(1]

Success] Request has been approved successfully,

% Home

Manager Dashboard

Core HR

Compensation and Benefit

Payroll

Masters
Payroll Type
Salary Type
Pay Code
Salary Structure
Cost Center
Income Tax Slab Master

Income Tax Return
Master

* Income tax Section
Master

» Deduction Chapter

4.10.9 View Action History

Click on

Financial Year

All

Status

All

— Incometax Deduction Chapter VI A R

-

Show 10 + entries Exportto:
0.0 eans 4] meanc v | o compory .,.g.m.w. = Age | em code | e

FCI HRMS

Tax Category
All

ver Landing

Regime Type

[ [or [ o]

All

Section

All

Search:

IRD43 2020-2021 Male Old Regime 80cC 150000 123 Tst
2 IRD42 2020-2021 All Old Regime 80C 150000 60 uil new lic
3 IRD4Y 2019-2020 Male Old Regime 80C 150000 10 o 123
& IRD4O 20192020 Senior Citizen __Old Regime. BOC 150000 10 1 1 -

Figure 4-47: Income Tax Deduction Approval Successful

Action History page as shown in Figure 4-48.

DV PRASAD
Emp Id : 299546
Division : Personnel

Home

Manager Dashboard

Core HR

Leave and Attendance
Compensation and Benefit

Payroll

Masters
» Payroll Type
Salary Type
Pay Code
Salary Structure
Cost Center
Income Tax Slab Master

Income Tax Return
Master

Income tax Section
Master

Deduction Chapter
VIA

— Action History

FCI HRMS

as shown in Figure 4-44 and 4-46, to navigate to View

d o

Version

All

ID IRD38

Show 1o v entries

24/09/2020
3:58:30 PM

24/09/2020
419:44 PM

24/09/2020
4:21M1 PM

24/09/2020
412307 PM

showing 1to 5 of 5 entries

From Date

DD/MM/YYYY

Initiated

Reviewed

Reviewed

Reviewed

Pending
Approval

To Date

=]

BHIM RAM

AMITABH KUMAR

DEVESH KUMAR
YADAAV

BIJAY KUMAR
SINGH

N/A

DD/MMAYYYY

Assistant Grade 11l
[Personnel)

Assistant General
Manager (Personnel)

General Manager
[Personnel)

Executive Director
(Personnel)

Managing Director

-

Personnel

Personnel

Personnel

Personnel

Personnel

Search:

Initiator

Reviewer

Reviewer

Reviewer

Approver

Request
Initiated

ok

ok

ok

N/A

Close

Exemption Section 10

Other Income -
Section 24

» HRA

» Transaction

& Employee Relation

@Powered by Konnect (Kellton Tech)

Figure 4-48: Action History

HRMS administrator shall be able to perform the following activities from Action
History page:

Copyright © 2020 HRMS All Rights Reserved to FCI

Page 107 of 206



FCI HRMS

User Manual Version 0.1

DV PRASAD
Emp Id: 299546
Division : Personnel

@ Home

[ Manager Dashboard

& CoreHR

Leave and Attendance

Compensation and Benefit

Payroll

Masters
Payroll Type
Salary Type
Pay Code
Salary Structure
Cost Center
Income Tax Slab Master

Income Tax Return
Master

» Income tax Section
Master

» Deduction Chapter
VIA

Exemption Section 10

Other Income -
Section 24

» HRA

Transaction

Employee Relation

Get Results

Click on to apply the available filters.

-
Click on to view the particular detail of the record as shown in Figure 4-
49,

fe

FCI HRMS

— Action History View

Division Designation Authority Employee Name Version Date Of Action
Personnel Assistant Grade IIl (P Initiator M BHIM RAM M 1 v 24/03/2020 35830 PM M
Get Results
Request ID Item Description

IRD38 FD in Post Office
Financial Year Item Limit
2020-2021 10000

Tax Category Exempt Percentage
All 0

Regime Type Ref. Document Number
Old Regime 78tgyh

Section Ref. Document
80C Attachments
Section Limit Remarks

150000 ok

From Age Is Active

[} Active

To Age

60

Item Code

cl

Remarks

Request Initiated

@Powered by Konnect [Kellton Tech)

Figure 4-49: Action History View

4.11 Income Tax Return Master- Income Tax Exemption Section

10

This process is used for Tax calculator Master data creation. In this process limit will be
defined pertaining to the Deduction Chapter VI A (80 C, Other 80s sections), Exemption
Section 10, HRA and Other Income Section 24.

