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Creating a New Employee

Step 1: Login to ERP Solution

Step 2: Click on the Establishment and Personal Section>Employee Service

Record—>New—>Change the effective Date if required) Enter the mandatory fields like
(First Name, Last Name*, Gender)

= =] F3
Mame
Gender Unknown ..~ Action -
Last
Person Type for Actian
First Person Types
Title
[E (=] F3
M Ermployee Mame
E— Search by number
Type |Employee -
Employee / Applicant
Nurmber
Co Clear WEN | Find |
Effective Dates
From 19-AUG-2013 Ta ICAR Joining Date | |
Address Picture Service Details Personal Details Others..

Personal = (Date of Birth, Home town, Marital Status, Nationality, Country)=>Save

Gender | Male T Action -

Last Chander
First |Wahesh
Title |Mr.

Person Type for Action
Person Types

Identification

Middle Kumar

Persaonal Ernail Deceased Date Py Benefit Details

Date of Birth  KNENENEEREE]]

Apge 23
Home Town  |[Karmal Marital Status | Single
Mationality |Indian

Country of Birth |India Registered Disablad Mo

Effective Dates
From |19-AUG-2013 Ta ICAR Joining Date [ |

Address Picture Service Details Professional Info Personal Info J




Email 2 (Email)>Save

'O Employee Ba

MName
Gender Action \:I
Lest |Chander Person Type for Action

First |Mahesh Person Types
Title |Mr. |

ldentification

Middle |Kumar

Personal Email Deceased Date FAN Benefit Details

Email chander_mi@gmail.com

Effective Dates

From |19-AUG-2013 To ICAR Joining Date [

( Address | I Picture | I Serice Details | I Professional Info | I Personal Info ,I

PAN-> (PAN, Aadhar Number)—> Save

'O Emplayee Ba

MName
Gender Action |:

Leat |Chander Person Type for Action

First |Mahesh Person Types
Title |Mr. |

Identification

Middle |Kumnar

Personal Ermail Deceased Date PAN Benefit Details

Effective Dates

From |19-AUG2013 To ICAR Juining Date 1

( Addrass ‘ [ Picture ‘ [ Sarvice Details ‘ [ Professional Info | I Personal Info J

Benefit Details 2 (GPF/NPS)—> Save



sic Details

Male -

Gender Action

Last [Chander Persan Type for Action
First |Mahesh Person Types
Title  |Mr.
Identification
Middle |Kurnar
Personal Ermail Deceased Date PAN Benefit Details
GPF / PRAN f CPF NMumhber ABC122 CGHS f CSMA Number 5739
Credit & Thrift Society Mo, |GH4444 Group Insurance Number 09642|
Aadhar Mo
Effective Dates
Fram [19-AUG-2013 Ta ICAR Joining Date [ |
Addrass | Pictura | Senice Details Prafessional Info

Personal Info J

Choose Action as — Create Employment
File Edit Yiew Folder Tools Window Help
BP0 s8I P
O Emplo n}

MName

Chander
tdahesh
hlr.

Last
First
Title

Middle |[Kurnar

Persanal Ernail Deceased Date

MR LEPP 5

Create Applicant

e Employment
Create Other
Create Placement

Ilale -

Gender

Pergan Type for Action
Person Types

Identification

Benefit Details

PAN

GPF / PRAN / CPF Murnber |ABC122

CGHS # CEMA MNurmber 5789

Credit & Thrift Society Mo, (GH4444 Group Insurance Number (09642
Aadhar No.
Effective Dates
Fram [19-AUG-2013 Tao ICAR Joining Date [ ]
Address | Picture | Service Details | Professional Info |

Fersonal Info )

Now a unique user id will be created for the employee .Click on Save
Entering Employee Address

Click on Address—=>Enter the address details > Ok—=>Save



siilr. Mahesh Kumar Chander)

Style |_

Address |

Details

Type | ¥ Brimary
Date From |20-AUG-2013 Date To [

:rype of Address can be
Current/Correspondence Address ,Home Town Address, Permanent Address

Click on Personal Info->Passport, Phone Number, Educational Qualification, Employee
Picture—>Save

O Perzonal Address Infarmation

Address Style India India Address Style

Flat/ House Mumber |ﬁﬁ1 Shobha Vihar
Block/Building Mame |Bluck B

Road/Street/Lane/ Yillage Mahatma Gandhi Road

AreafLocality/Taluk/Sub Division/Fost Office |

Town/City/District |Gurgann

State/UT |Haryana

FIM Code (122001
Country |India

( ok | |cancel] [ Clear | [ Help |

Note: The fields marked yellow are mandatory and you cannot save data without filling them.



