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Table 6-1: HTTP StatUS ErTOr COOS .. .. oo

Table 6-2: Troubleshooting and NeXt StEPS .......coooeiiiiie e

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 Compensation and Benefit 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 FCI employees to gain experience in adopting the HRMS
e Provide comprehensive details about working on different Compensation and Benefit
processes and managing exceptions and alerts as per different processes.
o 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.

1.2 Target Audience
FCI Officers and FCI Employees

2. Overview

The process area of Compensation and Benefits houses the employee benefits functions which set the
tone for HRMS application in terms of configuration (Masters) and executable processes (Transaction)
and summary of activities for the purpose reporting and decision making (Reports). The HRMS
experience has been bifurcated both in the context of an employee who raises a request and in the
context of a manager who either reviews the request or initiates himself on grounds of different
reasons as per business process on behalf of the employee.

3. Getting Started

3.1 Set Up Consideration
0OS Compatibility: Microsoft Windows 7 and above
Browsers Supported: IE 9, 10+, Firefox 3.6+, Chrome 12+ on Windows, Firefox 3.6+, and Safari 4+
on Mac 10.5.7+
Minimum Hardware Requirements: CPUs Intel i3, RAM 8GB, Disk Storage 164GB (64GB for File
Storage, 100GB for database storage)
Minimum Software Requirements: |IE 9, 10+ Firefox 3.6+, Chrome 12+ on Windows,
Firefox 3.6+, Safari 4+ on Mac 10.5.7+

3.2 Know Your Icons
Table 3-1 reflects the set of icons that have been used in HRMS application

Icons Descriptions

3 It will allow reviewing the submitted record/request.
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It will allow approving the submitted record/request.

It will allow viewing the details of the record/request in readable form.

It will allow processing a request like Annual Increment of the

QoK

employee.

It will allow defining the employee compensation i.e. salary break-up of
new joined employee’s.

It will allow viewing the uploaded document.

+

£

It will allow editing a Master (Configuration)/Requests (Activities)
records.

Table 3-1 Icons

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 3-2 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 3-2: 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 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 3-2 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 3-3 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)
e User shall access the HRMS application as per the shared website address
(https://www.hrmsfci.in/login) and provide the credentials in the form Login ID (Employee
Number) and Password as shared by FCI Computer/IT section as shown in Figure 3-1.
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\y FCI HRMS

Sign Into your Account Download User manugal
LoginiD:
284908
Password : Forgot Password?
sessanes @
897267 o

Entar Captcha As Shown Above

‘ Cardex Application Link =2 ’

Figure 3-1 Login Screen

e Enter Login credentials, Captcha (Enter number here as shown in Figure 3-1) and Click on m
to Log in to the system.
e Post Login, employee will land on the Home Page as shown in Figure 3-2

%§7 FCl HRMS ae o omn o aa N [vss] & s g

HAPPY NEW YEAR 2021 @& @

Welcome AMIT KUMAR

=

Dashboard r c 1 3 3 = Reimbursemeant

Reports Palicies And Circulars *

Directory > - Performance

Figure 3-2 Home Page
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e Based on the user credentials and permissions assigned to the employee, an employee shall be able
to access the Employee Self Service by clicking the Dashboard link as shown in Figure 3-2 to land on
the ESS — Employee Dashboard as shown in Figure 3-3

= %%/ FClHRMS Az A Az MSS ? AMITKUMAR  Jgy
- =
¥ E-Notice = My Pending Requests
Usar Marual - tis uploaded MAME
- r Le Fe AT 1 =il Ras Local Travel Allowance Request
= . st aT enal SNt 1 BD&S LTC-Bharat Darshan/Hometown/Encashment H
Diractory i stincome Tz partmant fo
ISTUDIES?S2 Higher Studies Request
Core HR
. reul
ERLS2E69 Medical Authorization For Sarvice Employea
on and Benefits
- e y 5 CBF64 Benevolent Fund Request
Performance Management
nagemant 4L Happy Birthday!!
My Time My Team My Reimbursements and Claims Policies and Circular:
% MANENDRA
PRASAD GUPTA
Employee Relations JANUARY 2021 I
zg Guru Govind
<M Singh's Birthday
7 28 2 1 1 1 2
| Absent fa’:—:k- @ Attendance E
Connect + AL
a 4 5 [ s a o Last in/Cut Time
cies and Circulars Week Week Absent Week Week Week
aff off |_ oft Qff E
Check In Check Dut
ment Benafi 18:47:00 174700
10 December 10 Decambar,
Py 2020 2020
n 12 12 14 15 18
week- | | acsent  Dabsant | Iweek-  Dabsent ||avsent |[absent |7
Legends
@ Leave @ Today @ Abszence Weekends @ Attendance
Holiday @ Late Coming

Figure 3-3 ESS - Employee Dashboard

e |f an employee has been assigned the roles and responsibilities of a manager or competent
authority, then by clicking the MSS link on the top right corner of the HRMS application as shown in
Figure 3-3, the employee with the permissions of a manager shall navigate to the MSS — Manager
Dashboard as shown in Figure 3-4.
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= L5/ FClIHRMS Az Aa — Aa £S5 m ao AMIT KUMAR b

Fioma Reminders For Pending Requests To-Do-List

Due Today N

No Record found
User Manual
Due Bate Approsching

Manager Cue Date Expired I
Talent Management

Core HR

Leave and Alterdance

Performance Management Calender

Biometric

JANUARY 2021 T
ensation and Benefit ﬂ Organization

27 28 it 30 31 1 2
I Absent Week
off
< | 4 i 7 B 9
Weak Week Waek: Weak
OFf Off Off OFf
' HESENT ABSEM JN LEAVE
wieek- [ Absent || Absent || week- || Absent [l Avsent [ absent |* o 13 o
Legends
@ Leave @@ Today @@ Absence Weekends @) Attendance

Heliday @@ Late Coming

Figure 3-4 Manager Dashboard

3.5 Exiting the System

When the employee would like to exit from the HRMS application, then employee shall click on

Sign Out to log out of the system as shown in Figure 3-5.
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w FCI HRMS Aa A3 Aa E MSS IP HiAMIT KUMAR b

AMIT KUMAR
Emp e |D . 280572
Division | Personnel

Welcome AMIT KUMAR Preferred Language  English

My Prcfile

Change Password

B ]

il

Training Reports Policies And Circulars —

nﬁﬁ

Directory Performance

Y Kannzct (Keliton Tech)

Figure 3-5 : Sign Out

e The user shall navigate to Login Page as shown in Figure 3-1 on successful Sign Out.
e An employee shall automatically logout from the application if it remains idle due to inactivity for a
longer period of time (approx. 20 minutes)

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 implemented at Key cloak IAM interface.
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4 Using the System

Payroll plays a major role in the internal operations of a business for several reasons. From the perspective
of accounting, payroll and payroll taxes are subject to laws and regulations. Payroll also plays a large role
from the human resources point of view. Payroll errors, such as late or incorrect paychecks, are a sensitive
topic that can cause tension between employees and their employers. One requirement to maintaining high
employee morale is that payroll must be paid accurately and promptly because employees are very sensitive
to any payroll errors. 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 FCl employees. It will facilitate the user and the other concerned authorities dealing
with Salary components of any employee in FCI.

4.1 Salary Type Master

System will facilitate the user 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 facilitate to define new salary type
whenever it required.

4.1.1 Navigation

Left Navigation: Payroll >>Masters >> Salary Type

4.1.2 Landing Page

User shall traverse the navigation as mentioned in Section 4.1.1 to reach the
Salary Type Landing Page as shown below in Figure

Salary Type Landing

Payroll Type Code Salary Type Status

Figure 4-1: Salary Type Landing

User 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.
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Search:
e Clickon to enter a search query that shall search the table
records.
e C(lickon to sort the table records in ascending order or descending order of entries.
Previous 1 Mext
e C(lickon to navigate table records

. .
e Clickon to add a new Salary Type as shown in process 4.1.3

e Clickon “'to editan existing Salary Type in the table.

4.1.3 Add Salary Type

Click on to open the Add Salary Type as shown below in Figure

Salary Type Requast

Payrail Type Coda * Salary lype * Doescription * Effective Dato

Figure: 4-2 Add Salary Type

Enter the details and click on button such that a success message will be shown on the landing
screen as shown below in Figure
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%%/ FCIHUMAN RESOURCE MANAGEMENT SYSTEM

e ha @ Aa  Ess m ?

= Il AMIT KUMAR
-
D b ad suc
Salary Type Landing
Fayroll Typa Code Salary Type Status
v v
Add Salary Type
Show 10 ~ entries Exportto: T
STID &T s ARY TYPE DESC u 0 REFERE E
@ 3
= SRE Appraved IDAP IDAP Par Ref1101 «
@ DA Salary
SR1 Ap DA EE Par
& Type
@ " alary
SRZ Approved COA GDASatary Per
r4 Type
@
a SR3 ppr 1oA1 DA Ram
4
- SRS Approved IDA_A D& A
Showing Tt 5 of 5 entries
...... e

Figure: 4-3 Salary Type Added

4.1.4 Edit Salary Type

Click on % to update existing Salary Type then Edit Salary Type will be opened as shown below
Figure

in

Edit Salary Type

Rol. Document Mo. - Rafarance Doc %

Figure 4-4: Edit Salary Type
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Enter the details and click on button such that a success message will be shown on the Salary Type
landing Screen as shown below in Figure

e ha @ Aa  Ess P I AMIT KUMAR

\gg FClI HUMAN RESOURCE MANAGEMENT SYSTEM
-

Salary Type has been updated successfully.

Salary Type Landing

Status

Payroll Type Coda Salary Type

C v Serle “ v Get Results
Manager Dashboard
Talent Management
Y game Add Salary Type
Show 10 » entries Exportlo: Eute FDF it Search:
Leave and Attendance
ACTION EQUEST ID STATUS SALARY TYPE DESCRIPTION PAYROLL TYPE CODE REF. DOCUMENT NO REFEREMCE [
Performance Management
&
= SRE poroved IDAP IDAP Per Ref1101 %
#
Coi ation and Benafit
< IDA Salary
5F Approve 2 =3
Pyl % 5R1 I DA s Par E
Masters @ COA Salar
= C ala
= SR2 Approved 3 CDA 4 Per
& Type
@
Salary Type 5 sR3 Approved 4 IDAT IDA Rem
Pay Coda
&
& SRS Approved 5 IDA_A IDA Adv
Salary Structure -
L]
Showing 11a 5 of 5 entries

Figure 4-5: Salary Type Updated

4.2 Payroll Type

Payroll type facilitates user to create payroll type and update the existing payroll type. User can also
create multiple payroll type as per Organization requirement. Monthly Payroll, Reimbursement
Payroll and Exit Payroll are the examples of payroll type.

4.2.1 Navigation

Left Navigation: Payroll >>Masters >> Payroll Type

4.2.2 Landing Page

User shall traverse the navigation as mentioned in Section 4.2.1 to reach the
Payroll Type Master Landing Page as shown below in Figure
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. o]
= %i# FCIHUMAN RESOURCE MANAGEMENT SYSTEM e v @ Aa s B 7 o aarxomar
Home Payroll Type- Landing
User Kbania Payrall Type Code Status
Al ~ Al ~ Get Results
Video Tutorial E
Manager Dashboard Add Payroll Type

Talent Manageme: Show 70~ entrizs  Expaortlo:
Search:
REQUEST IC STATUS D 5 MO, PAYROLL TYPE CODE PAYROLL TYPE MAME CUT OFF DATE PAYDUT DATE REF. DOCUM

e and Attendance

End Date Of
Approved 1 Payl Regular Payrcll 4 1234
. = NS The Month =

w
o
o

Performance Management

@« - . . . ) e End Date Of
- Sm Approved 2 Per Permanent 25 The Month
Compensation and Benefit & 2 Mo
T ® cgo A Do . Pl LY ra 5
Payroll ~ SRZ i bl = Rem Reimiyirsernents " The Month E
Maslers
(j) SR3 Arr w 4 . a5 EI.'IJ Datﬁ: IDI
payroll Type s > SR3 Approved 4 Ady Advances 25 The Month
Sal ® o P - - Full And Final - End Date Of
T 1 i oRpiEs 2 Settlements o2 The Month
Showing 110 5 of 5 entries
Figure 4-6: Payroll Type-Landing
User shall be able to perform the following activities from the landing page:
e C(Clickon to apply the available filters.
e C(Clickon to export the table records in Excel as per table columns.
Search:
e C(Clickon to enter a search query that shall search the
table records.
e C(Clickon to sort the table records in ascending order or descending order of entries.
Previous 1 Mext
e C(Clickon to navigate table records

e Clickon to add a new Payroll Type as shown in section 4.2.3

e Clickon " to edit an existing Payroll Type in the table as shown in section 4.2.4
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4.2.3 Add Payroll Type

Click on button to open the Add Payroll Type as shown below in Figure

1}

%1/ FCIHUMAN RESOURCE MANAGEMENT SYSTEM
-

Payrall Type Request

oa\a Q® » Essm;o

AMIT KUMAR

User Marnual Payroll Type Coda * Payroll Type Mams * Cut Off Date * Payroll Out Date *
Payroll Type Code Fayroll Type Name LY W
Video Tutorial
Effective Date * Ret. Document No. * Reference Doc * Remarks * E
Daghboard
Talent Mar
Is Active *
ACtive e
Leave an
‘ Cancel ‘

Performance N

Figure 4-7: Add Payroll Type

Enter the details and click on
Type landing screen as shown below in Figure

button such that a success message will be shown on the Salary

= “y FCl HUMAN RESOURCE MANAGEMENT SYSTEM

Paymoll Type has been saved successfully.

Payroll Type- Landing

Payroll Type Code Status
Al o i e
Show 10 w enlries  Exportto: Exceal POF
PAYROLL TYPE CODE
@ ..
SRE Approved 1 001
= & ¥ 0
@ 3
SRS ni e | 2 Pay1l
g
@ .
= sR1 spproved 5 Per
Payroll Type > L
@ = 1
X SR2 \pproved 4 Ram
&
<
5H 1 5 Adv
(-4
@
i SR4 A d [; F
(s
Showing 1to 8 of 8 entries

Income Tax Return Master

e An @ Aa ESS J-P AMIT KUMAR

Get Results

Manthily
Reimbursamant

Regular Payroll

Permanent

Reimbursements

Full Ang Final
Settlements

b

Search:

ATE PAYOUT DATE

First Weck
OF The
Manth

End Date Of
The Month

End Date Of
The Maonth

End Date Of
The Month

End Date Of
The Month

End Date Of
The Month

RafO0107

Figure 4-8: Payroll Type Added
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4.2.4 Edit Payroll Type

Click on “Z icon to edit the existing payroll type then Edit Payroll Type form will be opened as

shown below in Figure

%§7 FClHUMAN RESOURCE MANAGEMENT SYSTEM
L

Edit Payroll Type

@:\: Q@ =

s R P o aromae

w

User Manual Request D Payroll Type Code Payroll Type Name * Cut Off Date *
SRE om Monthly Reimbursement 14 v
Video Tutorial
Payroll Qut Data * Ref. Document No. Refarence Doc = % Iz Active
First wesk of the mont! ~ rRefodil Active W
Talent Management
Effective Date * Remarks *
Core HR
01/06/2021 Monthly Reimbursement
Leave and Atter
Cancel

Performance Management

Figure 4-9: Edit Payroll Type

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

success message will be shown on the Payroll Type landing screen as shown below in Figure

= \g’{ FCl HUMAN RESOURCE MANAGEMENT SYSTEM
=

T AMIT KUMAR

Payroll Type has been updated successfully.

Payroll Type- Landing

Payroll Type Coda Status
Al ~ ~ Get Results
Tala Mary;
o i Add Payroll Type
Cora HR
Show 10 ~ antries Exportto: Excel PLF Saaren:
TIOH REQUEST ID STAT 5. MO, PAY ROL TYPE IDE FAYROLL TYDPE NAME CUT OFF DATE REF. DO
o Manthiy
SRE Approved 1 oo LRI 14 RefOo101
= Rewmbursamaeant
Lo Ena Data Of
SRS Approved 2 Py Regular Payroll a o 1234
= : : ¥ 7 yral The Month
@ End Date Of
SH1 Approved 3 Par Permanent 25 el
= The Month
@ vl Diate OF
SR2 Approved a Rem Reimbursemants 25 End Date G
[ The Month
< - =
SR3 Ap ] 5 Adv Advances 25
[F 3
L] End Date Of
SH4 A d [: F 25 2 S
3 The Month
L3
Shawing 1 tc 8 of B entries

Figure 4-10: Payroll Type Updated
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4.3 Paycode Master

Paycodes are the component that is used to define the salary structure. It could be either
earning or deduction. Paycode helps in salary accounting process to identify different types
of earning and deductions.

Example:

* Basic Pay
* HRA

« TA

* CPF

* VPF

4.3.1 Navigation
Left Navigation: Payroll >>Masters >> Pay Code

4.3.2 Landing Page

User shall traverse the navigation as mentioned in Section 4.3.1 to reach the Pay Code
Master Landing Page as shown below in Figure

= %47/ FClHUMAN RESOURCE MANAGEMENT SYSTEM o s @ sa ESS o i AMIT KUMAR

Paycode Reqguest Listing

Paycode Paycoda Nama Matural Account Mo Ceomponent Typa

Al wr A\ v ALl r .