Also, this Process is to be used for Income Tax declaration under each of the above (80 C,
HRA & Other Income) sections and calculates the tax projection, Form 12 B and actual tax
form 16 as when required.

This process will also be used for capturing the previous employer Form 12 B details in
case of new Joiner.
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System will facilitate Manager Bill(s) for defining the Tax Calculator Master as & when
policy changed.

4.11.1 Navigation

Left Navigation: Payroll >>Masters >> Income Tax Return Master >> Exemption Section
10

4.11.2 Landing Page

HRMS administrator shall traverse the navigation as mentioned in Section 4.11.1 to
reach the Landing Page as shown in below

N FCI HRMS 0000 re

=

— Income Tax Exemption Section 10

uuuuu

e ot

saited L

150000

7
3
& & & & &

iopment

Figure 4-50: Income Tax Exemption Section 10 Landing

HRMS administrator shall be able to perform the following activities from the landing

page:
Get Results
e C(Clickon

Lo [
e C(lickon to export the table records in Excel or CSV as per table

columns.

to apply the available filters.

Search:
e C(lickon to enter a search query that shall

search the table records.

e Clickon H to sort the table records in ascending order or descending order of
entries.

. Previous n 2 Mext .
e C(lickon to navigate table records
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=
e C(lickon to view the particular detail of the record

4.11.3 Add Income Tax Exemption Section 10

Add Income Tax Exemption Section 10

Click on to open the Add Income Tax Section as
shown in Figure below

FCI HRMS IMEE F e

. BHIM RAM =
Emp Id : 141836 K% 4

Division :
Personnel
— Income Tax Exemption 5ection 10 Request
@& Home
[ Manager Financial Year* Tax Category * Regime Type * Section*
Dashboard :
2020-2021 M All M Old Regime M Section 10 M
& core HR ltem Code = Item Description * Exempt Percentage * Section Limit
& Compensation and 101 Income Through Agriculture 100 200000
Benefit
Ref. Document Number * Ref. Document * Remarks * Is Active
& Payroll 21rwgq Exported.pdf ok Active M
» Masters
Payroll Type | ERneel
Salary Type

Pay Code
Salary Structure
Cost Center

Income Tax Slab
Master

Income Tax Return
Master

Income tax
Section Master

Deduction
Chapter VI A

Exemption
Section 10

Other Income -
Section 24

» HRA

Advance Master
Request

» Payroll Advance
» Transaction

» Reports

& Leave and Attendance

& Employee Relation

@Powered by Konnect (Kellton Tech)

Figure 4-51: Add Income Tax Exemption Section 10 Chapter
4.11.4 Edit Income Tax Exemption Section 10

Clickon = to open Edit Income Tax Income Tax Exemption Section 10 as shown in Figure
below
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BHIM RAM 2
Emp Id : 141836 ‘g 3

Division : Personnel

FCIHRMS = OO0 0 WWEMEE

— Edit Income Tax Exemption Section 10
Home

B Manager Dashboard Request ID Financial Year Tax Category Regime Type

& Core HR IRE23 2020-2021 All Old Regime
T ) o T Section Item Code Item Description Exempt Percentage *
Section 10 101 Income through Agriculture 100
Compensation and Benefit
Section Limit Ref. Document Number * Ref. Document & = Remarks *

Payroll
a 200000 10eiru >ocument Upload ok
Masters.
Is Active *
Payroll Type s Active
Active -

Salary Type
Pay Code

Salary Structure

Cancel
Cost Center

Income Tax Slab Master

Income Tax Return
Master

» Income tax Section
Master

» Deduction Chapter
VIA

Exemption Section 10

Other Income -
Section 24

» HRA

» Advance Master
Request

» Transaction

» Reports

& Employee Relation

@Powered by Konnect (Kellton Tech),

Figure 4-52: Edit Income Tax Exemption Section 10

Update

4.11.5 Income Tax Exemption Section 10 Reviewer Landing

Enter the details and click on for updating the existing record in the table.

