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Payroll Generation Maker

1. User will login HRMS using their username and password.
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2. Choose Payroll generation Maker role from dropdown.
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3. Click on “New Entitlement” link provided under Pay dropdown.
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4. User can filter employee by selecting HOA, Service Type, Group name or by employee’s
Name/Pran/GPF number and then click on search button.
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Pay Entitlement” button.

5. Now, Tick the employees name for which entitlement is to be created and click on “Create
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6. Click on employee’s name to open Salary structure page.
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7. Here, Maker will update following click on save button.

a) Basic Pay - New Value from dropdown (As per Pay protection)
b) Effective Date
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8. A message will appear on the screen with “Pay entitlement updated successfully” as shown
in screenshot below.




9. Scroll down and Click on Edit button to update Earning and Deduction and then click on
“Update Head Value™.

10. A message with “Salary Heads Updated Successfully” appears on the screen.




11. Now, Tick the declaration, select your current payroll generation checker, enter remarks and
click on submit button.
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12. A message with “Application forwarded successfully” appears on the screen.

Payroll Generation Checker

13. Now, Payroll generation checker will login to HRMS using their user credentials and click on
inbox.
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14. Click on the reference number.
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15. Payroll generation checker will verify all the details and select current Payroll generation
approver under action tab to forward the request and then click on submit button.
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16. A message with “Application forwarded successfully” appears on the screen.




Payroll Generation Approver

17. Now, Payroll generation Approver will login HRMS using his/her user credentials and click
on inbox.
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18. Click on the reference number.
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19. After verifying all the details, Payroll generation approver will select “Approve and e-sign”
from send to dropdown and click on submit button.
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20. A popup will appear on the screen to enter OTP.
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21. After entering OTP, click on verify button. A message with “Application approved
successfully” appears on the screen.