Show 10~ entries  Expeorti1o: =
nd Attendance o Search:

ACTION REQUEST ID STATUS |:| 8.NO REOUEST DATE
Management

tion and Benefit

o
EI ROEZ pproved 1 02/12/2020 372 1725 Daduction
IEI RO Appraved z 02/12/2020 a0z 1559 Daduction
Lunch
b i B Allowance .
2 ROET Ppraved 3 0z 217 preses 6127 Earring
Voucher)
- BAA AT
FCEE ROGZ Approved a 2210/ 2020 2N Entortalamant 108 Earning
= - Allowance o
Family Maint
@ Al
BOET A PPV 5 221 20 204 14 E
[y e el ! 2T Disturbance TN
Allow
i
) Ao i 1 EE 020 212 az1 Earning
(g
< Cook
ROB4 \pproved # 22/10/2020 213 . 1810 Earning
(¥4 Allowance
Lo
3 ROGS spproved 8 22/10/2020 214 Birth Day Gt 1807 Earming
(s
i Electricit
RO7Z Approved = z310f20z0 219 Eragtrioity 1559 Earning
(2 Allowance -
@
B RO73 Approved 10 231012020 210 8201 Earning
(4 =]
v
111010 of 34 entrie

Figure 4-11: Pay Code Master
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User shall be able to perform the following activities from the landing page:

e Clickon to apply the available filters.

e Clickon to export the table records in Excel as per table columns.

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

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

Previcus 1 2 3 4 Mext
e Clickon to navigate table records

e Clickon to add a new Pay Code as shown in section 4.3.3

e Clickon & to edit an existing Paycode in the table as shown in section 4.3.4

e Clickon @ toview the existing Paycode details in the table.
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4.3.3 Add Paycode

Click on button to add a new Paycode as shown below in Figure

= Ni/ FCIHUMAN RESOURCE MANAGEMENT SYSTEM e e @ ra o ess S AMITKUMAR
L]
-
Add Paycode Request
Paycode * Paycode Name * Component Type * Paycode Effective From
Faycode Name glect ' MY Y Y |:
Ret. Document MNumber ® Ref. Document Remarks Is Active * E
Dashboard
Ref. Document NUmDer me m Remarks Active R
Talent Mana 1
Core HR Taxable * Tax Projection * Professlonal Tax * Applicable Salary Type *
o b b4
Leave and A
Matural Account No. = Annual Income = Perlodicity = Partlal Recovery *
Performance Management
o o A ~
Compensation and Benefit
Supplemental Income * Prlority * Attendance Basad * Carry Forward *
Payroll v Priority : v slert w
Round Off Type = Round Off Factor = Location Degendent * Clty
o i S . @ & : v E
Salary Typa Pay Scale Dependant * Calculation =
o o
Pay Code
Derlved From Paycede * Derived From Paycode Name *
ki - - n
CODE NAME 15 ACTIVE
Grade = Category * City Class * PercentagefFixed Value *
ielect - Selact - elect , Percentage/Fixed Volue E
Effective Fram *
= n
RY ] E E TVE F
Learning and 0
Cancel
Employ
Figure 4-12: Add Paycode
Click on button to add new paycode such that a success message will be shown on the Paycode

Request Landing as shown below in Figure
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Home

%&f FCIHUMAN RESOURCE MAMAGEMENT SYSTEM

| AMIT KUMAR

Paycode has been saved successfully,

SR Paycode Request Listing

Paycode Paycode Name MNatural Account No Component Type
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ui v

Show 10 ~ entries Exportto: Foe POF Brint Search:
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@
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Tax Return M b i RDE2 a 5 22{10/2020 21 = y 6108 Earning
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= Disturbance
Allow
@
5 ROG3 7 212 4216 Eaming
@ - = s
ROE4 ! 8 | [} 213 Eaming
& Allowance
@
- RODBE a 221042020 214 Birth Day Gilt 1607 Earning
@ 5 4 29410 1 o 1559 - %
o A 10 23110/ 218 At 1559 Earning
b
Showing 1o 10 of 35 entries
Previous 1 3 | 4 | Mext

Figure 4-13: Paycode Added
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4.3.4 Edit Paycode

Click on €' to update the existing paycode as shown below in Figure

: o]
= i/ FClIHUMAN RESOURCE MANAGEMENT SYSTEM e e @ aa ks 71 AT kuMAR
N

Home Edit Paycode Request

User Manus| Reguest ld
RGCa3
Manager Dash
Paycode * Paycode Name * Component Type * Payccde Effective From *
Talent Management P e Earnine - 1S ’—
Core HR Ret. Document Mumber * Ref. Document * % Remarks Is Active
Rest 2 Upload ok ACtive v
Leave and Al ce
Performance Management
Taxable * Tax Projection ax * Applicable Salary Type *
Compensat e Mo w No ~ m
Payroll Matural Account Na, * Annual Income = Perindicity Partial Recovery *
Masters ~ 2715 ~ Yes v Monthly ~ Yes B
Supplemental Income * Priarity - Attendance Based * Carry Farward E
R & Yes ~ Yoz e
Round Off Type = Round Off Factar = Location Dependent * City
Actual ~ Minus - Mo ot ¥
Pay Scale Dependent *# Calculation = Override *
wr Fized r Yes u
Derived From Paycode Derived From Paycode Name
ncoma Tax Raturn M o o
ance Master Request
BAY 1
Request
Grade = Categery * City Class + Fixed Valua * E
Saluc Fined Valus
Effective Fram = E
Employes Rel:

1 E-1 CAT-1 Al 30000 0gr2021 Active "

Cancal

Figure 4-14: Edit Paycode

Enter the details and click on for updating the existing record in the table and a success
message will be shown on Paycode Request Landing as shown below in Figure
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= ‘;é{ FCl HUMAMN RESOQURCE MANAGEMENT SYSTEM
L]
Paycode has been updated succassfully.
Paycode Request Listing
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Manager Dashboard
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1t Management
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nd Attendance
Show 10 v entries Exportto: Ewcsl FLF Gearch
ACTION STATUS RE PA E ¥F
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& Medical
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¥
# e
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[
Lo .
: | 5 21 £108 Earming E
F
Family Maint,
i ROG 200 1432 : .
@ 1061 i [ 209 eT——— 432 Earning
Allow
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Figure 4-15: Paycode Updated
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4.4 Salary Structure Master

The Salary Structure is a structure of the employee’s benefits with respect to pay codes
(Earnings and deductions). System will facilitate user for defining and Update the Salary
structure. This process will be used for defining the Pay slip format (Earning & Deduction)
for all position exists in FCl as per policy changed.

4.4.1 Navigation
Left Navigation: Payroll >>Masters >> Salary Structure
4.4.2 Landing Page

User shall traverse the navigation as mentioned in Section 4.4.1 to reach the Salary
Structure Landing Page as shown below in Figure

Salary Structure Landing

STR7E 2 Ha-Dethi Mo E-] WMarager CAT-lI x New

Figure 4-16: Salary Structure Master

User shall be able to perform the following activities from the landing page:

e C(Clickon to apply the available filters.

e Clickon B to export the table records in Excel as per table columns.
Search:

e Clickon to enter a search query that shall search the

table records.

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

Frevious 1 Mext

e C(Clickon to navigate table records
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Add Salary Structure
e C(Clickon to add a new Salary Structure.

4.4.3 Add Salary Structure

Click on "' to edit an existing Salary Structure in the table.

Clickon @ to view the existing Salary Structure details in the table.

Add Salary Structure
Click on to Add a new Salary Structure as shown below in Figure

S Y 5

: £
R

%&# FCIHUMAN RESOURCE MANAGEMENT SYSTEM
-

Home

Add Salary Structure Request

e Aa @ Aa ESS P

I AMIT KUMAR

User Marnual

Office Type Office Name *
H e HE-Delni LY
Category * Designation *
Manager Dashboard
CAT-| ~ Managar ~
Talent Managemenit
Paycoda *

Performance Manag

A COMPU T
e YPE
tion and Benafit
Effective Fram * Effective To *
DOMMYY Y | DOMMIYYYY
Remarks *

Payraoll Type

Salary Type

Is Difficuit
No
City Class

X

Ref. Document No. *

Rei. Document Mo

Reference Doc *

Salary Structure

Cost Center

Cancel ‘

Figure 4-17: Add Salary Structure

Enter the details and click on m button to add new salary structure such a success message will be

shown on salary structure lading as shown below in Figure
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1]

\g; FCI HUMAN RESOURCE MANAGEMENT SYSTEM

13

Salary Structure Type has been saved successfully.
Usar Manual <
e, Salary Structure Landing
Office Type Office Name Grade Designatian E
b \4 A '
Manager Dashboard
Category City Class Status
Talent Management
islect R slec e SR w Get Results
Core HR
. Add Salary Structure
nd Altendance
Parformance Management Show 10 v entries  Exportto: Esical FEF Search:
Compen: ant i s ACTION STRUCTURE ID STATUS 5.HO, OFFICE TYPE OFFICE NAME 5 DIFFICULT GRADE DESIGNATION CATEGORY
@
Payroll 3 STR7S Approvec 1 HG HQ-Delhi No E-1 Manager CAT-I E
E
r
Showing 1te 10t 1 entries
Fayroll Type Pravious

Figure 4-18: Salary Structure Added

4.4 .4 Edit Salary Structure

Click on = to edit existing Salary Structure as shown below in Figure

Edit Salary Structure Reguast

Stuetira i offica Typa office Nama % Difficurt
1O HO-Deh
Grade Categery City Clags
E-S AT %
Talert Management
Paycade

Laave and Attencant .

Performance

1 100 Baskc Earning 1D8,C0A Monthly Flxed 0000

Ramariks *

Figure 4-19: Edit Salary Structure

Update
Enter the details and click on - for updating the existing record in the table and a success
message will be shown on the salary structure landing as shown below in Figure
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FCl HUMAN RESOURCE MANAGEMENT SYSTEM

(]
i
%

Salary Structure Type has been updated successfully.

User Manual

Salary Structure Landing

Office Type Office Name Grade Designation

Category City Class Status

Leave and Attendance s Aad Seiary Stuchue

Show 10 w antries Exportio: Eweal PEF

Performance Managemenn| Search:
tion and Benefit ACTION STRUCTURE IL STATUS 5 NO. AFFICE TYPE OFFICE NAME 3 DIFFICULT CRADE DESIGHATION CATECORY
@ X
" S5TR7S Approvac 1 HQ HQ-Delhi Mo E-1 Manager CAT-Il
L
’
Showing 1 tc 1 of 1 entries

Payrall Type

Figure 4-20: Salary Structure Updated

4.5 Cost Center Master

System will facilitate user for defining and updating the Cost Center. The Cost center is
used for accounting purpose to record the expenses and it helps in salary accounting to
identify the cost of offices in varies type expenses. It also helps to generate the profit and
loss of the office or organization.

4.5.1 Navigation

Left Navigation: Payroll >>Masters >> Cost Center

4.5.2 Landing Page

User shall traverse the navigation as mentioned in Section 4.5.1 to reach the Cost Center
Landing Page as shown below in Figure
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i

User Manual

Video Tutorial

Manager Dashboard

Talent Management

Leave and Attendance

Performance

nand Benefit

Payroll

Masters

Payroll Type

Cost Center

i/ FClIHUMAN RESOURCE MANAGEMENT SYSTEM @ pa Aa  ss &7 AT kumar
W © s :
Cost Center Landing
Cost Center Code Cost Center Mame Matural Account No Status
w o e s

Add Cost Center Type

st entries  Exporito:
e 19 RS # = Searey

T
&>
- CR76 Approved 1 Yes 1 Basic 2715 MA

Showing 1to 1 of 1entries

Figure 4-21: Cost Center Landing

User shall be able to perform the following activities from the landing page:

Click on to apply the available filters.

Clickon to export the table records in Excel as per table columns.
Search:

Click on to enter a search query that shall search the

table records.

Click on to sort the table records in ascending order or descending order of entries.

Frevious 1 Mext

Click on to navigate table records

Click on to add a new Cost Center.

Click on € to edit an existing cost center in the table.

Clickon @ to view the existing cost center details in the table.
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4.5.3 Add Cost Center Type

Click on to Add a new Cost Center as shown below in Figure

Cost Center Requast

Cost Canter Cons Cost Camer Nama Natural Account No. ¢

Ael. Documen! I5 Aclive *

Rermarks

Figure 4-22: Add Cost Center

Enter the details and click on to add new cost center and a success message will be shown on
the cost center landing as shown below in Figure

1]

%{/ FCIHUMAN RESOURCE MANAGEMENT SYSTEM @ e @ Aa o oEss = o I AMITKUMAR

Cosl Center has been saved successfully.

User Manual

Cost Center Landing

Cost Center Code Cost Center Name Natural Account Mo, Status

e e b Al W

y Add Cost Center Type
Leave and Attendance

Pirformante Maragerent Show 10 ~ entries  Exportto: Excal PECF Prin Search:
Compensation and Benefit B 3 T T EN NT AME NAT ' 0 EF. T
Lo
= CR77 Approved 1 Yes 2 HRA 279 Regawt
L
L]
7 CR76 Approved 2 Yes 101 Basic 2715 NA E
L

Showing 1 1o 2 of 2 entries

Figure 4-23: Cost Center Added
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4.5.4 Edit Cost Center

Click on ' to edit existing cost center details as shown below in Figure

i

'ﬁ%g‘ FCl HUMAN RESOURCE MANAGEMENT SYSTEM
(™3

Edit Cost Center Request

e A @ Az ESS m .o

AMIT KUMAR

Request ID

CR7E

Cost Center Code

L]

Cost Center Name * Matural Account No. *

Basic 2715

Effective From * Ref. Document Mumber * Ref Document *  Attachmen Status *
Manager Dashboard
4/as/20m MNA Jpload E = Active w
Talent Management
Remarks *
IMA

Update

Cancel ‘

Figure 4-24: Edit Cost Center

Update
Enter the details and click on -button to update the existing cost center and a success message will
be shown on cost center landing as shown below in Figure

]

\g; FClI HUMAN RESOURCE MANAGEMENT SYSTEM

b e.«u @ Aa

Caost Center has been updated successfully.

ess . S—

Cost Center Landing

Gost Center Code Cost Center Mame MNatural Account Mo. Status

Leave and Attendance

Show 10 + entries  Ewportio: Excel PLA

Perform Search:

1 and Benefit ACTION REQUESTID STATUS 3. NO. S ACTIVE COST CENTE | I NAT Accol EF. DO
@
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[#
@ _ N
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L4

Shawing 1tc 2 of £ entries

Figure 4-25: Cost Center Updated
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4.6 Income Tax Slab Master- Financial Year

Financial Year facilitate the user to create a new financial year or update the existing
financial year. Standard deduction for respective year also will be maintained in

financial year only.

4.6.1 Navigation

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

4.6.2 Landing Page

User shall traverse the navigation as mentioned in Section 4.6.1 to reach the Income
Tax Slab Master — Financial Year Landing Page as shown below in Figure

= i/ FCIHUMAN RESOURCE MANAGEMENT SYSTEM e ha A2 ss P AMIT KUMAR
W s D = euar

Financial Year Landing

Stalus

nanicial Vi
User Manual Findnicia) Yoar
! N ) v
Video Tutorial
Jashboart Add Financlal Year

Talent Management - [T — m-. _
Search:
Core HR D
ACTION REQUE D TATUS MO FINANCIAL YEAF YEAR CODE START DATE END DATE STANDARD DEDUC TION AMC

Leave and Attendancs -E
FY2 Approved 1 2021-22 FY21 01042021 31/03/2022 50000
=
Performance Management
L0 = =
FY1 Approved 2 2020-11 FY20 01/04/2020 31/03/2021 50000
on and Benefit
i ]
Payroll Showing 1to 2 of 2 entries
Previous 1 Mext
Masters

Payroll Type

Salary Type

Incoma Tax Slab Master

Financial Year

Figure 4-26: Financial Year Landing

User shall be able to perform the following activities from the landing page:

e Clickon to apply the available filters.
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e Clickon to export the table records in Excel as per table columns.

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

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

Frevious 1 Mext

e Clickon to navigate table records

e C(Clickon to add a new Financial Year.

e Clickon ' to editan existing Financial Year in the table.

e Clickon @ toview the existing Financial Year details in the table.

4.6.3 Add Financial Year

Click on button to add new Financial Year as shown in Figure 4-25

= %i§/ FCIHUMAN RESOURCE MANAGEMENT SYSTEM e o @ A ess P i srmniina
-

Financial Year Request

Financial Yoar * Year Code * Start Date End Data
HEY vear Code DOMM/TYYY DOMKIYYYY
Video Tutorial
Standard Deduction Amount = Remarks =
Standard Deduction Amount Remarks
Talent Management
Core HR ymit ‘ Cancel ‘

Leave and Attendance

Figure 4-27: Add Financial Year

Enter the details and click on button such that a success message will be shown on Financial Year
landing as shown below in Figure
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User Manual

Financial Year Landing
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St tries E tto: Excel POF
how 10 w entries xport to Exte PO Search:
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Payroll rd

F¥1 Approved 3 2020-21 FY2Z0 01/04/2020 31/03/2021 50000

Showing 11o 3 of 3 entries

Figure 4-28: Financial Year Added

4.6.4 Edit Financial Year

Click on ¥ to edit existing Financial Year as shown below in Figure

= Wi/ FCIHUMAN RESOURCE MANAGEMENT SYSTEM e o @ Aa ess m? R

Edit Financial Year

User Manual Request iD Financial Year Year Code Start Date
F¥Y3 2022-23 2043 0110412022 E
End Date Standard Deducticn Amount * Remarks *
310342023 5000( Ok

B

Figure 4-29: Edit Financial Year

Update
Enter the details and click on - for updating the existing record in the table and a success
message will be shown on Financial Year Landing as shown below in Figure
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4.7 Income Tax Slab Master- Income Tax Slab
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Financial Year Landing
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Figure 4-30: Financial Year updated

Income Tax Slab facilitates the user to create new Income Tax Slab for selected
financial year. User can create Income tax slab category wise (Male, Female, Senior
Citizen and All). Income tax slab master allow user to create income tax slabs for
both regime types (Old Regime and New Regime).