The request will be listed in the Reviewer landing screen as shown in Figure 4-53
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AMITABH KUMAR
Emp1d- 152770

" Division : Persannel

FCI HRMS

— Income Tax Exemption Section 10 Reviewer Landing

D Manager Dashboard Financial vear Tax Categary

Al N Get Results.
show 1o v entries Exponml Ecat | csv | eoF | & I

e =ac 2020-20m ClaReime 12

Showing 1t 4 of 5 entriez

T e e e e e e T e e N e e )
22 Male = 2 < 2 Active Fencne
1 22 e = ° 12 @ 2 i —

wen S=cton | a020-20m vole Cldmegime | 587
0
3 ez soccc | a0mam a NewRsgime 13 s
B = soc 2082020 vole CldRegime 123 e

Regime Type section

search:

150000

' 200000 Y Py
© 150000 = @ * azive
w 150000 = Y ok ctive

©Powered by Konnet (Keliton Tech)

Figure 4-53 Income Tax Income Tax Exemption Section 10 Reviewer Landing

Click on L= as shown in Figure 4-53, to land on Review Income Tax Section request as

shown in Figure 4-54.

4.11.6 Income Tax Exemption Section 10 Review
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—

Q AMITABH KUMAR
Emp Id : 152770

Division :

Personnel

@ Home

[14] Manager
Dashboard
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& Compensation and
Benefit

& Payroll

» Masters
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Salary Structure
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Income tax
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Chapter VI A

Exemption
Section 10

Other Income -
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» HRA

Advance Master
Request

Payroll Advance
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& Leave and Attendance

& Employee Relation

@ AMITABH KUMAR
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—
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FCI HRMS

— Review Income Tax Exemption Section
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Financial Year
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Section Limit
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Tax Category Ref. Document Number

All 10eiru

Regime Type Ref. Document
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Section 10 ok
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View Action History
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[C]

#
Document Name Supportive Documen

Enter Document Name Upload Document

@Powered by Konnect (Kellton Tech)

Figure 4-54: Income Tax Exemption Section 10 Review

FCI HRMS

Success! Request has been reviewed successfully.

— Income Tax Exemption Section 10 Reviewer Landing

Financial Year Tax Category Regime Type Section
All b All v All if All v
Status
All - Cet Results
show 10~ entries Exporto: [ I I I search:
m equest ID m Financial Year 4 | Tax Category $ Itemn Deﬁcripl[anﬂ Exempt P4
Section Income through
1 IRE23 2020-2021 All old Regime 101 : 100
10 Agriculture
2 IRE22 soc 2020-2021 Male old Regime 123 122 o
Sect
3 IRE2] SCUON 50202021 Male Old Regime 587 test section 10 ]

Figure 4-54(1): Income Tax Exemption Section 10 Review successful
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Reviewer shall be able to perform the following activities from the Review Page.

View Action History

e C(Clickon to view the action taken on the request.

e C(Clickon m m to upload the supportive document/add the column to
upload document.

Py s
e Clickon - to review the request, the request will be forwarded to the

approver’s landing

degart
e C(lickon - to revert the request back to the initiator, this request will be
listed in the landing page of Initiator.

Canicsl

e Clickon to navigate back to the Reviewer landing screen.

4.11.7 Income Tax Exemption Section 10 Approver Landing

Hewiew
Reviewer clicks on - as shown in Figure 4-54, the request will be listed in
Approver’s Landing Page as shown in Figure Below

coeOoEHEmEE £ e

FCI HRMS

<| Income Tax Exemption Section 10 Approver Landing i

inancial vear Tax Category Regime Type Section

N Get Results

uuuuu

Figure 4-55: Income Tax Exemption Section 10 Approver Landing

o
Click on as shown in Figure 4-55, to land on Approve request as shown in Figure 4-
56.

4.11.8 Income Tax Exemption Section 10 Approve
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DV PRASAD ———
Q. - IR FCI HRMS 0000 HEHEE £ @
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Dashboard
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Master
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S View Action History
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» HRA Document Name Supportive Documen
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Request
Payroll Advance
» Transaction
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Add Reviewer Selective Revert Cancel
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@Powered by Konnect (Kellton Tech)

Figure 4-56: Income Tax Exemption Section 10 Approve

Approver shall be able to perform the following activities from the Approve Page.

View Action History

e C(Clickon to view the action taken on the request

e C(Clickon m m to upload the supportive document/add the column to
upload document.

e C(lickon to approve the request, and a success message will be

shown.

e C(lickon to reject the request back to the initiator, this request will be
listed in the landing page of Initiator with “Rejected” status.