Entering Additional Personal Details

O Employes Basic Details

Mame f [
—— Gender | Male x Action | x
Last E.h.?nd“ Person Type for Action !
First \Mahesh Person Types
Title |Mr
Identification
bdiddla |Kumar |
Parsonal Email Deceased Date FAMN
GPF f PRAN f CPF Murmbar ..AEC122 CGHS f CSMA Number :3?99

Credit & Thrift Society Mo, |GHA444 Group Insurance Number 09642

Aadhar Mo,
Effective Dates
From |19-AUG2013 Tol ICAR Jaining Date ! . |
Address | Bictura | Serice Details | Professional Info | Eersonal Info

L

Click on the box above the Personal Info button

Enter Details as required

O Additional Persanal Details

Old Employee ID 103
Service Book Mumber |DFQD12-1244
ARS Discipling |
ICAR Employee D |
Fersonal File Mumber |

Area of Specialization |
A | 3

( ok | |cancel ) [ Clear | [ Help |




Entering Passport Information and Religion/Caste Details

1) Search for the employee
2) Click on Personal Info

Ferzonal Info JI

3) Choose Passport/Religion/Caste Details and press OK

4) Choose Passport Details and click on Details Box

5) Type the Name and Number as required and press OK

6) Chose Religion/Category Information and type in the details as required. Press OK and
SAVE

Mavigation Cptions

Find %

Boards and Universities
Dependent and Haominees Details
Educational Qualifications

Leave Details

Medical Azsessment Details
Fassport ! Religion f Caste Details
Fhore Mumber

Retirement Details

Yacancy Application

Eind)l (]34 | Qancel)l

E = m] H

Type
Pazsport Details

|»

l Religion / Category Information

1]

Details
Hinduism. Scheduled Caste ¥es 01-JAN-2012 AB/M445-667 5 Feet 4 Inches Male ¢ | ]



Religion Hinduism
Category Scheduled Caste
Caste VWerification completed? [Yes
Caste Werification Date [01-JAN-2012
Reference No. |AB/4445 667
Height {in Feet and Inches) 5 Feet 4 Inches

Identification Mark Mole on Right Leg
1

(0]%4 Qancel) Clear J

Help |

Entering Medical Assessment Details

1) Search for the employee on Enter& Maintain screen

2) Click on Personal Info

3) Choose Medical Assessment Details and press OK

4) Enter Date of Assessment

5) Choose type of Assessment from the drop down menu, as applicable
6) Choose Consultation Result from drop down

7) Enter any other details in the Description section and press Save

[E — O %

Consultation Details
Date Type

Result

Consultation Types

Find %

Description Consultation Type

Annual Medical

Dizahility Assessment
Cccupational Assessment
Recruitment Medical
Further Infarmation LUnfit Temporarily

Effective Dates
Fram 19-AUG2013 Ta ICAR Jaining Dat

]
Address Picture Service Details Professional l

Find Cancel




"
= ™ =]

Consultation Details

Date Type Annual Medical
Result
Consultation Results
Find %
Description
-, Consultation Result A
Disahility
Fit ForwWork
LInfit for wiork
Further Infarmation [
Effective Dates
From |19-AUG-2013 To
Address Picture Se 0 e »

Entering Employee Phone Number

1. Click on Personal Info Button

2. Select Phone Number and press OK

3. Enter Type as Home, Home Fax, Mobile, Other etc.
4. Enter Phone Number.

5. Enter Date From.

= Phone Mumbers(ir, Tests Employes)

Dates
Type Fhone Murmber From To [ 1]
l Harne 011-987654 26-APR-2013 =

Enter Educational Qualifications

1) Click On the Personal Info

2) Click on Boards & University and select all universities/boards for which you want to
input details

3) Click on Save

4) Press F4



5) Click On the Personal Info
6) Click on "Educational Qualifications"