4.7.1 Navigation

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

Tax Slab

4.7.2 Landing Page

User 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 below in Figure
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= Kir FCIHUMAN RESOURCE MANAGEMENT SYSTEM e Aa @ Aa  pss 1;9 AMIT KUMAR
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Figure 4-31: Income Tax Slab Landing

User shall be able to perform the following activities from the landing page:

e C(Clickon to apply the available filters.

e Clickon - o to export the table records in Excel as per table columns.
Search:

e C(Clickon to enter a search query that shall search the

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

Previous 1 2 Mext
e C(Clickon to navigate table records

e C(Clickon to add a new Income Tax Slab.

e Clickon ' to editan existing Income Tax Slab in the table.

e Clickon @ toview the existing Income Tax Slab details in the table.

4.7.3 Add Income Tax Slab

Click on to add new Income Tax Slab as shown below in Figure

Homa Income Tax Slab Request
Lzer Manual Financlal Year * Tax Calegory * Fegime Typs Fram Age
Video Tutorial

To Age * From Amount Ta Amouit Febsle Amrount

Tax Percentage * Sut Charge Percentage Health & Educalion Cess Percentage * Effective From

reanlag Suf Chalge Parss lag HBan & Education Coss Feants i T
Rt Document Humber Ret Document * Remarks * 15 Active* .
m ) &

Figure 4-32: Add Income Tax Slab

Enter the details and click on button to add new Income Tax Slab and a success message will be
shown on Income Tax Slab landing as shown below in Figure
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Showing 1 to 10 of 19 entries
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Figure 4-33: Income Tax Slab Added
4.7.4 Edit Income Tax Slab
Click on to edit an existing Income Tax Slab Master as shown below in figure
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Edit Income Tax Slab

Reguest 10 T Hogane Typa
From Age Ta Aga* From Amount To Amount *
Aebate Amount * Taa Percendags * Sur Charge Percentage * Health & Education Cess Parcenlage
Figure 4-34: Edit Income Tax Slab
Enter the details and click on to update the existing Income Tax Slab and a success message will
be shown on the Income tax Slab landing as shown below in Figure
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Figure 4-35: Income Tax Slab Updated
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4.8 Income Tax Slab Master- Professional Tax Master

Professional Tax Master facilitates the user to create a new Profession Tax Setup as per
requirement and Profession Tax will be created state wise. User also would be able to
update the existing Professional Tax master as per requirement.

4.8.1 Navigation

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

4.8.2 Landing Page

User shall traverse the navigation as mentioned in Section 4.8.1 to reach the Professional
Tax Master Landing Page as shown below in Figure

o]
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b4 ® AMIT KUMAR
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Showing 1ta 10 of 87 entries
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Figure 4-36: Professional Tax Master
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User shall be able to perform the following activities from the landing page:

e C(Clickon to apply the available filters.

e Clickon B to export the table records in Excel as per table columns.
Search:

e C(Clickon to enter a search query that shall search the

table records.

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

. Previous 1 2 3 4 5 S Next .
e Clickon to navigate table records

. Add Professional Tax .
e C(Clickon to add a new Professional Tax master.

e Clickon “'to editan existing Professional Tax in the table.

e Clickon @ toview the existing Professional Tax details in the table.

4.8.3 Add Professional Tax Type

. Add Professional Tax . o
Click on to add new Professional Tax master as shown below in Figure

1]

o]
£/ FClIHUMAN RESOURCE MANAGEMENT SYSTEM e w @ A oEss [ mss 8
‘\ifé E AMIT KUMAR

Professional Tax Master Request

State * Monthly Gross Earning From * Manthly Graoss Earning To * Tax Amount *
2 ~ Manthly Gioss Earming From Monthly Gross Earning To Tax Amourt

Video Tutorial

Pariodicity = Effectiva From * fef. Document Number * Ref. Document #
Manager Dashboard
Talent gernent

Remarks * Is Active =

Remarks Activa o

Leave and Altendance
‘ Cancel ‘
Performance Management
Figure 4-37: Add Professional Tax
Click on button to add new Professional Tax Master and a success message will be shown on the

Professional Tax Master landing as shown below in Figure
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Professional Tax has been saved successfully.

Home
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Figure 4-38: Professional Tax Added

4.8.4 Edit Professional Tax

Click on ' to edit existing Professional Tax master as shown below in Figure
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Figure 4-39: Edit Professional Tax
Enter the details and click on for updating the existing record in the table and a success message
will be shown on Professional Tax Master landing as shown below in Figure
= REy FClHUMAN RESOURCE MANAGEMENT SYSTEM e An @ Aa ESE x? AMIT KUMAR
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Figure 4-40: Professional Tax Updated
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4.9 Income Tax Return Master- Income Tax Section Master

This process is used for Tax calculation 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 user for defining the Tax Calculation Master as and
when policy changed.
4.9.1 Navigation

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

4.9.2 Landing Page

User shall traverse the navigation as mentioned in Section 4.9.1 to
reach the Income Tax Return Master — Income Tax Section Master
Landing Page as shown below in Figure
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Figure 4-41: Income Tax Section Master

User shall be able to perform the following activities from the landing page:

e C(Clickon to apply the available filters.

e C(Clickon B  to export the table records in Excel as per table columns.
Search:

e Clickon to enter a search query that shall search the

table records.

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

. Previous 1 2 MNext .
e Clickon to navigate table records

. Add Income Tax Section Master .
e C(Clickon to add a new Income Tax Section Master.

e Clickon “'to editan existing Income Tax Section Master in the table.

e Clickon @ toview the existing Income Tax Section Master Details in the table.

4.9.3 Add Income Tax Section

. Add Income Tax Section Master . .
Click on to add new Income Tax Section as shown below in

Figure

= %§/ FCIHUMAN RESOURCE MANAGEMENT SYSTEM e o @ A oess . A—
(]
Income Tax Section Master Request
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Figure 4-42: Add Income Tax Section

Enter the details and click on button to add new Income Tax Section Master and a success message
will be shown on Income Tax Section Master landing as shown below in Figure
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Figure 4-43: Income Tax Section Added

4.9.4 Edit Income Tax Section

Clickon ' to update the existing Income Tax Section master as shown below in Figure
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Figure 4-44: Edit Income Tax Section

Enter the details and click on
will be shown on Income Tax Section Master landing as shown below in Figure

for updating the existing record in the table and a success message
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Figure 4-45: Income Tax Section Updated
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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 user for defining the Tax Calculation Master as &
when policy changed.

4.10.1 Navigation

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

4.10.2 Landing Page

User shall traverse the navigation as mentioned in Section 4.10.1 to reach
the Landing Page as shown below in Figure
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Figure 4-46: Deduction Chapter VI A Landing

User shall be able to perform the following activities from the landing page:
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e C(Clickon to apply the available filters.

e Clickon B to export the table records in Excel as per table columns.
Search:

e C(Clickon to enter a search query that shall search the

table records.

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

Previous 1 2 3 4 5 Mext
e Clickon to navigate table records

. Add Incometax Deduction Chapter .
e C(Clickon to add a new Income Tax Deduction.

e Clickon “'to editan existing Income Tax Deduction in the table.

e Clickon @ toview the existing Income Tax Deduction in the table.

4.10.3 Add Income Tax Deduction Chapter

. Add Incometax Deduction Chapter .
Click on to open Add Income Tax Deduction

Chapter VI A Request page as shown below in Figure
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Figure 4-47: Add Income Tax Deduction Chapter VI A

Enter the details and click on button to add new Income Tax Deduction Chapter VI A and a success
message will be shown on Income Tax Deduction Chapter VI A landing as shown below in Figure
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Figure 4-48: Income Tax Deduction Chapter Added
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4.10.4 Edit Income Tax Deduction

Click on " to update an existing Income Tax Deduction Chapter VI A as shown below in

Figure
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Figure 4-49: Edit Income Tax Deduction VI A

Enter the details and click on for updating the existing record in the table and a success message
will be shown on Income Tax Deduction Chapter VI A landing as shown below in Figure
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Figure 4-50: Income Tax Deduction VI A Updated
Copyright © 2020 HRMS All Rights Reserved to FCI Page 59 of 139




Payroll
User Manual Version 2.2

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.

System will facilitate user 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

User shall traverse the navigation as mentioned in Section 4.11.1 to reach
the Landing Page as shown below in Figure
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Figure 4-51: Income Tax Exemption Section 10 Landing

User shall be able to perform the following activities from the landing page:
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e C(Clickon to apply the available filters.

e Clickon B to export the table records in Excel as per table columns.
Search:

e C(Clickon to enter a search query that shall search the

table records.

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

Previous 1 2 MNext
e Clickon to navigate table records

e C(Clickon to add a new Item in Income Tax Exemption Section 10.

e Clickon “'to editan existing Item in Income Tax Exemption Section 10.

e Clickon @ to view the existing Item in Income Tax Exemption Section 10.

4.11.3 Add Income Tax Exemption Section 10

Click on to add new ltem in Income Tax Exemption Section 10 as

shown below in Figure
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Figure 4-52: Add Income Tax Exemption Section 10

Enter the details and click on button to add new Item in Income Tax Exemption Section 10 and a
success message will be shown on Income Tax Exemption Section 10 landing as shown below in Figure
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Figure 4-53: Add Income Tax Exemption Section 10 Success

4.11.4 Edit Income Tax Exemption Section 10

Click on ¥ to update existing item in Income Tax Exemption Section 10 as shown below in Figure
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Figure 4-54: Edit Income Tax Exemption Section 10

Enter the details and click on

for updating the existing item in Income Tax Exemption Section 10

and a success message will be shown on Income Tax Exemption Section 10 landing as shown below in Figure
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Figure 4-55: Income Tax Exemption Section 10 Updated

4.12 Income Tax Return Master- Other Income - Section 24

It facilitates user to create new Items or update existing Items in Section 24. These Items

will be used in Income Tax Declaration and Proof submission.

4.12.1 Navigation

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

Section 24

4.12.2 Landing Page

User shall traverse the navigation as mentioned in Section 4.12.1 to reach the Landing

Page as shown below in Figure

Copyright © 2020 HRMS All Rights Reserved to FCI

Page 64 of 139




Payroll
User Manual Version 2.2

= Wi/ FCIHUMAN RESOURCE MANAGEMENT SYSTEM e e @ m o B i
2

Other Income Section 24

Financial vear Tax Categary Regime Type

All A3 Al v All v

Section

REQUEST ID STATL! D SN, EX
@] fler] " - a a0 tale i R ag
’_-r| 52 poroves l e 2022-23 ale i Regimea 0
Deduction Chapter Vi &
= on Section 10
Dither Income - Section 24 >
Figure 4-56: Other Income - Section 24 Landing
User shall be able to perform the following activities from the landing page:
e C(Click on to apply the available filters.
e Clickon i to export the table records in Excel as per table columns.
Search:
e Clickon to enter a search query that shall search the
table records.
e C(Clickon to sort the table records in ascending order or descending order of entries.
Previous 1 Mext
e Clickon to navigate table records

e (Clickon to add a new Item in Other Income Section 24.

e Clickon “'to editan existing Item Other Income Section 24
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e Clickon @ toview the existing Item Other Income Section 24

4.12.3 Add Other Income - Section 24

Click on to add new Item in Other Income - Section 24 as shown below

in Figure

= NE/ FClIHUMAN RESOURCE MANAGEMENT SYSTEM o s @ A oEss
&

Other Income Section 24 Reguest

Financial Year * Tax Catagory * Hegime Type * Saction *
Videa Tutoril e i = i
Item Code * Item Description * Exempt Percentage = Section Limit E
term Cods ftem Dia Exsrnpt Percenlage Section Limit
Talent Mansgement
Ref. Document Number * Ref. Document = Hemarks = 15 Active ®
Cancel
Figure 4-57: Add Item in Other Income - Section 24
Enter the details and click on to add new Item in other Income Section 24 and a success message
will be shown on Other Income Section 24 landing as shown below in figure
= Wi/ FCIHUMAN RESOURCE MANAGEMENT SYSTEM e o @ Ra ess B v

Incoma Tax Other Income Section 24 has been saved successfully.

Other Income Section 24

Financial Year Tax Catlegory Ragime Type Section

Al - all " T o E
Status

Talkent Mz it =4
A P

Add Other Income Section 24
Show 10 ~ entries Exportto: Exce PCF Brir Search:
REQ IL AT C IMANC TA i} F E E E
@
2 10522 Aporoved 1 H0c 2022-23 Male Ol Regime 3 NA
(4 "
@
= 10527 \poroved 2 80c 202223 Male Old Regime =3 24 10
(8
»
Showing 1 to 2 of 2 entriez

Figure 4-58: Item added in Other Income - Section 24
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4.12.4 Edit Other Income - Section 24

Click on ' to update existing Item in Other Income Section24 as shown below in Figure

FCl| HUMAN RESOURCE MANAGEMENT SYSTEM o aw @ A s ® AMIT KUMAR

= W
-

Edit Other Income Section 24

Request |0 Financial Year Tax Cateqory Regime Type
577 Make D) Reglma
Section Item Code Itern Description * Exempt Percentage E
Section Limit Ref Dociament Mumber * Ref. Document % * Remarks *
150000 FE peact u
s Active *
Activa b
Cancel
Figure 4-59: Edit Other Income - Section 24
Enter the details and click on to update the existing item and a success message will be shown on
Other Income Section 24 landing as shown below in Figure
= Wi/ FClIHUMAN RESOURCE MANAGEMENT SYSTEM e a @ aa s ® i sarioun
Tiome Income Tax Other Income Section 24 has been updated successfully.
it Other Income Section 24
Vidaa Tutorlal Financial Yeat Tax Category Regime Type Section
B Al v all wr = W

Status

Talert Management
c 7
Add Other Income Section 24

Show 10 » antries Exportlo: Luce Y nt

Search:
tion and Banefit wr AC TION HEQUEST ID STATUS S.ND. SECTION FINANCIAL YEAR TAX CATEGORY REGIME TYPE TEM CODE ITEM DESCRIPTION EXEMPT PER
o
ek 10522 Approvar | HOC 2022-23 Male Cid Regime TIZ A 5
@
=2 0521 Approved 2 BOc 2022-23 Male Cid Regimes 88 24 jle]
[F3
’
Shewing 1to 2 of 2 entries
T 1 Next

Figure 4-60: Item updated in Other Income - Section 24
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4.13 Income Tax Return Master- HRA Section 10 (13A)

It facilitates user to create new HRA master setup and update existing master that will be
used in Income Tax declaration and Proof Submission.

4.13.1 Navigation

Left Navigation: Payroll >>Masters >> Income Tax Return Master >> HRA Section 10 (13A)

4.13.2 Landing Page

User shall traverse the navigation as mentioned in Section 4.13.1 to reach the Landing
Page as shown below in Figure

= Wiy FCIHUMAN RESOURCE MANAGEMENT SYSTEM e s @ A s . AMIT KUMAR
Home Incometax HRA Section 10 (13A)
Ltser Mantial Financial Year Regime Typs City Type Status

All e Al o All w Al N

| Add Incometax HRA Section 10 (13A)
Show 10w entrizs  Ewportio Seatch

T REQLI TATLIS D SNO EREA | HERIE TR » - -
@ o
IRH19 poroved 1 202021 Old Realme I\JO 40
Metro
= IS Approved 2 2020-21 Oid Fiegime  Metro 50
L
* Maw Mon
= IRz potovedd ] 202 Regime Ietro an
@ —— e Mew N
Rbzs Ao 4 2020-21 9 Ietro 50
¥ g Regime
Showing 1o 4 of 4 entries

HRA S=ction 10 {134)

Figure 4-61: Incometax HRA Section 10 (13A) Landing

User shall be able to perform the following activities from the landing page:

e C(Clickon

to apply the available filters.
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e (Clickon

Search:
e Clickon

table records.

e C(Clickon

Frevious 1 Mext
e Clickon to navigate table records

Add Incometax HRA Section 10 (13A)
e (Clickon to add HRA Section 10.

e Clickon ¥'to update existing HRA master.

e Clickon @ toview the existing HRA master.

4.13.3 Add Income Tax HRA Section 10 (13A)

to export the table records in Excel as per table columns.

to enter a search query that shall search the

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

Click on to add new HRA definition as shown below in Figure

= %i/ FCIHUMAN RESOURCE MANAGEMENT SYSTEM

emgﬂa

Incometax HRA Section 10 (13A) Request

_ g o]
55 m S AMIT KUMAR

Financial Year * Regime Type * City Type *

Ref. Document * Remarks *

Ref Document Numbes N m

HRA Section 10 [13A) Percentage *

‘ Caneel

Figure 4-62: Add Incometax HRA Section 10 (13A)

Enter details and click on
Income Tax HRA Section 10 (13A) landing as shown below in Figure
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= NIy FCIHUMAN RESOURCE MANAGEMENT SYSTEM e o @ n ows B T o awreomar
Income Tax HRA Section 10 (13A) has been saved successfully.
Incometax HRA Section 10 (13A)
Financial Year Regime Type City Type Status
ar Al W &l b b
Get Results
Shew 10 “~ antrigs  Exportio: Search
on and Bensfit ACTION REQUEST ID 5TATUS 5. ND REG ¥E R 3 R ii
@
. IRH20 Appioved 1 202223 Oid Regime Metro 22 Ma
=
= IRH12 Appioved 2 2020-21 Cid Regim g;::[ 40
:;9 IRHZT poraved 3 2020-21 e 0
- IRH22 i 1 20-21 Hlew Metro S50
E3 Regime
L}
Showing 1to 4 of 4 entries
Previow 15 1 e
Figure 4-63: Incometax HRA Added
4.13.4 Edit Income Tax HRA Section 10 (13A)
. F C . . .
Click on €' to update existing HRA setup as shown below in Figure
= %Ki FCIHUMAN RESOURCE MANAGEMENT SYSTEM e 4 @ ae e [ P Hi AMIT KUMAR

Edit Incometax HRA Section 10 (13A)

Request 1D Financial Year

IRH20 2022-23

HRA Section 10 (134] Percentage *

22 3

Rel. Document Mumber *

Regims Type

Ref. Document % *

City Type

Mt
Remarks * E
H “

Caneel

Figure 4-64: Edit Incometax HRA

Enter the details and click on

button to update the existing Incometax HRA master and a success

message will be shown on Incometax HRA Section 10 (13A) as shown below in Figure
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o
= i/ FClHUMAN RESOURCE MANAGEMENT SYSTEM o 4a Aa  Ess S5 H,AMIT KUMAR
i/ " o [ ss | i

Income Tax HRA Section 10 (13A) has been updated successfully.

