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SALARY PROCESS SHEET : Two options of filling the salary

1 EXCEL FILE
2 ONLINE SALARY ENTRY

Budget Monitoring System

Details

=
| 5
No. Of |Payment|Basic Pay SPECIAL
s I Nature Of | Pay |BASIC|/GRADE . OTHER  |Gross| P F [INCOME|ANY OTHER| Total Net
idlemployee_fk Name Desgination . Days | Amt Of |(Including|D.A.|H.R.A.|T.A.[ALLOWANCE PF .
A t tlBand| PAY | PAY ALLOWANCE| Total LOAN| TAX |DEDUCTION Deduction|PayAk
ppofnfmentisan Payable| Basic | GP) (TEACHING) ota FEnIEy
i Edit| (17432 ARVIND KUMAR|Headmaster [Permanent
. BIREMDRA
Edit| (17472 NATH TIWARI PRT Permanent
Edit| (17476 MAYANK SINGH|PRT Permanent
NEELAM
Edit| (17495 PRASAD PRT Permanent
. SANJAY
Edit| (17499 KUMAR SINGH PRT Permanent
. AMIT KUMAR
Edit| (17502 DUBEY PRT Permanent
. MAHENDRA Nursery
i (17504 KUMAR SINGH [Teacher | o2
. DEEPAK Nursery
i) (17506 KUMAR SINHA [Teacher | o2
. ANUP KUMAR
Edit| (17508 PANDEY LDC Permanent
L+ ATr4An0 KUNDAN [N aval | o Y




1 EXCEL FILE

e Download the excel file.
e Saveit
e Openin excel
* Enter the data as required.
DO AND DONTS while saving the excel:
Do not copy paste
Do not format
Dot not add formula or formatting ( bold , colour, merge)
Do not edit the employee name, designation, nature of appointment. This can be done later in the software once the salary is uploaded.
HOW DO | UPLOAD:
WE will be opening the gateway to upload the excel file in a couple of days time.
=] | cut Calibri -l -l = - = | ?.-.\ 4 | Tem Fx B T Autosum v A
A |~ | || S Wrap Text General P Normal Bad Good
= =3 Copy = 23] g4 . H o ﬂ’l #] Fill - Z? }}
1 = ) - .0 .00 i t : Fi
Pavite + Format Painter =25 Merge & Center "_@ %or || s Fcuorr:ndaﬁionngalv ESF?[;EIE:v Neutra |" " = Insvert DEIfte For:nat 2 Clear ~ éi?tr:r% glerl.l:‘ctsi
Clipboard {F] Font Fl Alignment = Humber (F] Styles Cells Editing
Az - £ |
A B [ D E F G H 1 i K L M M o P o 10 |
gemglqee fk Name Desgination Nature Of Appointment | Pay Band | BASIC PAY | GRADE PAY | No. Of Days Payable | Payment Amt Of Basic | Basic Pay (Including GP) [D.A.| H.R.A. | T.A. | SPECIAL ALLOWANCE (TEACHING) | OTHER ALLO!
17432 | ARVIND KUMAR Headmaster Permanent
- 17472|BIRENDRA NATH TIWARI PRT Permanent
17476|MAYANE SINGH PRT Permanent
17495|NEELAM PRASAD PRT Permanent
17499|SANIAY KUMAR SINGH PRT Permanent
17502 |AMIT KUMAR DUBEY PRT Permanent
17504|MAHENDRA KUMAR SINGH Mursery Teacher Permanent
J 17506|DEEPAK KUMAR SINHA Mursery Teacher Permanent
1 17508|ANUP KUMAR PANDEY LDC Permanent
2 17513|KUNDAN KISHOR LDC Permanent
3 17517 |RESHMA SHRIVASTAVA MNon Teaching Permanent
i 17525|JANESH KUMAR SHUELA Teacher Adhoc
3 17527 |SUDHA TIWARI Teacher Adhoc
5 17523 | KAMTA PRASAD Teacher Adhoc
7 175309(SATYENDRA KUMAR VISHWAKARMA  [Teacher Adhoc
3 17556|RAKESH KUMAR SHRIVASTAVA Teacher Adhoc
3 17559|5HASHI PRIVADARSHINI Teacher Adhoc
2 17561 |VISHNU PAD SINGH Teacher Adhoc
1 17664 |SANDHYA YADAV Teacher Adhoc
2 17676|AJAY KUMAR SINGH Teacher Adhoc
3 17677 |VINITA KUMARI Teacher Adhoc




Download a demo excel file from support to see how the data needs to be filed in.

2 ONLINE SALARY ENTRY

FURCUI U | g & [ IYICIU YIS L Rl e A3 I Lo [Red] GURGIR & LI R DALY SLUILAM (s LULAIE | U e

 Public 5chool , Shimla - Adminis... ©* | i BUDGET MONITORING * | + |

Budget Monitoring System

Details

[+4
No. Of |Payment|Basic Pay SPECIAL
Nature Of BASIC|GRADE OTHER  |Gross| P F (INCOME|ANY OTHER| Total
idlemployee_fk| MName |Desgination N Pay Band Days | Amt Of |(Including|D.A.|H.R.A.|T.A.|ALLOWANCE PF )
A t t PAY | PAY ALLOWAMNCE|Total| (LOAN| TAX |DEDUCTION|Deduct
k; [FEHBaTEL Payable| Basic | GP) (TEACHING) ota uction
1 it|1 (416 Ritu Gupta |[Headmaster |Permanent  [9300-34800-4200|22140 30 29740
Raj h |PGT
Edit2 |17 R Permanent  (9300-34800-4200/16960 1 725

Kumar SENIOR

Prakash Teacher-

Edit|3 418 Chakroborty|incharge Permanent  (9300-34500-4200{11000 30 18600

Edit| [3443 eshaan s s [Headmaster |[Permanent
Edit| [3447 FEE Headmaster |Permanent
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Click on the edit to fill the salary

MName Ritu Gupta Pay Scale 9300-34800-4200 -
Mo. Of Working Days 30 Mo. Of Payable Days 30
Salary Type Gth Pay Commision
Allowance Deduction Remittance
L, |BASIC PAY 22140 PE 5639 12 ~ [|GRATUITY 2344 5 -
L,‘ GRADE PAY 7600 P F LOAN 1] LEAVE ENCHASHMENT]| 1410 3 -
DA 17249 2|58 - |||NCOME TAX 0 '[___\ EDLI CHARGES 0 05 -
Payable amt Of Basic Pay + Grade Pay| 29740 ANY OTHER DEDUCTION| 250 T ADMN. CHARGES 1190 4 -
HR.A. 2974 i~ Total|5889 Total[4949
T.A. 1]
SPECIAL ALLOWAMCE (TEACHING) |0
OTHER ALLOWANCE ]
Total[49963
Net Payable 44074

|Save | 6

Fill in 30 days by defaulit.

Select the percentage for DA and HRA.

Fill in the Basic Pay and enter . The screen will refresh to take your input.

Fill in Grade Pay and enter. The screen will refresh to take your input. You can fill in relevant — TA, Special Allowance.
Fill in any other deductions.

o unhwWNE

Press Save.

Complete the process for the next employee.