Boards & Universities
Banaras Hindu University

Find %

Estahlishment

ity

Aligarh Muslim University

Allahabad University

Banaras Hindu University

Eharathiar University

Calcutta University

Central Board of Secondary Education
Chaudhary Charan Singh University

Delhi Board
—

i o

Type Graduation
Title B.A

Status  (Completed
Precentage/ 730

Class / CGF
University / College  Banaras Hindu University

Comments

Clualifications Framewark Detailsl

- O %
Full Time
Start Date End Date [1]
D -
O
x O
O
O
Location = o
O
Aligarh 0
Allahabad
“aranasi o
Coimbatare O -
Kalkata
Mewy Delhi
Meerut
Dielhi A
'
Hoining Date | 19-ALG-2013 [l
Start Date [20-JAN-2001
End Date 20-MAR-2004
Awarded Date  20-APR-2004

Projected Completion Date

Subject Details

Subject Status Start Date

J English Completed 20-JAN-

2001

|»

Entering Employee Picture

Click on the Picture button
On the Enter& Maintain screen




Click on Browse and select the appropriate picture file and click apply

Ficture{Hr. Wahesh Kumar Chander)

Delete | | Apply
Parsonalze "Vew Pichre'

el
e |

Entering Disability

=

You need to search for the employee. Click on Personal Info = Disability.

2. In Category you need to provide type of disability like Blind, Autism, Locomotor
Disability etc., Choose Status as Active

3. Choose the appropriate Reason by selecting from List

4. Mention the Degree of Disability.

5. Click on Further Information

O Disahilities(Dr. Dinesh Kumar

Classification
Category |Locomotor Disahility Status  Active
Reason Degree |70 %

Medical Assessment Date |

Other

Description

40 |r

Waork Restrictions

40|k

Further Infarmation [ ]

Effective Dates
From 08-AUG-2014 To

fdedical Asse...
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Choose Yes
Post this only e

Step 1: Click on
Enter th

FProof attached [Yes

(0] | Qanceljl

Clear JI Help JI

mployee can benefit under Section 80U

Service Details of an Employee
Service Details>Employee Category—> (Select the role of employee)
e fields such as (Organization, Office details, Designation, PB + Grade Pay,

Payroll, Location and Status)

=]

_E|x|

(o}

- O %

Organization ||ASRI- Indian Agricultural Statistics Rese  Office Details

Designation Position held
PE + Grade Pay Payrall |[lASRI Manthly Payrall
Location Status |Regular
Yacancy

Employee Category

Salary Information Superdisar Probation & Motice Period  Statutory Information Serice Change Reason

Salary Basis

Review Salary Review Performance

Effective Dates

Fram |01-MAR-1978 To []

Salary Information | Salary Components /I

Payrall Related

Salary Information = (Monthly Salary)->Save

Entering Supervisor Details Of An Employee

Supervisor 2> (Name & Emp ID)>Save

11



ils(hr. Test Employves)

Organization IRl - Indian Agricultural Research Institute Office Details  |INST. Agricultural Statistics..

Designation | Scientist. Position held
Grade |PBE-2 (Rs5,300-34 300).+4600 Payrall [IARI Manthly Payrall
Location |IARI (M), New Delhi Status  Regular
Vacancy

Employee Category  Scientific

Salary Information Supervisar Probation & Motice Period  Statutory Information  Semwice Change Reason

Organization |IAZR!- Indian Agricultural Statistics ReseanOffice Details |INST. Computer Application in Agriculture. Anir

Designation |Senior Scientist. Position held
PE + Grade Pay |PB-3 (Rs 15 E00-33,100).+3000 Payroll [IASRI Manthly Payrall
Lacation |IASRI (W), Mew Delhi Status  Joining Time
“acancy

Employee Category | Scientific

Salary Infarmation Supervisor JProbation & Matice F'erindl Statutary Information  Service Change Reasaon
Probation Period Motice Period
Length E Length
Duration Years Duration

End Date  20-MAY-2013

Effective Dates
Fram [21-MAY-2013 To [l 1

Salary Infarmation | Salary Components JI Payroll Related

Entering Statutory Details Of An Employee
Statutory Information 2 (GRE {Ins Name}) 2 Ok—>Save
Click on Statutory Info tab and press Control + L
1. GRE - It will be the institute name
2. PF Organization — ICAR GPF
3. Professional Tax Organization — ICAR PT Organization <<State Name>>