Incometax HRA Section 10 (13A)

Financial Year Regime Type City Type Status

W Al W all w 2 E

Show 10 w entries Exportto

Search:

R [ ATL r FINANCH RE ¥ CITY TYP R il RCE! R \ ME
= ;
= RH20 Aporoved 1 202223 Old Regime Metro 22 Ma
2 RHIC A » w002 ) Mon .
- [RH1C i 2 2020-21 Ol Regime Metro 40
@ 2 Mew Man

A2 \poroved 2020 4
7 s HH21 3 02) Regimz Metro 9
Lo Maw

IRH22 Aporove 4 2020-21 = Metro =11
= Regime

]
Showing 1 to 4 of 4 enfrias

Income Tax Slab Master

Figure 4-65: Incometax HRA updated

4.14 Payroll- Advance Master Request

Advance master facilitate user to create advance setup for Festival Advance and Computer
Advance category wise. User can set applicable interest rate, effective period and amount
limit category wise on advance request. User can create a new advance setup or update
existing as per requirement.

4.14.1 Navigation

Left Navigation: Payroll >>Masters >> Advance Master Request

4.14.2 Landing Page

User shall traverse the navigation as mentioned in Section 4.14.1 to reach
the Landing Page as shown below in Figure
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NE/ FCIHUMAN RESOURCE MANAGEMENT SYSTEM e a @ Az EsS 0 Keiltan Admin

Advance Master Landing

Advares Name Eppicabi Fram Appricabis To status

Sow 10 v enies Exportto |:| |
searcn:

ADRIGO
£-4

Computer 1000 Mo o 1710612021 1040712021 1234
o
= ACHIED prroved 2 Festival CAT-1 1004 No il 14/05/2021 21052021 1234
@
ATHIES pproved 3 Compiter 50000 Yes a 017042021 1032022 g
.
2 DR 1 Fastival T n o 1 e} 1 Ak
=
[#
WOR Fest AT 10008 Aarrl " | &t
°®
=
ORI Appro tiva CAT | \o o2 31212021 Addve
<
*

Figure 4-66: Advance Master Request Landing

User shall be able to perform the following activities from the landing page:

e C(Clickon to apply the available filters.

e Clickon B to export the table records in Excel as per table columns.
Search:

e C(Clickon to enter a search query that shall search the

table records.

e C(Clickon to sort the table records in ascending order or descending order of entries.
Previous 1 Mext
e C(Clickon to navigate table records
Add Advance Master
e C(Clickon to add new advance Master.

e Clickon “to update existing advance master.

e Clickon @ toview the existing advance master.
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4.14.3 Advance Master Request

Add Advance Master

Click on to add new Advance Master as shown in Figure 4-46

= %i7 FCIHUMAM RESOURCE MANAGEMENT SYSTEM

Hame Advance Master Request

e A e Ba

Kalitan Agmin

Lsar Manua Aovance Namo * Categery Applicatil * Linit *

Video Tutoria

Appkcatde From * Apdlicable To * Ret. Document No, *

Manager Dachboard

Core HR

Rel, Document *

Laave and Attandance

Perfarmanca Management

Figure 4-67: Add Advance Master Request

Enter the details and click on m to add new advance master setup and a success message will be

shown on advance master landing as shown below in Figure

= iy FClIHUMAN RESOURCE MANAGEMENT SYSTEM

Dats meerted succassfully

Advance Master Landing

e A5 Q Aa

i

1, Kellton Admin

v | commany = 5w v
Got Resuis
:‘:: ADR190 Spproved 1 Computer 1000 1TI0E2 10/07/2021 1
Figure 4-68: Advance Master Added
4.14.4 Edit Advance Master Request
Clickon £ to update existing advance master as shown below in Figure
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%i/ FCIHUMAN RESOURCE MANAGEMENT SYSTEM

Home Edit Advance Master

Request ID

WU Meanua!

Interest Rate Percentage *

Ref. Document No. *

Advarce Type Code Advarce Name

Limi * Appicabis From *

Red. Document * A1, 8 Femarks *

=

Interest Applicable *

Appicatle To*

Parformanca Management

Enter the details and click on

shown on the Advance Master Request landing as shown below in Figure

Figure 4-69: Edit Advance Master

button to update the existing advance master and a message will be

= Ak FClLHUMAN RESQURCE MANAGEMENT SYSTEM

Data upoatad successfuly

Advance Master Landing

Artvance Mams

Cat Regulls

ADRIS0

ADRIES

Show 10w entrles Exportic

Appleabie Fram Appleabie To

1 Comouter 1000 No

Q- @ » = B i § |
‘__|
Add Advance Mastar
1 P yairs] 1

14/05/202 2yos/2021 T

Figure 4-70: Advance Master Updated

4.15 Employee Salary Type

System will facilitate user to map Employee Salary type for payroll processing. It is one time
setup and it is mandatory for salary processing.

4.15.1 Navigation

Left Navigation: Payroll >> Request >> Employee Salary Type
4.15.2 Landing Page

User shall traverse the navigation as mentioned in Section 4.15.1 to reach the Employee

Salary Type Transaction Landing Page as shown below in Figure
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= ‘5{' FCI HUMAN RESOURCE MANAGEMENT SYSTEM e An e Aa ESS ‘0 HAR MARAYAN SINGH

Employee Salary Type

=
= 252 0 I-\O- T 1 307758 KUMER Unmaciped 25A0/2020 NNzi2078

Empicyos Satsry Typa

Figure 4-71: Employee Salary Type Landing

User shall be able to perform the following activities from the landing page:

to apply the available filters.

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

Search:
e Click on to enter a search query that

shall search the table records.

* Click on to sort the table records in ascending order or descending
order of entries.

* Clickon - ' ' to navigate table records

* Clickon % to map employee salary in the table.
«  Clickon @ toview the mapped salary type in the table.

4.15.3 Map Employee Salary Type

Click on % to map employee salary as shown below in Figure
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= Riy FCIHUMAN RESOURCE MANAGEMENT SYSTEM

i Q- O = s P ooy

Map Employes Salary Type

Oifica Type Oftize Name Emplayoe Mumber Emplzyos Nama

ASHISH KUMAR

Fayrol Type Code * Salary Type * EMtactive From Effective Ta

22078

Remarks*

Ret. Document Nurnber * Rel. Document *

Figure 4-72: Map Employee Salary Type

Enter the details and click on m to map employee salary type and success message will be shown
on employee salary type landing as shown below in Figure

= Ni# FCIHUMAN RESOURCE MANAGEMENT SYSTEM o o @ M e [ mss | P AMITHUMAR )
s

Emgiloyss Salery Typs has Deen mapped successTully,

et Manual

Employes Salary Type

utarlal office Type * office Mame * Payrol Type Code Salary Typa

Marager Dashboard

Emplyes Mumber Employen Name B

fectue From E

W]

Show 100w entries  Exporito

Search:

No Data Avsilatia in Table

Figure 4-73: Employee Salary Type Mapped

4.16 Adhoc Transaction

Adhoc Transaction facilitate user to add earnings and deductions on ad-hoc basis. If user
wants to add or deduct amount from any paycode, then it is possible through Ad-hoc

Transaction. If user wants to pay any amount to the employee but that is not the part of
salary structure then Adhoc Transaction functionality will be used.

4.16.1 Navigation

Left Navigation: Payroll >> Request>> Adhoc Transaction
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4.16.2 Landing Page

User shall traverse the navigation as mentioned in Section 4.16.1 to reach the Landing Page
as shown below in Figure

= Wj# FCIHUMAN RESQURCE MANAGEMENT SYSTEM e wo @ A s m P At kmas @)

Adhoc Transaction Landing

Salary Type Paycoda Payuode Name Companent Typs

Gl Results.

Earning

Adhoe Transaction

Figure 4-74: Adhoc Transaction Landing

User shall be able to perform the following activities from the landing page:

e C(Click on to apply the available filters.

e Clickon B to export the table records in Excel as per table columns.
Search:

e C(Clickon to enter a search query that shall search the

table records.

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

Previous 1 Mext
e C(Clickon to navigate table records

Add Adhoc Transaction
e C(Clickon to add a new adhoc transaction.

e Clickon ¥ to edit an existing adhoc transaction in the table.

e Clickon @ toview the existing adhoc transaction details in the table.
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4.16.3 Adhoc Transaction Request

Add Adhoc Transaction

Click on button to add a new Adhoc Transaction Request as shown below
in Figure
= i/ FCIHUMAN RESOURCE MANAGEMENT SYSTEM e Aa @ Aa  Ess P "‘"”‘U"’“"‘o

Adhoe Trans action Request

Paycods Mame * Fram Month/Yeas * Te Marith) Year *

Value * Remarks* el Document Ne. * Ref. Document *

=
(=i
= @
5
S
»
5
g
3
E
I
i
z
i
o
p
K=1

Ad Transaction

Figure 4-75: Add Adhoc Transaction Request

e Click on =it =Bl to ypload data in bulk.

Add Bulk
* Enter the details in bulk upload section 1 and click on -then data will be

populated in the grid and click on m to add adhoc transaction in bulk.

* Enter the details in section 2 and click on button to add adhoc
transaction in the grid. User can add multiple transactions in the grid.

«  Click on € to edit the record in the grid.
+ Click on ®to delete the record in the grid.

e Click on m button to create an adhoc transaction.

Click on mbutton add new adhoc transaction and a success message will be shown on the Adhoc
Transaction Landing as shown below in Figure
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= Wi FCIHUMAN RESOURCE MANAGEMENT SYSTEM e s @ e 3 P AMITKUMAR )

Adhoc Transection has beensaved succassfully.

Adhoc Transaction Landing

Satary Typs Paycode Paycode Name Companent Ty pe

Gat Results

SATISH s . Transpon

Figure 4-76: Adhoc Transaction Added

4.17 Advance Request

Advance Request facilitate user to raise request for Computer Advance and Festival advance and
user can select installments for advance recovery during the request submission. Advance eligibility
and amount limits will be applicable as per configuration in advance master.

4.17.1 Navigation

Left Navigation (ESS): Payroll and Advances >>Advance >> Advance
Request

4.17.2 Landing Page

User shall traverse the navigation as mentioned in Section 4.17.1 to reach
the Landing Page as shown below in Figure
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FCI HUMAMN RESOURCE MANAGEMENT SYSTEM aa Az 55
\5/ E G 0 Q 1 M

Advance Request Landing

Advance Nama Status

=i

i 10 entrie 4
st omimen Rt m. ‘ S ‘

EADS®7 Reverts: 1 128930 280572 AMIT KUMAR General Manager Festival

Advance Requast

Figure 4-77: Advance Request Landing

User shall be able to perform the following activities from the landing page:

e C(Click on EEE to apply the available filters.

e Clickon - " to export the table records in Excel as per table columns.
Search:
e C(lickon to enter a search query that shall search the
table records.

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

Previous 1 MNext
e C(lickon to navigate table records

. Add Advance Request .
e C(lickon to raise a new advance request.

e Clickon @ toview the existing advance request details in the table.

4.17.3 Advance Request

. Add Advance Request . . .
Click on to raise a new Advance Request as shown below in Figure
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= Wi/ FClHUMAN RESOURCE MANAGEMENT SYSTEM e w @ s ves & i
=

Advance Request

Employee Mumber * Employes Hame * Divigicn * Section *
2a0572 AMIT KLMAR Personnel General
Vidao Tutoslal
Designation * Drate OF Joining * Date Of Retirement * CPF Mumber * E
Manager 08/04/2015 30/04r2049 129950
Salary Type Basic Salary * Bank fAccount Number *
D4 52450

Advance Mame *

Computss o

e Managament

Advance Armount (iniNg} = Remarks * Ref. Documsnl

Actual Cost Of Computer iin MRl *
=

Whether acquired basic training in computer application for at least 2 weeks ) Yes o Mo

Advance Regusst Number of instaliments in which advance along with interest are 1o be refunded
o

I the applicant wants 1o purchase personal computer other than regular agent or reputed dealer, whether prior permission of compatent authority under Regulation 45(4)] of FCI Staff
Regulation 1971 has been taken E

| Yes ) Mo

Certified thal the information furnished above |s true and correct and the advance shall be used for the purchase of personal computer, within a month from the date of drawl of

advance.
o ‘

Save as Draft |

Figure 4-78: Add Advance Request

Save as Draft

Enter the details and click on to draft the request if not want to submit.

Submit
Enter the details and click on -to raise a new advance request and a success message will be
shown on Advance Request Landing as shown below in Figure

Employee Computer Advance has bean saved successfully. *

Advance Request Landing

Advance Name Status

Select > Al v Get Results E

Figure 4-79: Advance Request Raised

Submitted process will be routed as per defined DoP for advance request approval.
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4.17.4 Advance Request Landing (MSS)

It facilitates the respective authority to dispatch, review, revert and approve the advance request

raised by the officer/employee.

= W&/ FCIHUMAN RESOURCE MANAGEMENT SYSTEM e e @ Aa s . IR

Home Advance Request Landing

VANCH Ay Stat
Liser Réanial Advance Nawie Status
2 = 0 ki
Video Tutoral
Show 10 w entries Exportlo:

ICE D

© EADBZG Penrding Review 129850 290572 AMIT KUMAR Gensral

= EADS52 Pending Review 106016 150523 SLINITA KLIMAR! Bills

wing 1o 2 of 2 eniries

Advance Request

Figure 4-80: Advance Request Landing

User shall be able to perform the following activities from the landing page:

e C(Clickon m to apply the available filters.

e Clickon to export the table records in Excel as per table columns.

Search:

Manager

Manager

Computer

Fastival

e C(Clickon to enter a search query that shall search the

table records.

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

e C(Click on Status, to open the action history in a popup that describes the approval routing of

the entire transaction

Frevious 1 MNext
e C(Clickon to navigate table records

e Clickon @ toview the advance request details in the table.
e Click on £ to dispatch or review the advance request.

4.17.5 Dispatch Advance Request

To Dispatch the request submitted by the user the dispatching authority shall click on T+ to

navigate to detail page as shown in Figure below
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o
= Wi/ FCIHUMAN RESOURCE MANAGEMENT SYSTEM e m @ A s & 1 MEGHA SINGHAL
A
Home Approve Computer Advance Request
Jate OF Retirement
30/08/2049
Tutordal CPF Mumber
129950
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Designatior
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Advance Namie 1 Installments In Which Advance Along With Interest Are To Be

Computer

Advance Amount
50000
Actual Cost Of Computer

60000

Remarks Rel Do

Computar Advance

Whether Acquired Basic Training In Computer Application For AL Least 2 Weseks
No
Certifisd that the information furnished above is true and correct and the advance shall be used for the purchass of personal computer, within a month from the date of

drawl of advance

View Action History
Dizpatch To
EHEELA EDLINE TIGGA
"
Revizwesr Remans
Documen! Mame Supportive Document
1 A SEORTI
Canceal

Figure 4-81: Dispatch Advance Request

Enter the relevant details and perform one of the following actions as a reviewing authority:

to open the Action History which reflects the approval

routing for the specific transaction.

e C(Clickon

e (Click on “ to attach a new document in PDF format with a document name of not
more than 5 MB
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. Add Reviewer L . o
e C(Click on link to open the additional reviewer popup where the existing

reviewing authority can add another reviewer in the line of approval routing. Kindly refer
the common functionality section.

e Click on button to submit the review with details to the concerned reviewer
selected as shown in DISPATCH TO field such that the transaction is forwarded to the next
selected reviewer in the reviewing authority final reviewer has reviewed the transaction
and the same transaction is forwarded to approving authority for final approval.

e Click on button to send back the entire transaction directly back to the User
who can resubmit the request with necessary details. The status of the transaction shall
change from Pending Review to Reverted in case any reviewer or approving authority had
reverted the transaction back to the initiator.

Click on to navigate back.