Cancel

Click on to navigate back to the Approver landing screen as.
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Figure 4-57 Income Tax Exemption Section 10 Approval Successful

4.11.9 View Action History

Click on as shown in Figure 4-54 and 4-56, to navigate to View

Action History page as shown in Figure 4-58.
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Figure 4-58: Action History

HRMS administrator shall be able to perform the following activities from Action

History page:

e C(Clickon to apply the available filters.
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=
e C(lickon to view the particular detail of the record as shown in Figure 4-
59.
LR FOIHAMS 0000 w3 ik

Division : Personnel

A — Action History View
@ Home

[ Manager Dashbeard Division Designation Authority Employee Name Version Date Of Action

- v - v lo9/ .05 v
& CoreHR Personnel Assistant Grade Il (F Initiator BHIM RAM 1 29/09/2020 2:05:28 PM
Leave and Attendance
Get Results

Compensation and Benefit
Payrall
astare Request ID Exempt Percentage
. IRE24 100
» Salary Type Financial Year Section Limit
» PayCode 2020-2021 50000
» Salary Structure Tax Category Ref. Document Number
» Cost Center Senior Citizen new
» Income Tax Slab Master Regime Type Ref. Document
» Income Tax Return Old Regime Attachments

Master

Section Remarks
» Income tax Section
Mastar nA new
» Deduction Chapter Item Code Is Active
ViA sen Active

Exemption Section 10 -
Item Description
Other Income - . ti b
Section 24 senior citizen rebate
» HRA

» Advance Master
Request

» Transaction Remarks

» Reports Reguest Initiated

& Employee Relation

@Powered by Konnect (Keliton Tech),

Figure 4-59: Action History View

4.12 Income Tax Return Master- Other Income - Section 24

This process is used for Tax calculator Master data creation. In this process limit will be
defined pertaining to the Deduction Chapter VI A (80 C, Other 80s sections), Exemption
Section 10, HRA and Other Income Section 24.

Also, this Process is to be used for Income Tax declaration under each of the above (80 C,
HRA & Other Income) sections and calculates the tax projection, Form 12 B and actual tax
form 16 as when required.

This process will also be used for capturing the previous employer Form 12 B details in
case of new Joiner.

System will facilitate Manager Bill(s) for defining the Tax Calculator Master as & when
policy changed.
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4.12.1 Navigation

Left Navigation: Payroll >>Masters >> Income Tax Return Master >> Other Income -
Section 24

4.12.2 Landing Page

HRMS administrator shall traverse the navigation as mentioned in Section 4.12.1 to
reach the Landing Page as shown in below

0000 e

e, -V FCI HRMS

Division : Persannel

+ Income Section 24
mempesisn | § || remmmos § W et ot i § mmmm

—
: u 200000 cdted Y cted e =

sz

e
et " -

\\\\\

Figure 4-60: Other Income - Section 24 Landing

HRMS administrator shall be able to perform the following activities from the landing

page:
e C(lickon to apply the available filters.
=
e C(lickon to export the table records in Excel or CSV as per table
columns.
Search:
e C(lickon to enter a search query that shall

search the table records.

e (Clickon H to sort the table records in ascending order or descending order of

entries.
. Previous n 2 Mext .
e C(lickon to navigate table records

.
e C(lickon to view the particular detail of the record

Copyright © 2020 HRMS All Rights Reserved to FCI Page 118 of 206



FCI HRMS
User Manual Version 0.1

e Clickon < to editan existing Query/Request

4.12.3 Add Other Income - Section 24

- |
Click on to open the Add Other Income - Section 24 as

shown in Figure below

FCI HRMS IMEE & e

. BHIM RAM ;
Emp Id : 141836 \,g

Division :
Personnel
— Other Income Section 24 Request
& Home
B Manager Financial Year* Tax Category * Regime Type* Section*
Dashboard N
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& Core HR Item Code* Item Description * Exempt Percentage * Section Limit
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& Payroll 432r Exported.pdf ok Active M
» Masters
Payroll Type Eaneel
Salary Type

Pay Code
Salary Structure
Cost Center

Income Tax Slab
Master

Income Tax Return
Master

Income tax
Section Master

Deduction
Chapter VI A

Exemption
Section 10

Other Income -
Section 24

» HRA

Advance Master
Request

» Payroll Advance
» Transaction

» Reports

& Leave and Attendance

& Employee Relation

@Powered by Konnect (Kellton Tech)

Figure 4-61: Add Income Other Income - Section 24

4.12.4 Edit Other Income - Section 24

Click on o on request/ query to open Edit Other Income - Section 24 as shown in Figure
below
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Division : Personnel