12




(O3 1M Statutory Info

EII=R EVARGENTFEINECIFT - Central Institute of Fisheries Technology]

PF Organization |ICAR GPF
Professional Tax QOrganization
ESI Organization
Factary
Establishment
Caovered by Gratuity Act No
Substantial Interest in Company |Ho
Director No
Specified Employes Yes

PF/EPS Contribution
1] b

[8]74 | Qancel)l Clear)l Help )I

Adding the Salary Elements

Service Details>Salary Information (Enter the Basic Salary)=>Save—>Close

Service Details=> Salary Components = (Enter the components for earning{ DA,HRA,TA},
deduction {CGEGIS,GPF, Income Tax, Professional Tax, LIC}and recovery{Misc, Computer
Advance, Vehicle Advance})—>Save

[Earned Leave, Half pay leave, Casual Leave, Child care Leave, Taxable HRA, Deduction Info,
Income Info, Professional Tax, CGEGIS, Central Govt TA, DA, GPF, HRA, LIC Deduction,
Personal Pay, Base Salary, Income tax Deduction, Computer Advance recovery, Misc
recovery and Vehicle Advance recovery ]

Processing Types Owverride
Petiod 5 2013 Calendar Month (01-AUG-2013 © Recurring Additional
Classification  Monrecurring Eranassed
© Both Retroactive

Processing Effective Dates
Elerment Mame Type Costing Reason [ 1 Frarm To

Recurring [ [31-DEC-2012 31-AUG-2014 =t
Deduction Information Recurring [ [31-DEC-2012 31-AUG-2014
Deputation Duty Allowance Recurring [ [31-DEC-2012 31-AUG-2014
Earned Leave Accrual Recurring [ [31-DEC-2012 31-AUG-2014
GPF Infarmation Recurring [ [31-DEC-2012 31-AUG-2014
HRA Recurring [ [31-DEC-2012 31-AUG-2014
Half Pay Leave Accrual Recurring [ [31-DEC-2012 31-AUG-2014
Hard Area Allowance Recurring [ [31-DEC-2012 31-AUG-2014
Haouse Rent Infarmation Recurring [ [31-DEC-2012 31-AUG-2014
Incame Information Recurring [ [31-DEC-2012 31-AUG-2014
Incame Tax Information Recurring [ [31-DEC-2012 31-AUG-2014 =

1] 3

Entry “alues Balance Grossup

13



Service Specification of an Employee

e This is one of the most important sections of the HRMS. Where we can enter/edit
service details of an employee from this screen.

e Transaction related to transfer, deputation, promotion, pay band or grade pay
change.

e It maps the service book into the system.

Step 1: Click on Employee Search—>Service Details—> Status (Deputation outside ICAR, End,
Joining Time, Regular, Retired from service)>Save—> Ok

= _Tolx
Organization |ASRI - Indian Agricultural Statistics ReseanOffice Details  INST Admin/Finance Administration Administt
Designation  Chief Admin Officer Position held
PB + Grade Pay PB-3 (Rs 15 600-33,100).+7600 Payrall  IASRI Monthly Payroll
Location &SR] (M0, Mew Delhi Status
“acancy
Find %
Employee
User Status
Salary Information Supervisar Probation & Notice Petiod  Statutor] REREEEY
Digs MNon
EOL not counted as Qualifing Service
Reason  Mew Joinee End
Joining Time
Opted far Lien
Regular
- Retired from Service
Effective Dates Suspension counted as Qualifing Service
Fram 19-AUG-2013 Suspension not counted as Qualifing Service
Salary Information Salary Components Eind Cancel

J

Step 2: Click on Employee Search—>Service Details=>Service change reason (New Joinee,
Pay Band change, Promotion, Promotion & Transfer, Transfer on own
request)=>Save—> 0k

14



Organization IASRI - Indian Agricultural Statistics ReseanOffice Details  INST Admin/Finance Administration Administt

Designation  Chief Adrin Officer.
PE + Grade Pay PB-3 (Rs 15,600-39,100). +7600
Location  IASRI im0, Mew Delhi