Advance Request Landing

Advance Name Status
~ All v GetResults E
! ; {CE PDF Erint
Show 10 w entries Exportto: [Euce D it search:
ACTION ADVANCE ID STATUS CPF NUMBER EMPLOYEE NUMBER EMPLOYEE NAME SECTION DESIGNATION ADVANCE NAME
® 3 EADSSS Penaing Review 106016 150523 SUNITA KUMARI Bills Manager Festival

Showing 1te 1 .of Tentries
Previous 1 Next

Figure 4-82: Advance Request Dispatched

4.17.6 Review Advance Request

To review the request submitted by the user the reviewing authority shall navigate to Reviewer
landing page as shown in Figure below:
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FCI HUMAN RESOURCE MANAGEMENT SYSTEM

Advance Request Landing

Advance Name

Show 10 v entries Exportio: Fucal 20F S
ANEE | TATLE Lt PLOYEE NUMBER E F NAN . 5
Lol =1 wies AMIT KUMAR General hanage:
Showing 1 to 1 of 1 entries

Figure 4-83: Advance Request Review Landing

Click on to open the Review form as shown in Figure below:

.4 ¥ FCl HUMAN RESOURCE MANAGEMENT SYSTEM

Review Computer Advance Request

Employes Remtion

0 Ba @ Aa  EsS m _D

S

-l SHEELA EDLINE TIGGA

SHEELA EDLINE TIGGA

Trairing in Complter Application For At Least 2 Waeks
infarmation furnished atove = true and correct and the advance shall be umed for the purchase of personal computer, within o om af
pproved Amotr End M Year
Fumbar Of nstalimant e
1 o b
hAont In=staiment
o
Hevieneer Hemarks
Documen Mams Supportive Documsnt
) ' ' e m “
[FiEeviewean] Ir.:.;,y_ e R e .| | L " || | | Cance

Figure 4-84: Review Advance Request
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Enter the relevant details and perform one of the following actions as a reviewing authority:

View Action History
e C(Clickon

routing for the specific transaction.

not more than 5 MB

to open the Action History which reflects the approval

e (Click on to attach a new document in PDF format with a document name of

. Add Reviewer . - . -
e C(Click on link to open the additional reviewer popup where the existing

reviewing authority can add another reviewer in the line of approval routing. Kindly refer
the common functionality section.

. Selective Revert . .
e C(Click on link to open the selective revert popup from where the

reviewing authority can send back the transaction to any reviewer who had previously

reviewed the transaction. Kindly refer the common functionality section.

forwarded to the next reviewer in the reviewing authority or to the approving authority
after final review. The status of the transaction shall change from Pending Review to

button to submit the review with details such that the transaction is

Pending Approval once the final reviewer has reviewed the transaction and the same
transaction is forwarded to approving authority for final approval.

m button to send back the entire transaction directly back to the User

who can resubmit the request with necessary details. The status of the transaction shall
change from Pending Review to Reverted in case any reviewer or approving authority had

e C(Click on

reverted the transaction back to the initiator.

Request has been reviewed successiully. -

Advance Request Landing

Advance Name Status
Select ~ Al Evs Get Results E

Show 10 w entries Exportto: Excel FDF Print Sakian:

ACTION ADVANGCE D STATUS CPF NUMBER EMPLOYEE NUMBER EMPLOYEE NAME SECTION DESIGNATION ADVANCE NAME

Figure 4-85: Review Advance Request Success
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4.17.7 Approve Advance Request
To approve or reject the request forwarded by revi

navigate to Approval page by following the navigation and click on

shown in Figure below

FCl HUMAN RESOURCE MANAGEMENT SYSTEM

Approve Computer Advance Request

Employes Number
293058

Video Tutorial

Employee Name

MNEHA SHILPKAR

Tatent Management

Leave and Attendance

Computer
Advs

ince Amount

12345
Actual Cost Of Computer

1234

edxd
wWhether Int
At Least

No

Certified that the information furnis

within a month from the date of dra advance.

Approved Amount

12345

Monthly Instaliment

1243759

omputer Application

above is true and correct and the advance st

ewing authority, the approving authority shall

to open the Approval page as

KUNHIRAMAN PADM...

P Muml E
133056
Salary Type
DA
Bas slary
21760
Bank Account Number

20348482122

e Along With Interest

wal Computer Other
Fhan wether Prior
Per ithority Under Regulation 48(4) Of
FCI & ias Been Taken
Mo

1all be used for the purchase of personal computer,

End Month/
08/2021

Interest Applicable

View Action History

Approver Remarks *

Document Name Supportive Document

Enter Document Mame

I Add Reviewer ” Selective Raver r]

m S

Figure 4-86: Approve Advance Request

Enter the relevant details and perform one of the following actions as a approving authority:
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View Action History

routing for the specific transaction.

not more than 5 MB

e C(lickon to open the Action History which reflects the approval

e (Click on to attach a new document in PDF format with a document name of

. Add Reviewer . L . o
e C(lick on link to open the additional reviewer popup where the existing

reviewing authority can add another reviewer in the line of approval routing. Kindly refer
the common functionality section.

. Selective Revert . .
e C(Click on link to open the selective revert popup from where the

reviewing authority can send back the transaction to any reviewer who had previously
reviewed the transaction. Kindly refer the common functionality section.

Approve

e C(lick on to give approval on the transaction and On Approval Landing Page
status of the transaction changes from Pending Approval to Approved as shown in Figure

below.

e C(Click on to give a rejection on the transaction and the User will not be able
to resubmit the same transaction with updates. On Approval Landing Page status of the

transaction changes from Pending Approval to Rejected.

Cancel

e C(lickon to navigate back to Approval Listing Page.

Request has been approved successfully.

Advance Request Landing

Advance Nams Status
” . -

Show 10 entries  Exportto:  foe o Brinr
w W entr o T i E

ACTICN ALVANCE 10 STATL sNO CPF NUMEER EMPLOYEE NUMBER EMPLOVEE MAME SECTION DESIGHNATION ADNANCE NAME

Mo Dala Availaole In Table

Figure 4-87: Approve Advance Request Success

4.18 Advance Foreclosure

This process facilitate user to foreclose ongoing advance request before closure. If advance
installments are still pending and employee wants to foreclose the request then this feature
will be used for the settlement purpose.
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4.18.1 Navigation

Left Navigation: Payroll and Advances >> Advance >> Advance
Foreclosure Request

4.18.2 Advance Foreclosure Landing

User shall traverse the navigation as mentioned in Section 4.18.1 to reach the Landing Page
as shown in below

= Wiy FCIHUMAN RESOURCE MANAGEMENT SYSTEM e oo B ona B s ®. SHEELA EDLINE TIGGA
- “

Advance Fereclosure Landing

Advance Name Status

SRR e S tc\ castce
FORECLOSURE I STATUS ..I:.D ADVANCE ID CI'F NUMBE EMPLOYEE NUMBER EMPLOYEE MAME

Mo Cata Avallabla In Table

Showing 0 w0 of O enirize

Advance Request

Advance Fotediosurs Request » E

Figure 4-88: Advance Foreclosure Landing

User shall be able to perform the following activities from the landing page:

e C(Clickon to apply the available filters.

e Clickon - o to export the table records in Excel as per table columns.
Search:

e C(Clickon to enter a search query that shall search the

table records.

e Clickon to sort the table records in ascending order or descending order of entries.
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Frevious 1 Mext

e Clickon to navigate table records

. Add Advance Foreclosure
e C(Clickon to foreclose advance request.

4.19 Advance Reschedule

This process facilitates FClI officer/employee to reschedule ongoing advance. Officer/
employee will be able to update the number of installments and installment amount will be
updated by system itself accordingly.

4.18.1 Navigation

Left Navigation: Payroll and Advances >> Advance >> Advance
Reschedule Request

4.18.2 Advance Reschedule Landing

User shall traverse the navigation as mentioned in Section 4.18.1 to reach the Landing Page
as shown in below

= W&/ FCIHUMAN RESOQURCE MANAGEMENT SYSTEM e w @ s e A
&

Advance Reschedule Landing

Advance Name Status

4 = b
Vidao Tutoslal

My Dashboard | Add Advance Reschedule E
CHeLE ‘ RESCHEDULE 1D STATUS sND, ADVANCE ID CPF NUMEER

d Benefits No Data Availzhbls In Table

SR

e Tax Declaration

Proof Submission

Advance Reschedulz Request >

Figure 4-89: Advance Reschedule Landing

User shall be able to perform the following activities from the landing page:
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e C(lickon m to apply the available filters.

Excel

e Clickon to export the table records in Excel as per table columns.

Search:
e C(Clickon

table records.

to enter a search query that shall search the

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

e Click on Status, to open the action history in a popup that describes the approval routing of

the entire transaction

Add Advance Reschedule
e C(Clickon button to reschedule advance installments.

Frevious 1 Mext

e C(lickon to navigate table records.

4.18.3 Add Advance Reschedule

Add Advance Reschedule
Click on button to reschedule the advance milestones as shown in

figure below

— Advance Reschedule Request

Advance Date Employee Number Employee Name Division

Advance Date Employee Number Employee Name Division
Section Designation Date Of Joining Date Of Retirement

Section Besignation Date of Joining Date of Retirement
CPF Number Salary Type Basic Salary Bank Account Number

CPF Number Salary Typs Basic Salary Bank Account Number
Advance Name Advance Amount Remarks Pending Amount

Advance Name Achvance Amount Remarks Pending Amount
Pending Installment Reschedule Installment Monthly Installment Ref. Document ®

Pending installment All Manthly Instaliment Upload Document Upload
Remarks *

Rermarks

Save as Draft Submit Cancel

Figure 4-90: Add Advance Reschedule
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Select the reschedule Installment from the dropdown and enter the details and click on

to draft the request. Click on button to submit new reschedule request.

4.19 Absenteeism/ Leave Statement

Absenteeism/ Leave Statement are the process where user will be able to check the leave and
attendance of FCl officers/ employees. From this process user also will be able to stop HRA as
per FCl business rule if exceed 180 Days.

4.19.1 Navigation

Left Navigation: Payroll >> Request >>Monthly Payroll >> Absenteeism/ Leave Statement

4.19.2 Create Absenteeism/ Leave Statement

User shall traverse the navigation as mentioned in Section 4.19.1 to reach the Absenteeism/
Leave Statement Page as shown in Figure below

= Wi FCIHUMAN RESOURCE MANAGEMENT SYSTEM e ma @ A s ? Hi AMIT KUMAR
)
Home Absenteeism/Leave Statement
User Manual Office Type * Office Name * Payroll Type Cods * Salary Type *
Ha v | | Hoa w | | . EEDEDEVEE -
Vidao Tutorla &
Payout Month * Cut Off Dats Payout Date

Manager bosl 5 f =i
Manager D rd 041307 :] 4 Firet week of tha month

Talert Managament

Search:

Mo Data Available In Tabke

Compensation and Benefit

Payroll

Masters

Figure 4-91: Absenteeism/Leave Statement

User shall be able to perform the following activities from the landing page:
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Click on mto apply the available filters.

Excel

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

Search:
Click on to enter a search query that shall search the

table records.

Click on to sort the table records in ascending order or descending order of entries.
Click on Status, to open the action history in a popup that describes the approval routing of

the entire transaction

Frevious 1 MNext
Click on to navigate table records

4.20 Payroll Readiness

Payroll Readiness is the process to check the readiness for payroll processing and pre-
requisites. If any mandatory data is not updated in the HRSM system then Payroll Readiness
process will generate the report to update the data for smooth payroll processing. User also
would be able to notify the respective division/ section to update the data for payroll
processing.

4.20.1 Navigation

Left Navigation: Payroll >> Request >> Monthly Payroll >> Payroll
Readiness

4.20.2 Payroll Readiness

User shall traverse the navigation as mentioned in Section 4.20.1 to reach
the Payroll Readiness Transaction Landing Page as shown in Figure below
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= Ni/ FCIHUMAN RESOURCE MANAGEMENT SYSTEM o i

Fayroll Readiness

Offce Typa = Office Hama = Payrall Type Coda -

Rayout Kontt * Cut OFf Data Payout Date

2021-02-

1 F Dl Payr oA 2021 02710 28 AT-1 5851
2021-02 " .
1Q HQ-Delni Payroll oA ozj2021 20271-02-28 o CAI-1 35500
} i Payrol A 2021 o 2 g = i
202102
HO-Daln e, [ o2/2021 0Z23-02-2 = -1 276580 AMIT KDHAR
7071-02 X .
W HG i Payrr oA 212021 Z & 28 CAT-1 27538 RAJAT SO
HO-Delhi Fayr A 2021 o 2 I AT-1 277
8
f 202 5 e AU
ln| Bayral [ 2/2021 0Z23-02-2 2a 275535 il
- o - - S T 1021-02- — — .
H@ HO-Delhi Payroll I2A d2rze21 20271-02-28 23 CAT-1 275925 SUNIL KUMAR
2 2021-02 e
3 HZ-Deln Payt A 2021 0Z1-0 38 AT 2767 WIPIE T
. HO-Delk Pavro ) 1302 o 202 1 . GURMAIL
10 G G-Delni Bayrall oA 0212021 2021-02-28 P A 780 feritin
v
CREL
: J=
Employee Number * Emplayes Hame * Remarks ¢
= 177805 : = OURMAIL SIHGH

Figure 4-92: Payroll Readiness

User shall be able to perform the following activities from the landing page:

e Clickon m to apply the available filters.

Click on

Click on

to export the table records in Excel as per table columns.

Search:

to enter a search query that shall search the

table records.

Click on

Click on
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2EF /

e Enter the details and click on mbutton to notify the concerned person and a

success message will be shown on Payroll Readiness as shown in Figure below

Success! Notificabon send successfully.

Payroll Readiness

Office Type * Offica Name * Payroll Typa Codo * Salary Type *
eV All v Al v
-
Payout Month * Cut Off Date Payout Date E
Show 10 w entries Ex tio:
Ll Search:
5 NO OFFICE TYDE OFFICE HAME PAYROLL TYDE CODE SALARY TVDE PAYOUT MONTH CLIT OFF DATE PAYOUT DATE CATERORY DESIGNATION EMPLOYEENLIMBER ENDLOVEE NAME
ko Daia Avadatble In Tablz
4 3

Figure 4-93: Payroll Readiness Notified Successfully

4.21 Stop Payroll Processing
This process facilitates user to stop officer/employee’s salary.
4.21.1 Navigation

Left Navigation: Payroll >> Request>> Monthly Payroll >> Stop Payroll
Processing

4.21.2 Landing Page

User shall traverse the navigation as mentioned in Section 4.21.1 to reach the Stop Payroll
Processing Page as shown in Figure below
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1]
-
i

.

FCI HUMAN RESOURCE MANAGEMENT SYSTEM o s @ Aa ks [ mss | o AMITKUMAR @)

Stop Salary
ffica Typo * ice Mame * g
Utier Mankal Offica Typ Office Name Divisian action
HG v Ho-Dath ¥ Salac o A v
Employee Number Employes Name E

Manager Dashl

Talent Mana

Show tries  Exportio:
o 10 w antries e ] Sasrch:

Leave and Atten

( 1 HQ HQ -Dalhi Parsonnel 10 Kellten Admin AT
Performance Management
ensation and il
O 2 Ha HG-Delki Parsonnal a 20 DISPATCHER CAT-1
e
O 3 HG HQ-Delhi Personne| 30 FCI ADMIN CAT-1
ary Component U 4 HQ HQ -Delhi Personnel RPI 275851 CAT-1
omponent
PAWAN KUMAR
[ 5 HO HO -Delhi Personnal CAT-1
= y - MAL}
MARENDRA
[ B HG HG-Delhi Lega 76089 CAT-T
C f 1Q-Delhi ega 27608 i AT
C 7 10 J-Delhi Camputer 276580 AMIT KOHAR CAT-1
(Il =] HG HG-Delhi RAJAT 50 CAT
po SALMAN
L g HG HQ-Delhi Other Other 27738 P CAT-1
= MAHMDOCD
10 10 Vigilance AMU GAUTAM CAT
L]
| Frevia 1 4 8
From Month Year * Rel. Document No. * Reference Doc * Reason/Remarks *

052021

Figure 4-94: Stop Salary

User shall be able to perform the following activities from the landing page:

e C(Clickon

to apply the available filters.
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Excel PDF Prirt

e Clickon to export the table records in Excel as per table columns.

Search:

e C(lickon to enter a search query that shall search the

table records.

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

Frevious 1 Mext
e Clickon to navigate table records

e C(lickon to select the employee from the list to stop salary.

e Enter the details and click on m button to stop the salary of selected

employees such that a success message will be shown on the Stop Salary form as shown in

Figure below

Stop Salary has been updated successfully.

Stop Salary
Office Type * Office Name * Division Section
s All v All s All
Employee Number Employee Name

~ Select v Get Results

Figure 4-95: Stop Salary Success

4.22 Release Salary Component

This feature facilitates user to release stopped salary of the FCI Officers/ employees.

4.22.1 Navigation

Left Navigation: Payroll >> Request>> Release Salary Component

4.22.2 Release Salary

User shall traverse the navigation as mentioned in Section 4.22.1 to reach the Release

Salary Page as shown in Figure below
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- = <]
= Wi/ FClHUMAN RESOURCE MANAGEMENT SYSTEM e @ s oess IR amTkumar |
- ~

Release Salary

atfice Type Office Hams Divlsion Section
v v
Employes Number Employes Nama
wr clac ~ Gat Rosutts
e M0 e e Reporiiny | Hemcl ‘ E
ACLEASE SALARY §3 ] D QFTICE TYPE QFTICT NAME VISHO SECTION EMPLOYEE HUMBER EMPLOYET HAME CATEGORY DESIINATION TIOM MONTH YEAR
l:l 1 HO HO-Dathi Engincerng Cthar 141837 MAHIPAL SIMGH CAT-H Manager obrzon

Reasan/Ramars *

Cancel

Figure 4-96: Release Salary

User shall be able to perform the following activities from the landing page:

e Clickon to apply the available filters.

e Clickon to export the table records in Excel as per table columns.

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

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

Previous 1 MNext
e C(lickon to navigate table records

e C(lickon l:l to select the Officer/Employee to release the Salary

e C(lickon to release the salary of selected officers/employees such that a
success message will be shown as shown in Figure below

Release Salary has been updated successfully.

Release Salary

Office Type Office Mame

Select N All N
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Figure 4-97: Release Salary Success

4.23 Payroll Processing Reconcile

This feature facilitates user to reconcile payroll of the FCI Officers/ employees.