. BHIM RAM \ N
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— Edit Other Income Section 24 —}

& Home |
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Payroll
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Salary Type
Pay Code

Salary Structure
Cancel
Cost Center

Income Tax Slab Master

Income Tax Return
Master

» Income tax Section
=|

» Deduction Chapter
A

Exemption Section 10

Other Income -
Section 24

» HRA

Advance Master
Request

» Transaction

» Reports

& Employee Relation
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Figure 4-62: Edit Other Income - Section 24

Update

4.12.5 Other Income - Section 24 Reviewer Landing

Enter the details and click on for updating the existing record in the table.

The request will be listed in the Reviewer landing screen as shown in Figure 4-63

FCI HRMS coeoEHRAmEE & e

" Division : Persannel

AMITABH KUMAR >
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=

—I Other Income Section 24 Reviewer Landing i
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> e
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> omycode
> salory strucure s o5 =c 20m-2020 pasie Oldregime | 123 2o 0 150000 2 LY o satve | P 4
> comcemer
e e B [ sc | zo:030m sle oldBeaime |1 o 150000 = % = e B @
> incame Tex Rstum pster
s 1osz2 s 2020-20m A Oldregime | 12 = o 150000 = ? ok ative s @0
1 o2 secza 2020-20m an 0id Regime. 261 100 00000 as2r @ ok Active : @0
2020202 Male Old Regime 24 1 200000 W LY ezt Active Approved | @

©Powered by Konnet (Keliton Tech)

Figure 4-63 Other Income - Section 24 Reviewer Landing
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Click on = as shown in Figure 4-63, to land on Review Income Tax Section request as
shown in Figure 4-64.

4.12.6 Other Income - Section 24 Review

Q AMITABH KUMAR
Emp Id: 152770
=

Division : Personnel

Home

[ Manager Dashboard

& Core HR
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Payroll
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Income tax Section
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Other Income -
Section 24
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Advance Master
Request

Transaction

Reports

Leave and Attendance

Employee Relation

FCI HRMS

—I Review Income Tax Other Income Section 24 i

Request ID
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Tax Category
All

Regime Type
Old Regime
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sec24

Item Code
241

Item Description
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Section Limit

200000

Ref. Document Number
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View Action History

Reviewer Remarks

ok
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Enter Document Name Upload Document

| Add Reviewer Cancel |

@Powered by Konnect (Kellton Tech).

Figure 4-64: Other Income - Section 24 Review

FCI HRMS

0000 A
‘Sucowsst Request has been reviewsd successfully.

— Other Income Section 24 Reviewer Landing
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Figure 4-64 (1): Other Income - Section 24 Review successful
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Reviewer shall be able to perform the following activities from the Review Page.

View Action History

e Clickon to view the action taken on the request.

e Clickon m m to upload the supportive document/add the column to

upload document.

Py s
e C(lickon - to review the request, the request will be forwarded to the
approver’s landing

deart
e C(lickon - to revert the request back to the initiator, this request will be
listed in the landing page of Initiator.

Cancel

Click on to navigate back to the Reviewer landing screen.

4.12.7 Other Income - Section 24 Approver Landing

Heview
Reviewer clicks on - as shown in Figure 4-64, the request will be listed in
Approver’s Landing Page as shown in Figure Below

Xeo

CO00MEER

FCI HRMS

earc
sumns § | Action
v rena

= @ v

T T T e e e e
an oldmegime 261 & on 200000 P Y ok

150000 2 s amie

200000

Figure 4-65: Other Income - Section 24 Approver Landing

-u-"
Click on as shown in Figure 4-65, to land on Approve request as shown in Figure 4-
66.

4.12.8 Other Income - Section 24 Approve
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. DV PRASAD 1
Y Empid:299546 = \\é’ FCI HRMS 0000
Division : =
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& Home r—{Approve Income Tax Other Income Section 24 |
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Dashboard
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All 4321
& Payroll Regime Type Ref. Document
R old Regime Attachments
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» Salary Type sec2s ok
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» Salary Structure 241 Active
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Master
» Income Tax Return
Master
» Income tax
Section Master Approver Remarks.
» Deduction ok
Chapter VIA
» Exemption
Section 10 e/
» Other Income - ST o (N TRV
ocument Name upportive Document

Section 24

Enter Document Name [ s |

» HRA

» Advance Master

» Transaction

» Reports . . c
i Add Reviewer Selective Revert @ Cancel

& Employee Relation
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Figure 4-66: Other Income - Section 24 Approve

Approver shall be able to perform the following activities from the Approve Page.