Salary Infarmation Supervisor Probation & Mot

Reason

Effective Dates
From 19-AUG-2013

Salary Information Salary Components

Position held
Payrall  IASRI Monthly Payroll
Status  Regular

“acancy

Find|%

Reason =
Changed due ta MAGP 1

Changed due ta MACP 2

Changed due to MACP 3

Dies Mon

Disciplinary Action

External Deputation

Grade Pay Change

Internal Deputation outside Sanctioned Strength

Other Reasons

Fay Band Change

Fay Fixation

Promation

Prarnotion & Transfer

Reinstaterment on AppealiCourt Crders

Employee Transfer

Before transferring an employee first we have to stop (delete) the bank details from the

establishment responsibility for a particular employee.

e Later we have to change the organization details from the transfer responsibility for

a particular employee.

Step 1: Click on the ICAR Transfer>Employee Service Record—>Search employee by
name or user id—>Service Details=>Payroll Related>Pay Method = (Change the

effective date [Last date in the Institute])=>click on the delete icon=> Save

HNavigator

Personalize

[ CIFT DDO Payroll Access

3 CIFT Employee Self Service

[ CIFT Establishment & Personnel Section
[ CIFT General Ledger

[ CIFT HRMS View Only

1 CIFT Pavables Audit & Account

[ CIFT Projects

1 CIFT Purchasing Requisitioner

1 CIFT Receivables Audit & Accounts
[ EMS ADMIN

3 ICAR Transfer ‘

] VENDOR CREATION

Step 2: Click on the Employee Service Record—>Search employee by name or user id
effective date)> Change the fields such as
(Organization, Office details, Designation, PB + Grade Pay, Payroll, Location and

—>Service Details =>(Change the

Status {JoiningTime})—>Save

[ CIFT Asset Please select a responsibility.

15




Organization AR! - Indian Agricultural Research Institute Office Details  INST.Admin/Finance Administration

Designation  Chief Admin Officer Position held
PB + Grade Pay PB-3 (Rs 15 500-39,100). +7600 Payrall 1ARI Monthly Payrall
Location AR (M), Mew Delhi Status  Regular
Yacancy

Employee Categils

Supervisar  Probation & Motice Period  Statutary Information | Service Change R Findl Transfer ant

Reason

Transfer o Reguest

Reason Hu
Transfer on Public Interest

Effective Dates
From 15-AUG-2013 To

Salary Inforrnation Salary Corponents

Step 3: Click on the Employee Service Record->Search employee by name or user id
—>Service Details > Service Change Reason - (Transfer on own request/transfer on
public interest)>Save

Organization ||ARI- Indian Agricultural Research Institute Office Details  |INST.Admin/Finance. Administration.

Designation |Chief Admin Officer. Position held
PB + Grade Pay |PB-3 (Rs 15 B00-3%,100). +7600 Payroll |IARI Manthly Payrall
Location  |[AR] (WD), Mewe Delhi Status |Joining Time
Wacancy

Employea Category |Administrative

Salary Infarmation Supervisor Frobation & Motice Period  Statutary Information JSewice Change Reason

Reason

Effactive Dates
Fram |19-AUG-2013 To [l 1

Salary Information Salary Components ,J Payroll Related
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Organization |IARI - Indian Agricultural Research Institute Office Details |(INST.Admin/Finance Administration.

Designation  Chief Admin Officer. Pasition held
FPB + Grade Pay |PB-3 (Rs 15 600-39,100). +7600 Payroll |IARI Manthly Payrall
Location  |IAR] (M), Mew Delhi Status Regular
Yacancy

Employee Category  Administrative

Supervisor  Probation & Motice Period — Statutory Information J Service Change Reasnnl Special Ceiling Ll

Reason

Effective Dates
Fram |19-AUG-2013 To [l 11

Salary Information Salary Components J Payroll Related

Retirement
Step 1: Click on the Establishment and Personal Section>Employee Service
Record—>Search employee by name or user id—>Personal Info—>Retirement

Details> Ok
= =3
Marne
Gender Male M Action v
Last  [EIEGEE] Person Type for Action
First Mahesh Ferson Types
Title M. Ernployee