4.23.1 Navigation

Left Navigation: Payroll >> Request>> Monthly Payroll >> Payroll Processing Reconcile

4.23.2 Payroll Processing Reconcile

User shall traverse the navigation as mentioned in Section 4.23.1 to reach the Payroll
Processing Reconcile Page as shown in Figure below

= Wiy FCIHUMAN RESOURCE MANAGEMENT SYSTEM e s @ e [ 2 i AMIT KUMAR

Payroll Processing Reconcile
Office Type * Office Name * Employee Number Emiployes Name
HO W HO-Deih W Sele R Setac L

Previous Month/Year *

ATU: D S.ND FFICE TYPE OFFICE NAME PAYROLL TYPE CODE SALARY TYPF PAYOUT MONTH CUT DFF DATE PAYDLUT DATF CATEGORY

Processed 1 HATT HQ-Daihi PRMAET D 03/2021 2021-03-01 2021-03-31 CAT-1
Fracessed 2 HATI H-Delhi PRM3E DA 032021 2021-03-01 2021-03-31
Processed 3 HATY HOQ-Deih PRM3ST DA 03/2021 2021-03-M 2021-03-31 CAT-1
Procecsed 4 HATY HZ-Dalh PRM3ST DA 032021 20271-03-M 2021-03-31 CAT-1
Processed HAT HQ-Delh PRM3ET DA 03,2021 CAT-
Processed HATI H3-Delh PRM3ST DA 03/2021 2021-03-M 2027-03-31 CAT-1I
Processed ’ HATT HQY-Delh PHM3ET D Dz/2021 2021-03-01 2021-03-31 CAT=1
Fracessed HATI HQ-Delhi PRM3IE DA 032021 2021-03-01 2021-03-31
Processed = HATI HQ-Calky PRM3ST DA 03/2021 2021-03-01 2021-03-31 CAT-1

Payrol Processed 10 HATI HO-Dalhi PRM3E oA 032021 CAT

Stop Payrodl Pro Total Employees

1]
Showing 1 1o 10 of 648 entries
avious 1 2 1 & Next |

Figure 4-98: Payroll Processing Reconcile

Copyright © 2020 HRMS All Rights Reserved to FCI Page 99 of 139



Payroll
User Manual Version 2.2

User shall be able to perform the following activities from the landing page:

Excel

e C(Clickon to export the table records in Excel as per table columns.

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

table records.

e Clickon to sort the table records in ascending order or descending order of entries.
e C(Click on Status, to open the action history in a popup that describes the approval routing of
the entire transaction

Frevious 1 MNext
e C(Clickon to navigate table records.

e C(Clickon m to apply the available filters and data will be shown in the grid and

user will be able to reconcile the data from the grid.

4.24 Payroll Processing

This feature is used to process the monthly payroll and other kind of payroll like
reimbursement payroll, exit payroll etc.

4.24.1 Navigation

Left Navigation: Payroll >> Request>> Monthly Payroll >> Payroll Processing

4.24.2 Payroll Processing

User shall traverse the navigation as mentioned in Section 4.24.1 to reach the Payroll
Processing Page as shown in Figure below
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Payroll Processing

Office Type * Office Name * Payroll Type Code * Salary Type *

oo e DO SHILLONG s Par v [ xi08 J xcoa |

Video Tutorial

Payout Month Cut Off Date Payout Date
ager O

0472021 25 End date c

Talent Management

Show 10  w entries Exportto:
Culti % Search:
Leave and Atter - STATS D 5.HO JFFICE TYPE OFFIC

ement Processed 1 FDM& D Par DA 04/2021 2021-04-01 2021-05-
SHILLONG
Compensation and Benefit
" — RO DA fd 2071 207 T 5 0s
Processed 2 FEN GUWAHAT] Per DA c4/2021 2021-04-0 2021-05-
: e DO ] e R
rocessed d FING SHILLONG Par |DA 04,202 2001-04-0 201-05 E
4 FO1& B ~ Per |DA 042027 2021-04-0 2021-05-
SHILLONG
Processed 5 FO18 0o Per DA 04/2021 2021-04-01 3021-05-
T h SHILLONG - . e T
Do
Pre FO6 = R Per DA 0442021 2021-04-01 2021-05
SHILLONG
e it Do o sy o, . & L
Processed 7 FD1& = . Par DA o4/2021 2021-04-0 2021-05-
SHILLONG
Employes Cost Center Processed FO& 0 Per DA 04/2021 2021-04-01 2021-05-
SHILLONG
Monthly Payroll e
Processed B FO18 SLA—— Per DA 04/2021 2021-04-01 2021-05-
SHILLONG
Processed 10 FD18 bo Par DA 04/2021 2021-04-01 2021-05- E
SHILLONG
Total Employees
¥
Showing 1to 10 of 42 entries
e s 1 2 3 e

Payrall autharisation

Figure 4-99: Payroll Processing

User shall be able to perform the following activities from the landing page:

e Clickon to export the table records in Excel as per table columns.

Search:
e Clickon to enter a search query that shall search the
table records.
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Click on to sort the table records in ascending order or descending order of entries.

Previous 1 Mext
Click on to navigate table records

e Clickon to apply the available filters.
Submit for Authorization
e Click on button to submit the payroll data for authorization.

4.25 Payroll Authorization

This feature facilitates user to authorize the submitted payroll data. After Payroll
authorization Salary slip can be generated.

4.25.1 Navigation

Left Navigation: Payroll >> Request>> Monthly Payroll >> Payroll Authorization

4.25.2 Payroll Processing

User shall traverse the navigation as mentioned in Section 4.25.1 to reach the Payroll
Authorization Page as shown in Figure below
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1]

i FCIHUMAN RESOURCE MANAGEMENT SYSTEM e Aa @ Aa  pss ,? AMITKUMAR @

Payroll Autharization

Office Type * Dffice Name * Payroll Type Code * Salary Type *

b £ ‘._' o Salect

Payout Manth Cut Off Date Payout Date E

s
- B | cuoane paye e
Talent Management

Show 10 entries  Export to
Core HR e ’ Scarch:
_. THORIZE STATUS g :--'_:D OFFICE TYPE

Mo Data Available ir
e Management

Total Employees
ation and Benefit

Shawing C to 0 af 0 entries

Remarks * E

Hemarks

mponent

2 Salary Component

‘ Cancel ‘

slary Type

mcile with Previous

Payroll authorisation

Figure 4-100: Payroll Authorization

User shall be able to perform the following activities from the landing page:
e Clickon m to apply the available filters.

e Clickon to export the table records in Excel as per table columns.

]
[4+]
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Search:
e Clickon to enter a search query that shall search the
table records.

e Clickon to sort the table records in ascending order or descending order of entries.
e C(Click on Status, to open the action history in a popup that describes the approval routing of
the entire transaction

Previous 1 Mext
e Clickon to navigate table records

e C(Clickon l:l. to select the data for authorization.

e C(lickon button to authorize the selected payroll data such that a success
message will be shown as below in Figure

Payroll Authorization

Office Type * Ctfice Name * Payroll Type Code * Salary Type *
L Lo v 5
Payout Month Cut Off Date Payout Date
05/2021 E Cut off date Payout Date Get Results

Success! Request has been authorize successfully.

Figure 4-101: Payroll Authorization Success

4.26 Salary Arrears

It facilitates user to generate the salary arrears of the FCI Offers/employees.

4.26.1 Navigation

Left Navigation: Payroll >> Request>> Salary Arrears

4.26.2 Salary Arrears Landing

User shall traverse the navigation as mentioned in Section 4.26.1 to reach the Salary Arrears Page as
shown in Figure below
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= %if FCIHUMAN RESOURCE MANAGEMENT SYSTEM

Salary Arrears Landing

Payreill Typa Cotta samry Type Payatia Moathvear satus

oo o EA}JI‘““: I - |
Search;
El SERT 1 Arrear Tesi P oA a3/2027 04/20321 04/2021 o

Managar Dashboard

Salary Arears

Figure 4-102: Salary Arrears Landing

User shall be able to perform the following activities from the landing page:

e C(Clickon to apply the available filters.

e Clickon o to export the table records in Excel as per table columns.
Search:

e C(Clickon to enter a search query that shall search the

table records.

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

Previous 1 Mext
e C(Clickon to navigate table records

e Clickon to add new Salary Arrears.

e Clickon @ toview the existing Salary Arrears details in the table.
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4.26.3 Salary Arrears

Add Salary Armrears

Click on to open add salary arrears as shown below in Figure
= Ni/ FCIHUMAN RESOURCE MANAGEMENT SYSTEM Q o @ A oess - 1 VO @
Salary Arrear Request
Payrall Type Code * Salary Type * Arreat Periad From * Arreor Period To *
" frery - a3/2021
Art E

Arrear On Peycode * Paycode Name * Pay By Paycoce * Pay Oy Paycode Mame *
- s v 10 > S s Alaance w
Add Salary Armeare
[ Yeie b
1 Buasi 102 Dhesarr Gl T L]
Ret. Document Na. * Reterance Doc *

Figure 4-103: Add Salary Arrears

Enter the details and click on mbutton to submit the salary arrears request. Salary Arrears
request will be added on the landing page and a success message will be shown as below in Figure

Sakary Arrears Landing

o sary Typa g i iy Y

Figure 4-104: Salary Arrears Success

Copyright © 2020 HRMS All Rights Reserved to FCI Page 106 of 139



Payroll
User Manual Version 2.2

4.27 Income Tax Declaration

It facilitates user to submit the investment details for Income Tax Calculation. Income Tax will
be calculated as per declaration submitted by the user but subject to approval from
concerned authority.

4.27.1 Navigation

Left Navigation: Payroll and Advances >> Income Tax Declaration

4.27.2 Income Tax Declaration

User shall traverse the navigation as mentioned in Section 4.27.1 to reach the Income Tax
Declaration Page as shown in Figure below

L7
= i/ FClIHUMAN RESOURCE MANAGEMENT SYSTEM o Aa Aa S = HLAMIT KUMAR
N oo © -~ - P

Income Tax Declaration

Deduction Chapter VI A Exemption Section 10 Other Income Section 24 HRA Section 10 (13A) Form12B Preview

Employee Number Emplayes Name Designatan PAN Na.
AMIT KLIMAR Maripger BKYPRIGALN E
Financial Year Tax Categary Regime Type *
2021-22 \ale | v
View Guidelines
Sert Section Limit Item Limit Amount *

Figure 4-105: Income Tax Declaration

User shall be able to perform the following activities from the page:

Deduction Chapter VI A Exemption Section 10 Other Income Section 24 HRA Section 10 (13A) Form 128 Preview
° It shows the

active tab in which user is filling the data.
Regime Type *

Hd Regime e
e Select Regime type from to declare the savings for Income Tax
Declaration for that year.

View Guidelines
e Clickon to download the Income Tax Declaration guidelines.
e Enter the details and click on to save your data as a draft and you will

be on same tab.
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e C(lickon to navigate back on homepage.
e Enter the details and click on to move on next tab. Data will be auto saved and

user will be moved to next tab and a success message will be shown as in Figure below

Income Tax Declaration

Success! Deduction chapter VI A has been updated successfully.

Deduction Chapter VI A Exemption Section 10 Other Income Section 24

Figure 4-106: Income Tax Declaration Updated

4.27.3 Income Tax Declaration- Preview

Click on Mtab for final submission of income tax declaration and declared

savings also will be shown as a preview on the screen as shown below in Figure
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= \I" FCl HUMAN RESQURCE MANAGEMENT SYSTEM o Aa Y] ESS M35 <
; © ~E3

Income Tax Daclaration

Deduction Chapter Vi A L] HRA Section 10 {13A)
Employes Name Desigration PAN Mo
T KUmdAR War A PAIEAN
Finangial Yaar Tax Catogory Regime Type

Deduation Chapter Vi &

B sntribulicn to Per ! 22 .
incomes Tax Declaration
Exemption Section 10
1 sec 10 200000 Agricultur r Altuired e, farr e 3 s wi i nursery 234
2 e 74 200000 Ingome from hous e

Other Income Section 24

HRA Section 10 (13A)

1 MNan Metrs 3458
Mo Metre Bajat 3455

3 HNon Metro Bajai 3456
MNon Metro fajai 3456

§ Nan Metre Bajull 1456

] Man Metro Baall 158 042
Non Metrs Bajali 3456 Bt

Form 12 B
vicus Envployer Nosme Froen Date To Dme ncome
A66
Total PF ction 10 (13A) Total Cess Taxable Incorme E

Total Professional Tax Total Surcharge Rel Document *

Remarks

Sell Declarstion *

T herabry deciare that all the detils mention above are in sccordmnce with truth snd IRCts &8 per my e wnl | ol thi bility far th o thee abovi particulars”

Figure 4-107: Income Tax Declaration Preview
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User shall be able to perform the following activities from Preview page:

View Guidelines
Click on

to download Income Tax Guidelines.

Calculate Tax
Click on

button to calculate Taxable Income, Projected Tax Monthly
and Projected Yearly as per declaration.

Show Tax Sheet

e (Clickon to download Income Tax Sheet.

e C(lickon to go back on previous Tab.

Cancel

e C(lickon to navigate back to homepage.

e Enter the details and click on mto submit the income tax declaration for

approval and a success message will be shown as below in Figure

Income Tax Declaration

Success! Income Tax Declaration has been updated successfully.

Figure 4-108: Income Tax Declaration Success

4.28 Income Tax Declaration Approval

This process is used for Income Tax Declaration Approval. After Income tax declaration
approval, declaration will be considered for Income Tax Calculation.

4.28.1 Navigation

Left Navigation: Payroll >>Request >> Income Tax Declaration Approval

4.28.2 Landing Page

User shall traverse the navigation as mentioned in Section 4.28.1 to reach the Landing Page
as shown in below
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= %1/ FCIHUMAN RESOURCE MANAGEMENT SYSTEM
w

Inceme Tax Declaration Approval

w il v

utarial

s I

Show| 10 v |eowies Exportis

A OFFICE TYF OFFICE NAME

Office Type Office Name Division

Designation Finangial Year Employee Mumber

Aa ESS m & HL AMIT KUMAR

Section

Employes Marme

Search:

DF AN IR HAK
L e J.J _ANDHAR E::I\: 2020-21 EMP20973 Eﬁ'r:"{:njLwn'-|.¢.
= ; : Assistant i : ANITABH
L 2 HG HE-Dalhi Parsonnel “arsonnel General 2020-21 EMP1236 KLIMAR
IManager
® 3 RO RO DELHI R 2020-21 “MP3z3g Al
@ o a-Delh atsonnel  Parsonngl Eh al 2020-2 EMPIZ56 Sl
4 Hi HO-Dell P T r‘i".l;_g\;l_, (¢} ! Pl KUMAR E
Showing 1 te 4 of 4 entries
Income Tax Dectaration
Aparoval
Figure 4-109: Income Tax Declaration Approval Landing
User shall be able to perform the following activities from the landing page:
e C(Clickon to apply the available filters.
e C(Clickon to export the table records in Excel as per table columns.
Search:
e C(Clickon to enter a search query that shall search the
table records.
e Clickon to sort the table records in ascending order or descending order of entries.
Previous 1 Mext
e C(Clickon to navigate table records

e Clickon @ to approve the request.
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4.28.3 Income Tax Declaration Approval

Clickon @ to approve the submitted income tax declaration as shown below in Figure

- AT RLIMAR

_ KL/ FCIHUMAN RESOURCE MAMAGEMENT SYSTEM
-

0 m @ Aa s

Income Tax Declaration Approval

Emphayoe Number EmpizyGe Name PaN Na

Financial Year Tax Catagary Fegims Typs
2 = O Regitre
Dadurtion Chaptar Vi A Evemption Section 10 Dthee Incoma Section 24 HRA Ssction 10 (134) Form 128
" r
" a1 ¢
Gihidren Tuitior
a0C 150000 Frasimidiess 100 W00 T Tast % ! a

Figure 4-110: Income Tax Declaration Approval

User shall be able to perform the following activities from the landing page:

e C(lickon q-l:!- to reject the declaration.

Mext

e C(lickon to navigate the next tab.

e C(lickon v to approve the declaration and a success message will be shown as below in
Figure

Income Tax Declaration Approval

Success| Request has been approved successfully.

Employes Number

Financial Yaar

Deduction Chapter VI A

1 BoC 150000

Empiloyes Hame

SONAL JUNEIS

Tax Category

Femals

Exemption Section 10 Other Income Section 24

2 150000

Degignation

Regime Type

Old Regima

HRA Section 10 {134) Form1z B

Figure 4-111: Income Tax Declaration Approval Success
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4.29 Employee Cost Center

This process is used to map employee cost center for cost allocation. An officer/ employee
can be mapped more than one cost center but total cumulative must be 100. User also can
update employee cost center as per requirement.