View Action History

e C(Clickon to view the action taken on the request

e C(Clickon m m to upload the supportive document/add the column to
upload document.

.
e (Clickon

shown.

to approve the request, and a success message will be

e Clickon to reject the request back to the initiator, this request will be
listed in the landing page of Initiator with “Rejected” status.

ance|

Clickon to navigate back to the Approver landing screen as.
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Figure 4-67: Other Income - Section 24 Approval Successful

4.12.9 View Action History

Click on as shown in Figure 4-64 and 4-66, to navigate to View
Action History page as shown in Figure 4-68.
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Figure 4-68: Action History

HRMS administrator shall be able to perform the following activities from Action
History page:

. DV PRASAD
Emp Id : 299546
Division :
Personnel

@ Home

[ Manager
Dashboard

& Core HR
& Leave and Attendance

& Compensation and
Benefit

& Payroll
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Payroll Type
Salary Type
Pay Code
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Income Tax Slab
Master

Income Tax Return
Master

Income tax
Section Master
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Chapter VI A
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Section 10

Other Income -
Section 24

» HRA

» Advance Master
Request

» Transaction

» Reports

& Employee Relation

Get Results

i

Click on

Click on
69.

FCI HRMS

— Other Income Section 24 View

to apply the available filters.

to view the particular detail of the record as shown in Figure 4-

gl

Request ID
10525
Financial Year
2020-2021

Tax Category
All

Regime Type
Old Regime
Section

sec24

Item Code
241

Item Description

Interest on Loan Property
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100
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200000

Ref. Document Number
432r

Ref. Document
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Remarks

ok
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Active

View Action History
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Figure 4-69: Action History View

4.13 Income Tax Return Master- Incometax HRA

This process is used for Tax calculator Master data creation. In this process limit will be
defined pertaining to the Deduction Chapter VI A (80 C, Other 80s sections), Exemption
Section 10, HRA and Other Income Section 24.
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Also, this Process is to be used for Income Tax declaration under each of the above (80 C,
HRA & Other Income) sections and calculates the tax projection, Form 12 B and actual tax
form 16 as when required.

This process will also be used for capturing the previous employer Form 12 B details in
case of new Joiner.

System will facilitate Manager Bill(s) for defining the Tax Calculator Master as & when
policy changed.

4.13.1 Navigation

Left Navigation: Payroll >>Masters >> Income Tax Return Master >> Incometax HRA

4.13.2 Landing Page

HRMS administrator shall traverse the navigation as mentioned in Section 4.13.1 to
reach the Landing Page as shown in below

coooERmHE= £ e

FCI HRMS

Add Incometax HRA

======

======

&&&&&0&i

\\\\\\

Figure 4-70: Incometax HRA Landing

HRMS administrator shall be able to perform the following activities from the landing

page:
Get Results
e Clickon

=
e C(Clickon to export the table records in Excel or CSV as per table

columns.

to apply the available filters.
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Search:
e C(lickon to enter a search query that shall
search the table records.

e C(Clickon H to sort the table records in ascending order or descending order of
entries.

. Previous n 2 Mext .
e C(lickon to navigate table records

=
e Clickon to view the particular detail of the record

e Clickon =4 to edit an existing Query/Request

4.13.3 Add Incometax HRA

Click on to open the Add Incometax HRA as shown in Figure

below

BHIM RAM S
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» Cost Center
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» Income Tax Return
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» Deduction Chapter E
A [ |

Exemption Section 10

» Other income -
Section 24
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» Advance Master
Request

» Transaction

» Reports

& Employee Relation
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Figure 4-71: Add Incometax HRA

4.13.4 Edit Incometax HRA

Click on = on request/ query to open Edit Incometax HRA as shown in Figure below
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Figure 4-72: Edit Incometax HRA

Update

4.13.5 Other Incometax HRA Reviewer Landing

Enter the details and click on for updating the existing record in the table.

The request will be listed in the Reviewer landing screen as shown in Figure 4-73
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Figure 4-73: Other Incometax HRA Reviewer Landing

Click on = as shown in Figure 4-73, to land on Review Income Tax Section request as
shown in Figure 4-74.

4.13.6 Incometax HRA Review
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