> 1407
iddle
Find %
Persanal Benefit Details
Enards and Universities
Date of| | Dependent and Mominees Details 23
Misgiis Educational Gualifications Sinala
Leave Details .g
Medical Assessment Details Indlian
Country of Passporti Religion ! Caste Details Mo
Phone Mumber
Effective Dateg | vacancy Application
Fram 19-Al g Date  19-AUG-2013 []{1
Address sional Info Personal Info
Eind Cancel

17



Step 2: Enter the details like (office order issued date, Superannuation Date and Actual
Resignation Date)=>Retirement—=>Save

= [ ]

Length of Serice

This Serice Total Serice
Date Start  19-AUG-2013 Years Months Years Months
Reason u u o o
Termination Dates X
0.0 Issued On Findl % Actual

Final Process
Reason

Compulsary Retirerment
Person Type and Assignment 5 | Deceased

Employee Resignation
Employee Transfer

Fetirerment on Medical Grounds

o Retirernent on Superannuation
Termination Accepted By woluntary Retirerment

1| 3

Find Cancel

Retirement C anceT REnTeTTTETT

Leave Adjustment
Service Details=> Salary Components = (Enter the components for Leave Accraul upload

E%x; EE8SP LN e LRI BB 2
O]

_|:|x|

(o m el
Processing Types Override
Petiod 3 2017 Calendar Month (01-MAY-2017  © Recurring Additional
Classification © Nonrecurring Processed
Processing
Element Name Type Find| %unload
Fersonal Pay Recurring =
Speeil Fey Foemming Elent Mame = Pr0c933|ype Descripti
Half Pa 2 ad rring
Central Gowt Transport Allowance |Recurring Casual Leave Annual Accrual Upload Nonrecurring
GPF Infarmation Recurring Earned Leave Balance Upload ManrEcurting
UC Deduction e — Child Care Leave Accrual Plan Upload ManrEcurting
PTAK Adj Recurring
Club Recurring
Incorme Tax Deduction Recurring
Base Salary Recurring
GPF Mew Advance Recovery Recurring
4] 3 Y
— £ ganc
Entry “alues Balance Grossup

Click on Entry Values—>Enter the Effective Dates, Plan Dates(+/- Number of dates)—> Save

18



Fsﬁ%w@waéwlx (D AD 0D B w2
= _lo/x

ru@ : -0 x

ide
Period 32017 Cal dditional
Blzeiatioy Entry Effective Date |— Processed

Retroactive

,7
Effective Dates
Element Name ,7 From To
Personal Pay '7 00O oJuL-z2o16 £
Special Pay '7 00O oJuL-z2o16
Central Govt Transport Allo '7 OO0 01-AUG2016
GPF Infarmation '7 OO0 01-AUG2016
LIC Deduction '7 OO0 01-AUG2016
PTAX Adj ,7 OO 01-SEP-2016
Club ,7 OO0 01-Jan2017
Incorne Tax Deduction '7 OO0 01-Jan2017
Base Salary '7 OO 01-FEB-2017
GPF Mew Advance Recover '7 00O 30.-APR2017
lEamed Leave Balance Uplo: '7 OO0 01-MaY-2017 31-MAY2017 -
Further Entry Inforrnation ,7 g v
— Date Earned
Entry Values g Criginal Date Earned
Payee Details

Flan Days

Processing Priority 1000

19
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Logging into Oracle Applications

Open the link for the Oracle Instance : http://icarerp.iasri.res.in

e Enter the Username and Password as provided (individual user name/password to
be used). Password need to be changed on first time login.

e On logging into the application, a new page consisting of the responsibilities assigned
to the user and the active notifications for the user will open up.

v/ ! ICIaLis 1500

_".H_-" ¥ i
e
WTIE
ICAR
*Uscrllame“ |
{example: michael.james.smith}

*Password |

(mample: 99v23)

(oo | cance

ICAR-ERP User Support and IBM Helpdesk

Flease contact at IASRI, Library fvenue, Pusa, New Delhi -110012

Email - support.erp@icar.gov.in
Phone - 011-25842274, 011-25842275,011-25842276 (Timing - 9:30 AM to 5:00 PM - Working Days )