4.29.1 Navigation

Left Navigation: Payroll >>Request >> Employee Cost Center

4.29.2 Landing Page

User shall traverse the navigation as mentioned in Section 4.29.1 to reach the Landing
Page as shown in below

1l

4§ FCl HUMAN RESOURCE MANAGEMENT SYSTEM e w @ r o= 3 e srmvran @

Employee Cost Center

Offica Type Office Salary Type Cost Center Code
User Manual vpa a yp c
Al v w Al w Al w
Video Tutorial
Status Employee Number Employae Nama Eftective Fram E

Manager Dashboard f
Al W L A% All v DOIMMYYYY |

Talenl Management Effective To

Care HR W et

Leave and Attendance Show 10 v ontrles Exportto: 2
search:

Parformance M geme w fated ' e \ORS 197618 PALAKURTHI DA
Initated 1 HWHS S5/b14 = u
e SANTHOSH

Campensation and Benefit

. Do VANMLUR
o Initiated 2 oo SEEs 27859 BASHA DA
KARIMMAGAR 4
Payrall s GAJULA
e % nitated 3 IFS iy 200013 SANTHOSH =
GURGADMN
Reparts
o SATINDER
. Initiated 4 HQ HOQRS 143431 DA
i 2 SHARMA
Requesl
% Initiated 5 HG HORS 290572 AMIT KUMAR CDA
& - . - B SURENDER o
Stoppe y o Initiated B HOQ HRRS 2798932 KUMAR 1DA
Employ TE
Initiated i HG HQRS 200012 = -
“% nitiate [+ QRS 00 CANDIDATE
Advance
g TEST
G, Initiated a8 HG HOQRS 200012 CANDIDATE DA
Employes Cost Center CANDIDATE
Adhoe Transaction % Initiated ) HG HORS 200011 RENU YADAY IDA =
% Initiated 10 HG HORS 200011 REMLU YADAW DA
v
Showing 110 10 of 74 entries

Payroll Readiness
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Figure 4-112: Employee Cost Center Landing

User shall be able to perform the following activities from the landing page:

e C(Clickon to apply the available filters.
e Clickon B to export the table records in Excel as per table columns.
Search:
e C(Clickon to enter a search query that shall search the
table records.
e C(Clickon to sort the table records in ascending order or descending order of entries.
Previous 1 Mext
e Clickon to navigate table records
e Clickon to map employee cost center in the table.

4.29.3 Add Employee Cost Center

Click on to map employee cost center for cost allocation as shown below in Figure

(]

-

XE/ FCl HUMAN RESOURCE MANAGEMENT SYSTEM @ o @ A ks = g sanvrant @

Add Employee Cost Center

Office Typs Office Salary Type Employee Number
User Manual
HG HORS oA 987818
Video Tutorfal E
Employee Mame
Manager Dashboart PALAKURTHI SANTHOSH
Talent Management Cost Center Coda * Cost Center Description * Cost Center Parcentaga * Effective From *
b Tast R Cast Capter Parcantage 21/09/2020 |
Core HR
Effective To *
Leave and Atten -
01012050 il
Ref Document Number * Ret, Document *

Parformance Managem 12345 e et m

= Rermarks *
Compensation and Benafit ! E

Remarkstest

Submit ‘ Cancel ‘

Figure 4-113: Add Employee Cost Center

Enter the details and click on mto add employee cost center and a success message will be

shown as below in Figure
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Cost Center has been saved successfully.

Employee Cost Center

Office Type Office Salary Type

All “ All vy All “
Status Employee Number Employee Name

All “ All vy All o

Figure 4-114: Employee Cost Center Success

4.30 Other Payment- Leave Encashment

This process is used for Leave Encashment. Only approved leave encashment will be shown
on Leave Encashment Processing screen

4.30.1 Navigation

Left Navigation: Payroll >>Request>> Other Payment>> Leave Encashment

4.30.2 Leave Encashment Processing

User shall traverse the navigation as mentioned in Section 4.30.1 to reach the Page as
shown in below
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= Ri# FECIHUMAN RESOURCE MANAGEMENT SYSTEM e ha @ LN s | ?

&

Leave Encashment Processing

User Manual

Oftice Type * Ottice Name *

- s oe DO KARNAL v Get Results
Video Tutorial
Search

Core HR
Lo 1 Do DO HARMAL 07/01/2021 He 198449
Lo 2 (3]s DO KARNAL 27/01/202 == 298047
§ m @ 3 Do DO KARNAL 04/02/2021 —= 132229
1and Benefit
[ - 4 Do DO KARNAL 22/011201 132682
] Lo 5 Do DG KARNAL 13/02/2021 - 132584
Request
Relgasa Salary Componant 5] = [+ Do DO KARNAL 185/02/2021 — 225624
Lo 7 Do DC KARNAL 22{02/202 - 295383
Lo 2 Do DC KARNAL 15/02{2021 - 282229
- @ 9 Do DC KARNAL 30/03/2021 ot 287280
Lo 10 oo DO KARNAL 07/01/2021 i 132513
Maontnly Payroll 3
Showing 1 to 10 of 20 entries
Salary Arre | Previous 1 ; Next |
Leave Encashment
Figure 4-115: Leave Encashment Processing
User shall be able to perform the following activities from the page:
e C(Clickon to apply the available filters.
e Clickon to export the table records in Excel as per table columns.
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Search:
e Clickon to enter a search query that shall search the

table records.

e C(lickon to sort the table records in ascending order or descending order of entries.
Previous 1 Mext

e C(lickon to navigate table records

e C(lickon to select the request for processing.

e Clickon to generate the bank file after processing.

Invoice Report

e C(lickon to down invoice report after processing the request.
e C(lickon mbutton to process the selected requests and a success message
will be shown below in Figure

Leave Encashment Processing

Success! Reguest has been processed successfully.

Office Type = Office Name *

Figure 4-116: Leave Encashment Processing Success

4.31 Other Payment- LTC

This process is used for Leave Encashment. Only approved leave encashment will be shown
on the Leave Encashment screen for the payment.

4.31.1 Navigation

Left Navigation: Payroll >>Request>> Other Payment>> LTC

4.31.2 LTC Reimbursement Processing

User shall traverse the navigation as mentioned in Section 4.31.1 to reach the Page as
shown in below
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1]

\,'i' FCI HUMAN RESOURCE MANAGEMENT SYSTEM

LTC Reimbursement Processing

Payroll Type Code * Dffice Type Office Name

Per ks HE W 13- Delh

M e B

Search;
= i 5.M D JFFICE TYPE EMPL MEE LOYEE MAM
E @ 1 HQ HE-Delhi Per 196640 ;;E'\\'_’””"'
\ttendance
[ & 2 HG HO-Delhl 221836 AT SINGH
Performance Management
3 a e - ZULFIKAR
O o 3 HO HQ-Delh 142205 kS
ation and Benefit
C @ a HO HQ-Delhi 142041
O & 5 HGQ HO-Delhi SUDHEER
O & B HG HQ-Dalhi 277712
O @ 7 HE HQ-Delhi 141882 :;I\:.:-‘I NCH
Stop Salary Component i
SLSHIL
Employ ¥pE [ @ a HG HO-Delhi 142138 HUMAR
THAPLIYAL
O @ g HE HO-Dell 141878 S;iE:H ralL
Salary Arrears O @ 10 HO HO-Delnl 288059 f\rrifn[w
Monthly Payrall z
Shawing 1 1o 70 of 10 entries
Frocess ‘ Cancel ‘
Reimbursements
Figure 4-117: LTC Reimbursement Processing
User shall be able to perform the following activities from the page:
e C(Clickon to apply the available filters.
e Clickon to export the table records in Excel as per table columns.
Search:
e C(Clickon to enter a search query that shall search the

table records.
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e C(lickon to sort the table records in ascending order or descending order of entries.
Previous 1 Mext
e Clickon to navigate table records

e Clickon to select the request for processing.

e Clickon to generate the bank file after processing.

e Clickon to down invoice after processing the request.

e C(lickon button to process the selected requests and a success message

will be shown on as shown below in Figure

Ltc Encashment Processing

Success! Request has been processed successfully.

Office Type * Office Name *

Show 10 + entries Exportto: Eucel PDF Print
Search:

Figure 4-118: LTC Reimbursement Process Success

4.32 Other Payment

This process is used to process other payments like Advances, Reimbursements, Adhoc

Transaction Other Payment, Benevolent Fund, Gratuity, Process Recommendation Incentive,
CPF and LTC Encashment etc.

4.32.1 Navigation
Left Navigation: Payroll >>Request >> Other Payment>> Advance
Left Navigation: Payroll >>Request >> Other Payment>> Reimbursements
Left Navigation: Payroll >>Request >> Other Payment>> Adhoc Transaction other Payment
Left Navigation: Payroll >>Request >> Other Payment>> Benevolent Fund
Left Navigation: Payroll >>Request >> Other Payment>> Gratuity
Left Navigation: Payroll >>Request >> Other Payment>> Process Recommendation Incentive
Left Navigation: Payroll >>Request >> Other Payment>> CPF

Left Navigation: Payroll >>Request >> Other Payment>> LTC Encashment
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4.32.2 Processing

User shall traverse the navigation as mentioned in Section 4.32.1 to reach the Page and
shall be able to perform below activities:

] Get Results ] ]
e Clickon to apply the available filters.
. Excel PDF Print .
e C(lickon to export the table records in Excel as per table columns.
Search:
e Clickon to enter a search query that shall search the

table records.

e C(lickon to sort the table records in ascending order or descending order of entries.
Previous 1 Mext

e C(lickon to navigate table records

e C(lickon to select the request for processing.

e C(lickon to generate the bank file after processing.

Invoice Report

e C(lickon to down invoice after processing the request.

e C(lickon mbutton to process the selected requests and a success message

will be shown as below in Figure

Success! Request has been processed successfully.

Figure 4-119: Other Payment Success
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4.33 Salary Slip

This process is used to generate the Salary Slip of the officer/ employee.

4.33.1 Navigation

Left Navigation: Payroll >> Reports>> Employee Salary Slip

4.33.2 Landing Page

User shall traverse the navigation as mentioned in Section 4.33.1 to reach

the Salary Slip Page as shown below in Figure

Employes Name

AMIT K

LUMAR b¥

= £  FClI HUMAN RESOURCE MANAGEMENT SYSTEM @ Aa ra s S ® AMIT KUMAR
= & = o
Salary Slip
\isarMaTEE] Office Type * Office Name * Employes Number
HO o Ho-Dal w 280572 v
From Month Year To Month Year
Manager Dashboard o120 =5 a1/2021 E‘ Get Results

Talent Management

Show 10 ~ entries  Exportto

Core HR
Leave and Altendance

Showing 110 1 of T entries

Performance Management

Compensation and Benefit

Payroll

Masters

Requesl

Reports

Employee Salary Slip

Figure 4-120: Salary Slip

User shall be able to perform the following activities from the landing page:

Search:

MPLOYEE NAME

AMIT KUMAR

e Clickon to apply the available filters.

e Clickon to export the table records in Excel as per table columns.
Search:

e Clickon to enter a search query that shall search the

table records.

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

Frevious 1 Mext

e C(Clickon to navigate table records
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e Clickon Pownload 4 download the Salary Slip. Salary Slip will be opened in new tab
as shown below in Figure

e C(lickon to download the Salary Slip. Salary Slip will be opened in new

tab as shown below in Figure

|4

1 e - 9w + G &

FOOD CORPORATION OF INDIA

HA1l HQ-DELHI

Fifa w7+ PAYSLIP FOR Jan, 2021
am NAME: Text Hirtes / firiew d@a  opfAGpt nos Text
T Designation: Generzl Manager Freraate it retirement date: H-May-26
a4 Pan No: ANDPST493K A &/ wPa Payband/Scale: HET
T BASIC/MGW: 124320 HETH T Staff Code: Text
fars Grade Pay: ? @ are Date of Birth: Text
fer Pattem: DA g 4 & Days paid: 3
fenm DIV/Section: Legalilegal TE T T FPS Number:
Ham Cadre: Legal A R #E Add on pay:

T Earnings = Deduction
Basic 124390 CPF Deduction 76734
DA 22888 Employee Pension Deduction 294556
Electricity Allowance 24578 income Tax a7
Proff Membership Fee and Training 24878 Ermployee Medical Health Scherme Deduction Rl
Entartainment Allowance 74634 Benovalent fund Recovery k]

Figure 4-121: Salary Slip PDF

Click on Eto save PDF in local device.

Click on Eto take print out in hardcopy.

4.34 Earning Report

This process is used to generate the earnings report of the officers/
employees.

4.34.1 Navigation

Left Navigation: Payroll >> Reports>> Earning Report

4.34.2 Landing Page

User shall traverse the navigation as mentioned in Section 4.34.1 to reach
the Earning Report Page as shown below in Figure
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= Wi/ FCIHUMAN RESOURCE MANAGEMENT SYSTEM @ o @ Aa

Generate Earnings Reports

Uset Maniial Office Type * Office Name * Employee Number Employee Name
H b HQ-Dalhi » 280572 b4 AMIT KUMAR ~
Payout Month E
03j2027 Generate

Show 10« entries Exportto Excel

Search:
..\'"'D EMPLOYEE NUMBER EMPLOYEE NAME DESIGNATION STAFF CODE DAY PAID CURRENT BASIC DA BASIC BIR1
Leave and Attendance
1 280572 AMIT KUMAR SN129850C 19 52480 SH56 52480 524
Total 9656 52480 524
’
Showing 1 to 1 of 1entries

Salary Control Reg

Earnings Report

Figure 4-122: Earnings Report

User shall be able to perform the following activities from the landing page:

Click on to apply the available filters.

[ )
e Clickon to export the table records in Excel as per table columns.
Search:
e C(Clickon to enter a search query that shall search the
table records.
e C(Clickon to sort the table records in ascending order or descending order of entries.
Previous 1 Mext
e C(Clickon to navigate table records
Export PDF
e Clickon to save PDF file in local machine, report will be opened in new

tab as shown below in Figure
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=  FCI- Salary Slip 1 43 - 0%+ A o &

FOOD CORPORATION OF INDIA
HAll Headquarter

Generate Earnings Reports Repart Generation Time: 17-May-2021 20:15:51

S.no. | Employee Number 1 Name | Dasi Staff Code | Days Paid | Current Basic | Da | Basic
1 290572 AMIT KUMAR Manager SN1294950C | 19 52480 G656 | 52480
Total D656 | 52480

Figure 4-123: Earnings Report PDF

Click on Eto download PDF in local machine.

Click on Eto take print out in hardcopy.

4.35 Monthly Deduction Report

This process is used to generate the monthly deduction report of the officers/ employees.

4.35.1 Navigation

Left Navigation: Payroll >> Reports>> Monthly Deduction

4.35.2 Landing Page

User shall traverse the navigation as mentioned in Section 4.35.1 to reach the monthly
deduction Report Page as shown below in Figure
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1]

4¢7 FClHUMAN RESOURCE MANAGEMENT SYSTEM e o @ Ae ks o AMITKUMAR @)

(7]

Monthly Salary Deduction

Offica Type * Office Nama * Empiloyee Mumbar Employes Name
HGE b4 HE-Delh Ld 280572 “ AMIT KUMAR '
Payout Manth E
03202 _I Generate
Talent Manac
Show 10 v entries Exportto:] Eucel PLH Print I Search:
Core HR
5. KO EMPLOYEE NUME FEI EMPLOYEE NAME DESIGNATION STAFF CODE CURRENT BASIC Ji Pr 1
Leave and Attendance
1 290572 AMIT KUIMAR Wanager SN128950C 19 52480 5000 8O
Performance Management
Total 5000 B0
L3
m and Benefit
Shawing 1ic 1 of 1 entrie: | |
Export PDF E
LIC Rep
Monthly Deduction Report
Figure 4-124: Monthly Salary Deduction
User shall be able to perform the following activities from the landing page:
Generate
e C(Clickon to apply the available filters.
e C(Clickon to export the table records in Excel as per table columns.
Search:
e C(Clickon to enter a search query that shall search the
table records.
e C(Clickon to sort the table records in ascending order or descending order of entries.
Previous 1 Mext
e C(Clickon to navigate table records

Export PDF

e Clickon to save PDF file in local machine, report will be opened in new

tab as shown below in Figure
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FOOD CORPORATION OF INDIA
HAll Headquarter

Monthly Salary Deduction Report Generation Time: 17-May-2021 20:3%:38

Employee Medical
Sno. Empilyeg Employes Name | I ion | StffCode | D23 | Current Basic | Voluntary Pf Health Scheme
Number Paid Dad
ucton
I 290572 AMIT EUMAR Manager SN1289950C | 19 52480 5000 80
Total 5000 an

Figure 4-125: Monthly Salary Deduction PDF

Click on Eto download PDF in local machine.

Click on Eto take print out in hardcopy.

4.36 Invoice and Bank Statement

This process is used to generate Invoice and Bank Statement Report.

4.36.1 Navigation
Left Navigation: Payroll >> Reports>> Invoice and Bank Statement >> Advances
Left Navigation: Payroll >> Reports>> Invoice and Bank Statement >> Reimbursements
Left Navigation: Payroll >> Reports>> Invoice and Bank Statement >> Leave Encashment

Left Navigation: Payroll >> Reports>> Invoice and Bank Statement >> Process
Recommendation Incentive

Left Navigation: Payroll >> Reports>> Invoice and Bank Statement >> Benvolent Fund
Left Navigation: Payroll >> Reports>> Invoice and Bank Statement >> Gratuity

Left Navigation: Payroll >> Reports>> Invoice and Bank Statement >> Adhoc Transaction
Other Payment Report

Left Navigation: Payroll >> Reports>> Invoice and Bank Statement >> CPF

Left Navigation: Payroll >> Reports>> Invoice and Bank Statement >> LTC Encashment

4.36.2 Landing Page

User shall traverse the navigation as mentioned in Section 4.36.1 to reach the Report
Page. All above mentioned reports having common filters and Ul as shown below in
Figure
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Report
Office Type * Office Mame = Invoice Start Date * Invoice End Date *
Select o Al 7 DOMMIYYYY {5 | oommrvyy i
Get Results
i : cel FOF Frint
Show 10 «~ entries Exportto | Exi m | SRR
5.NO. OFFICE TYPE OFFICE NAME D PAYROLL TYPE CODE EMPLOYEE NUMBER EMPLOYEE NAME REQUESTED DATE STATUS AMOUNT

No Data Available In Table

Showing 0 to O of 0 entries

Previous Next

Bank Statement Report Invoice Report

Figure 4-126: Invoice and Bank Statement

User shall be able to perform the following activities from the page:

. Get Results . _
e C(lickon to apply the available filters.
Excel PDF Prnt
e C(lickon to export the table records in Excel as per table columns.
Search:
e C(lickon to enter a search query that shall search the

table records.