Login Assistance

Basics of Self Service

Open the link for the ERP Login : http://icarerp.iasri.res.in

Login in with user name & password
Click on CIFT Employee Self Service

20




This list shows list of approvals which have been received and the ones that our pending on

you for approval

Worklist
Full List |
From |subject ~ Sent |
SYSADMIN f Absence for Varghese, Cini has been approw 22-Aug-2013
SYSADMIN Leave of Absence for Varghese, Cini has been appr 22-Aug-2013
SYSADMIN Personal Info n - Basic D 22-Aug-2013
SYSADMIN Personal Information - Perma 23-Aug-2013
SYSADMIN 5, Prajneshu rejected your Specil 22-Aug-2013
Persqnalize
3 CIFT Asset CIFT Employee Self Service
S CIFT E'D“O Pg "UHS”‘;:EE'S } Notifications Requiring Your Attention / Action
[27 CIFT Establishment & Personnel Section el foere s
3 CIFT General Ledaer My ICAR Service Detalls
[ CIFT HRMS View On My Leaves
S CIFT Pavables Audit & Account Jaining Report
CIFT Projects e
7 CIFT Purchasing Requisitioner Senr\Fe Details DI’IDI.'tD ICAB (rfanv]
3 CIFT Receivables Audit & Accounts Pension Commutation Application
3 FMS ADMIN Employee Bank Details
[ VENDOR CREATION EeEllens
ICAR Bill Tracking Report For Employees
Professional Details
Education and Qualifications
Achievernents and Publications
Trainings, Deputation and other activites Self Service

service.

Varghese, Cini

Annual Performance Appraisal Report (APAR)
Scientist Proforma Related Entries
View APAR Ratings

I} (Im) (I (i) (i) @ 2

Payslip, Income Tax and Property Declaration
Annual Tax Declration

Paysiip

Government Quarters

Nominee Details

Property Declaration

D D 0 0 0 3

View ICAR Service Details

Click My ICAR Service Details in CIFT Employee Self-Service
You can view your Service details and all changes that have occurred.
Click on Show to see further details
This is very useful during retirement where you can see your entire duration of

Requests : NOCs & Applications
NOCs & Applications

Functions will
appear here

The following section displays the summary as of today's date.

Employee ID
Institute

ICAR Joining Date
Reporting Officer
My ICAR Service Details

768

IASRI - Indian Agricultural Statistics Research
Institute

10-Jun-1998

S, Prajneshu

The following section displays detailed historical information through today's date.

Designation Technical Assistant. Technical Officer
Location IASRI (MI), New Delhi

Most Recent ICAR Joining Date  10-Jun-1998
Email Address  1kkalra@iasrires.in

Details [Employee ID [Start Date |End Date |

ion |l’irade

[nstitute [Location

|Ema'|| Address

5 Hide 768

01-Apr-2012

Technical Assistant. Technical Officer PB4 (Rs 37,400-67,000).+9000

Reporting Officer S, Prajneshu

Position

10-Jun-1998  05-Oct-1998

06-Oct-2007 31-Mar-2012  Senior Scientist.
06-0ct-2002  05-Oct-2007  Scientist S\.5.
06-0ct-1098  05-Oct-2002  Scientist.

PB-4 (Rs 37,400-67,000).+9000
0ld Pay Scale.Old Grade Pay
0ld Pay Scale.Old Grade Pay
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TASRI - Indian Agricuftural Statistics Research Institute TASRI (MI), New Dehi

Department Details INST.Agricultural Statistics..
Last Service Change Reason

IASRI - Indian Agricultural Statistics Research Institute
TASRI - Indian Agriculttural Statistics Research Institute
TASRI - Indian Agriculttural Statistics Research Institute
Indian Counci of Agricultural Research

IASRI (MI), New Dehi
TASRI (MI), New Dehi
TASRI (MI), New Dehi

1klkalra@iasri.res.in

1kkalra@iasri.res.in
1kkalra@iasri.res.in
1kkalra@iasri.res.in
1klkalra@igsri.res.in




Checking your Leave Balance

e Click on My Leaves in CIFT Employee Self-Service
e (Click on Current Leave Balance Button Current Leave Balance

Effective Date

Casuzal Leave Annual Accrual 3
Half Pay Leave Accrual 10

(exampler 24-Aug-2013)

Child Care Leave Accrual PRn 671

B (o]

Earmed Leave Accrual

15

A summary of leaves taken during the entire career of an employee can be seen as below

|5tart Date + | End Date | Leave Type |Numher of Dile|ApprovaI 5tatus|Leave 5tatus|5upporting Documents Details Update Confirm Delete