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

Previous 1 MNext
e C(lickon to navigate table records

Bank Statement Report
e C(lickon to generate the bank file in PDF.
e Clickon to generate invoice report in PDF.

4.37 Tax On Salary

This process is used to generate Tax On Salary Report.

4.37.1 Navigation

Left Navigation: Payroll >> Reports>> Tax on Salary
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4.37.2 Landing Page

User shall traverse the navigation as mentioned in Section 4.37.1 to reach Tax on Salary

Report.

= A&/ FCIHUMAN RESOQURCE MANAGEMENT SYSTEM

Tax On Salary Report

s Ml Office Type =

Video Tutorlal

Payout Marith *

1 101654

2 101639

04845
7 04847
1044935
04987
] 105008

Shiowing 1ta 10 of 107 sntries

Tax On Salary

(D

Office Name *

Shou[Ea0 S peinest SR

EMPLOYEE NAME

EMPLOYEE E

SHANIF.S.M

SUNILKUMAR.CT

RANJAN ANIL BAVASKAR

GOPAL KRISHAN CHAWLA

PAISHUN| KUMAR

ALY KLMAR

SEEMA KAKAR

DEVENDRA KULSI

ARLUN KUMAR SHARMA

PANAN KUMAR

Figure 4-127: Tax On Salary

e o @ A

Employee Number

SHOTETIBC

SHI145106C

SHII00ZC

SNOO23730

HAMITKUMAR )

Employes Mame

Search:

INCOME TAX (SALARY]

2318.07

BO3.0N3

592788

462732

User shall be able to perform the following activities from the landing page:

e C(Clickon
e (Clickon
e Clickon Search:

the table records.

e (Clickon
F.._.,I |'_. &

e C(Clickon

records.

to apply the available filters.

to export the table records in Excel as per table columns.

g 7 i E
L = - 3
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to enter a search query that shall search

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

to navigate table
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5. Common Functionalities

5.1.1Add Reviewer

Add reviewer is the functionality by which the competent authority can add an officer in case of additional
recommendations or remarks while processing the requests initiated, either by an employee or on
administrative grounds. The benefit of this functionality is that within a fixed delegation of power FCI users
of personnel division account division and vigilance division can assign a request for clarifications to the
needful authority.

To add an additional reviewer click on Add Reviewer link as shown below
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Review Computer Advance Request

Employes Number Date Of Retirement
200572 30/04/2049
Employse Name CPF Number
AMIT KUMAR 129950 E
Division Salary Type
Personnel DA
Section Basic Salary
General 52480
Designation Bank Account Number
Manager 625501521466
Date Of Joining
08/04/2015
Advance Name Number Of Installments In Which Advance Along With Interest Are To Be
Computer Refunded.
T
Advance Amount
12345 If The Applicant Wants To Purchase Personal Computer Other Than Regular
Agent Or Reputed Dealer, Whether Prior Permission Of Competent Authority
Actual Cost Of Computer Under Regulation 48(4) Of FCI Staff Regulation 1971 Has Been Taken
1234 Mo E
Remarks Ref Doc

vhg

Whether Acquired Basic Training In Computer Application For At Least 2 Wesks
Mo

Certified that the information furnished above is true and corract and the advance shall be used for the purchase of personal computer, within a month from the date of
drawl of advanca.

Approved Amount * End Month/Year

Approved Amount Interest Applicable

Yes
Number Of Instaliment Interest Rate Percentage E
9
1 \/
Meonthly Installment
0
Start Month/Year
MMYYYY a
Reviewer Remarks *
Reviewer Remarks
&
Deocument Name Supportive Document
Enter Documant Mame Uplozd Dacument m n
5.N0. DOCUMENT NAME SUPPORTIVE DOCUMENT ACTION

Figure 5-1: Initiate Add Reviewer
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As the user clicks on Add Reviewer link as shown in Figure 5-1, then the user will navigate to the add
reviewer detail page as shown in Figure 5-2

Add Reviewer
ID EADEOE

Show o W entries
Search:

SHND DATE OF ACTION VERSIDN STATLS EMPLOYEE NAME DESIGNATION DIVISION AUTHORITY REMARES
i 13/05/2027 12:19:03 PM 1 Intiated AMIT KUMAR Manager Farsonnel Intiator Requast Initiated E
2 17/05/2021 1:05:557 PM 1 Dispatched MEGHA SINGHAL Dispatcher Farsonnel Reviewer ok
3 1 Pending Review SHEELA EOLIME TIGGA Mznager Farzonnal Reviewar MIA
Snowing 1o 3 ol 3enties
F il 1
OFFICE TYPE OFFICE EMPLOYEE LIST DIVISION SECTION DESIGNATION FEASON
HQ s HGQ-Oelhi s AMIT KOHAR - 27 information Technology Computer Assistant General Manager Please verily

“ ‘:‘:“"U‘:i ‘

Figure 5-2: Add Reviewer

Enter the details of the concerned authority for clarification/recommendations and click on “
button to add the concerned authority as an additional reviewer. On addition the competent authority for
the application will receive a success message as shown in Figure 5-3

Reviewer has been added successfully. s

Advance Request Landing

Advance Name Status

Select W All ' E

Figure 0-1: Reviewer Added Successfully

The concerned authority who has been added as an additional reviewer will receive the access and
permissions of a reviewing authority for that particular request. Hence the additional reviewer will be able
to either review or revert the request, such that on desired action the authority who added the additional
reviewer will receive the decision along with recommendations which will get recorded in the action history
for further perusal.

5.1.2 Selective Revert

Selective revert is the functionality by which competent authority can send back (Revert) the request to a
specific authority who has already taken an action and is a part of the application review and approval
process as per DoP. However any authority who have been added as an additional reviewer will not able to
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perform this action. To revert the application to a previous authority click on select click on Selective Revert
link as shown below
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Review Festival Advance Request

Employee Number
150523

Employee Name
SUNITA KUMARI

Division

Finance

Section

Bills

Designation

Manager

Date Of Joining
03/04/1997

Advance Name
Festival

Advance Amount
12000

Festival Name

Date Of Retirement

30/06/2036

CPF Number
106016
Salary Type
IDA

Basic Salary

62960

Bank Account Number

10679654684

Remarks

BAISAKHI FESTIVAL

| hereby declare that the festive allowance shall be returned within ten monthly installments and also | have not availed prior any festive allowance

for current year to the best of my knowledge.

Approved Amount *

Approved Amount

Number Of Installment

Maonthly Instaliment
0

Start Month/Year

MY YYY

Reviewer Remarks

Reviewer Remarks

Document Name Supportive Document

Enter Document Mame Upload Document

DOCUMENT NAME

Figure 0-2: Initiate Selective Revert
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End Month/Year

Interest Applicable

No

i “

SUPPORTIVE DOCUMENT

Add Reviewer

Selective Revert

View Action History

ACTION

=
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The reviewing or approving authority will select the concerned user to whom the request is to be reverted as

shown in Figure 5-5 and provide the remarks to justify the selective revert and click on

Selective Revert

ID EADSS2
SELECT S.NO. DATE OF ACTION ACTION EMPLOYEE NAME
) s
1 Sofiy ozt Initiated SUNITA KUMARI
AM
x: 17/05/2021 10:15:45
2 Ph; / Dispatched MEGHA SINGHAL
3 Pending SHEELA EDLINE
Review TIGGA
Reason *

-

button.
DESIGNATION DIVISION AUTHORITY
Manager Finance Initiator E
Dispatcher Personnel Reviewer
Manager Personnel Reviewer

Enter Reason

Cancel

Figure 0-3: Selective Revert

On Click of revert the reviewing or approving authority will navigate to the landing page along with a success
message as shown in Figure 5-6. Hence the application will be pending for review with the selected authority

for further perusal which will also reflect in action history.

Request has been reverted.

Advance Request Reviewer Landing

Advance Name Status

Select ~ All v Get Results

Show 10 + entries Exportto: Excel PDF Print

ACTION ADVANCE ID STATUS CPF NUMBER EMPLOYEE NUMBER EMPLOYEE NAME

No Data Available In Table

L

Showing O to 0 of 0 entries

Figure 0-4: Selective Revert Successful

Copyright © 2020 HRMS All Rights Reserved to FCI

Search:

SECTION DESIGNATION ADVANCE NAMI
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6 Troubleshooting and Support

Error Messages

The following error messages shall be showcased based on user behavior:

In reference to standard error messages that may appear in the application with respect to user and internet
settings, the following status codes may reflect:

S.No. Status Code Description
1 100 Continue Only a part of the request has been received by the server, but as long as it
has not been rejected, the client should continue with the request.
200 OK The request is OK.
201 Created The request is complete, and a new resource is created
4 202 Accepted The request is accepted for processing, but the processing is not complete.
5 203 Non- | The information in the entity header is from a local or third-party copy, not
authoritative from the original server.
Information
6 204 No Content A status code and a header are given in the response, but there is no entity-
body in the reply.
7 205 Reset Content | The browser should clear the form used for this transaction for additional
input.
8 206 Partial Content | The server is returning partial data of the size requested
9 301 Moved | The requested page has moved to a new url.
Permanently
10 307 Temporary
Redirect The requested page has moved temporarily to a new url.
11 400 Bad Request The server did not understand the request.
12 401 Unauthorized The requested page needs a username and a password.
13 403 Forbidden Access is forbidden to the requested page.
14 404 Not Found The server cannot find the requested page.
15 405 Method Not | The method specified in the request is not allowed.
Allowed
16 406 Not Acceptable | The server can only generate a response that is not accepted by the client.
17 408 Request | The request took longer than the server was prepared to wait.
Timeout
18 409 Conflict The request could not be completed because of a conflict.
19 410 Gone The requested page is no longer available.
20 415 Unsupported | The server will not accept the request, because the mediatype is not
Media Type supported.
21 500 Internal Server | The request was not completed. The server met an unexpected condition.
Error
22 501 Not | The request was not completed. The server did not support the functionality

Implemented

required.
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23 502 Bad Gateway The request was not completed. The server received an invalid response from
the upstream server.

24 503 Service | The request was not completed. The server is temporarily overloading or
Unavailable down.

25 504 Gateway | The gateway has timed out.
Timeout

26 505 HTTP Version | The server does not support the "http protocol” version.
Not Supported

Frequently Asked Question
This section shall address some of the frequently asked questions which may arise in the HRMS application
under different circumstances as mentioned in Table 6-2

Table 6-1: HTTP Status Error Codes

S.No Circumstance Next Step
1 Unable to Login to HRMS | Please contact the nodal officer in the HRMS application who shall
application crosscheck the roles and permissions assigned in the User
Management module. In case roles are assigned and the issue
persists then please drop an email along with the employee
number, employee name and office to hrmssupport.fci@gov.in
2 | am able to access the HRMS | Please contact the nodal officer in the HRMS application who shall
application but wunable to | crosscheck the roles and permissions assigned in the User
access respective menu links Management module. In case roles are assigned and the issue
persists then please drop an email along with the employee
number, employee name and office to hrmssupport.fci@gov.in
3 | am unable to see my profile | Please contact the nodal officer, whether the data for the
information in HRMS | concerned employee has been migrated to HRMS application or
application not. If the data has not been migrated, then kindly fill the required
form and submit. The information for the employee shall be visible
in the HRMS within 2 working days. In case the issue persists then
please drop an email along with the employee number, employee
name and office to hrmssupport.fci@gov.in
4 | am unable to submit a request | Please contact the nodal officer in the HRMS application who shall
due to “Bad API Error” crosscheck the roles and permissions assigned in the User
Management module. In case roles are assigned and the issue
persists then please drop an email along with the employee
number, employee name and office to hrmssupport.fci@gov.in
5 | am unable to submit a request | Please contact the nodal officer in the HRMS application who shall
due to “Unauthorized Access | crosscheck the roles and permissions assigned in the User
Error” Management module. In case roles are assigned and the issue
persists then please drop an email along with the employee
number, employee name and office to hrmssupport.fci@gov.in
6 | am unable to open the HRMS | Go to browser settings and clear the cache. Also to ensure the

application in my web browser

issue is resolved, please type %TEMP% using the run command to
delete all cookies permanently. If the issue persists, then contact
the nodal officer in the HRMS application who shall crosscheck the
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roles and permissions assigned in the User Management module.
In case roles are assigned and the issue persists then please drop
an email along with the employee number, employee name and
office to hrmssupport.fci@gov.in

7 | am unable to upload the | Kindly check the file size as the HRMS application restricts
documents in the HRMS | document attachment till 5 MB (Except for Service Book). Also
application ensure that either .pdf or .jpeg files are uploaded as these are only

supported. If the issue still persists then please drop an email along
with the employee number, employee name and office to
hrmssupport.fci@gov.in

8 | am a competent authority but | Please contact the nodal officer in the HRMS application who shall
unable to see the review or | crosscheck the roles and permissions along with the process
approval icon in my listing workflow assigned in the User Management module. In case roles

are assigned and the issue persists then please drop an email along
with the employee number, employee name and office to
hrmssupport.fci@gov.in

9 Unable to open HRMS | Please note that the HRMS application is compatible with the
application in web browser following browsers only:

e Internet Explorer 11 and above

e Google Chrome ver. 44 and above

e Mozilla Firefox ver. 48 and above

e Safari Browser ver. 5.1.7 and above

In case the issue persists then please drop an email along with the
employee number, employee name and office to
hrmssupport.fci@gov.in

10 Unable to install the HRMS | Please note that the HRMS application is compatible with the
mobile application in | following mobile OS versions:

Android/iOS mobile e Android KitKat (Ver. 4.4) and above
e 10S 12 and above
In case the issue persists then please drop an email along with the
employee  number, employee name and office to
hrmssupport.fci@gov.in

11 | am unable to see the required | The issue that the intended information is not available for data

information in the dropdowns
and filters of HRMS application

entry might be because:

e Permission or Role not assigned for the employee.

e Information has not been migrated into the HRMS application

¢ Information has been modified after scheduled maintenance
of HRMS application

Please contact the nodal officer in the HRMS application who shall
crosscheck the roles and permissions along with the process
workflow assigned in the User Management module. In case roles
are assigned and the issue persists then please drop an email along
with the employee number, employee name and office to
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12

Information visibility as per
organization hierarchy

Employee posted in HQ shall be able to view the information of all
employees posted in different FCI offices till DO level. However an
employee posted in a ZO would only be able to view the details of
all ROs and Dos falling within that zone. Similarly an employee
posted in the RO office would only be able to access the
information of all Dos falling within that RO. Finally a specific DO
employee would only be able to see the information pertaining to
the respective DO itself.

Please crosscheck with the nodal officer in the HRMS application
who shall crosscheck the roles and permissions along with the
process workflow assigned in the User Management module. In
case roles are assigned and the issue persists then please drop an
email along with the employee number, employee name and office
to hrmssupport.fci@gov.in

13

| am unable to generate an
eSign or apply digital signature
as a competent authority

Please send an email along with the employee number, employee
name and office to hrmssupport.fci@gov.in as eSign/Digital
Signature credentials and any technical discrepancies related to
the same shall be fixed.

14

Unable to export or print the
information in the HRMS
Application

Please ensure that MS Office with latest updates is installed in the
system and print settings are set to “Default”. In case the issue
persists then please drop an email along with the employee
number, employee name and office to hrmssupport.fci@gov.in

15

Biometric device is unable to
recognize
fingerprint.

employee

To ensure that the employee does not lose any attendance, the
HRMS application provides the “Attendance Regularization”
feature via which attendance can be modified to “Present Status”
based on the request made by the employee. However, in case the
issue persists, then kindly contact the nodal officer for resetting
the fingerprint and initiate a fresh fingerprint registration using the
biometric device w.r.t. the employee number. In case the
approach does not work, then kindly drop an email along with the
employee number, employee
hrmssupport.fci@gov.in

name and office to

16

The leave details in the HRMS
application is incorrect

There can be circumstances that the migrated information from
Service Book to HRMS application might be incorrect or undefined
under rare circumstances. However, in such cases the “Leave
Updation” process provided by the HRMS application shall allow
the Personnel Division to update the Leave balance of the
employee. In case the approach does not work, then kindly drop
an email along with the employee number, employee name and
office to hrmssupport.fci@gov.in

17

Unable to generate MPIN for
HRMS Mobile Application

Please crosscheck your mobile number that has been provided
during the migration of information as the HRMS mobile
application would verify the user based on SMS using OTP. In case
the details are correct and the issue persists, then kindly drop an
email along with the employee number, employee name, mobile
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number and office to hrmssupport.fci@gov.in

18 Unable to view my scanned | There can be circumstances that the migrated information and the
service  book in HRMS | scanned service book have not been linked in the HRMS during
application data migration. If so then kindly drop an email along with the

employee number, employee name, mobile number and office to
hrmssupport.fci@gov.in

19 | have setup a new DOP, but it | Please contact the nodal officer in the HRMS application who shall
is not reflecting in the system. crosscheck the roles and permissions assigned in the User

Management module. In case roles are assigned and the issue
persists then please drop an email along with the employee
number, employee name and office to hrmssupport.fci@gov.in

20 | have lost/damaged my mobile | In the event an employee has lost his mobile or damaged the PC,

or PC.

then the wevent is to be immediately informed to
hrmssupport.fci@gov.in, so that the user profile could be made
inactive preventing unauthorized access and protect sensitive
information related to FCl work procedures.

Table 6-2: Troubleshooting and Next Steps

e |ssues identified and formally received shall be addressed swiftly as per the support matrix.

e Corrections and improvements to the HRMS application shall be disbursed based on application

updates which shall be performed during system maintenance, to ensure employees can work

during the operating hours.

e HRMS mobile application shall receive regular updates only in the event of any reported issues

which have been fixed.

7 Helpdesk

Email ID: support-hrms@kelltontech.com
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