17-0ct-2013 |17-Nov-2013 Child Care Leave
22-Aug-2013 17-5ep-2013 Child Care Leave
07-Jun-2013 |10-Jun-2013  Casual Leave
31-May-2013 31-May-2013  Casual Leave
27-May-2013 28-May-2013 Earned Leave
23-May-2013 24-May-2013  Casual Leave
20-May-2013 23-May-2013 Eamned Leave
15-May-2013 |22-May-2013| Maternity Leave
07-May-2013 11-May-2013 Eamed Leave

07-May-2013 07-May-2013 Restricted Holiday

MNavigator

32
27
2

Approved Confirmed =] 7
Approved Confirmed = 7
Approved Confirmed =|
Approved Confirmed @l
Approved Confirmed =
Approved Confirmed =)
Approved Plnned =] P
Approved Confirmed =]

Waork in Progress | Confirmed =| 7
Approved Confirmed =|

Applying Leaves
Personalize

Vo

3 CIFT Asset

3 CIFT DDO Payroll Access

[ CIFT Employee Self Service

[ CIFT Establishment & Personnel Section

3 CIFT General Ledger

[ CIFT HRMS Views Only

[ CIFT Pavables Audit & Account

3 CIFT Projects

3 CIFT Purchasing Requisitionar

[ CIFT Receivables Audit & Accounts
[ EMS ADMIN

[ VENDOR CREATION

Click on My Leaves

CIFT Employee Self Service

Motifications Requiring Your Attention / Action
My Personal Information

My ICAR Service Details

Joining Report

Service Details prior to ICAR (if any.

Pension Commutation Application

Employee Bank Details

Cancel Leave

ICAR Bill Tracking Report For Employees

My Professional Details

Education and Qualfications

Achievements and Publications

Trainings. Deputation and other activites
Annual Performance Appraisal Report (APAR)
Scientist Proforma Related Entries

View APAR Ratings

My Payslip, Income Tax and Property Declaration
Annual Tax Declaration

Payslp

Government Quarters

Mominee Details

Property Declaration

Requests : NOCs & Applications
NOCs & Applications
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Leaves Summary Current Leave Balance
Search

¥ TIP Please Enter Parameters to Search for Past Leaves
Mote that the search is case insensitive

Leave Type —E[ Leave Status I_E[
Approval Status End Date l— &
Start Date &=
{example: 75-Apr-2017)
[ Go | [ Clear
P\Ei;:epﬂ.:fegz:pw Leave Button to apply for Leaves ) Previous m Next 10 @
[Start Date ~ | End Date | Leave Type [Number of Days|Approval Status|Leave Status| ing D ts Details Update Confirm Delete
21-Apr-2017 |22-Apr-2017 Eamed Leave 2 Pending Approval  Confirmed = 4 Iy
30-Mar-2017 |01-Apr-2017 Earned Leave 3 Pending Approval  Confirmed ] ]
16-Mar-2017 |18-Mar-2017 Earned Leave 3 Approved Confirmed ] &
25-Feb-2017 25-Feb-2017 Casual Leave 1 Approved Confirmed &l )
23-Feb-2017 23-Feb-2017 Casual Leave 1 Approved Confirmed &l )
28-Jan-2017 |28-Jan-2017 Casual Leave 1 Approved Confirmed ] &
11-Jan-2017 |11-Jan-2017 Casual Leave 1 Approved Confirmed ] &
30-Dec-2016 30-Dec-2016 Casual Leave 0.5 Approved Confirmed = )
08-Apr-2016 08-Apr-2016 Casual Leave 1 Approved Confirmed El )
23-Feb-2016 23-Feb-2016 Casual Leave 1 Approved Confirmed ] &
mﬁiﬂiﬂ:ﬂw Leave Button to apply for Leaves 3 pravious | 10 T )

e Click on L_Apply Leave |

Casual Leave

CIFT Employee Self Service

R Hpariom et Comtact Detaih Durieeg Loave

e Choose the type of Leave Casual Leave

e Choose the relevant Leave Reason according to Leave Type

e Look at the Calendar on the right side. It has been put there as an aid for you
to plan your leaves. You can choose the month/year as you want

e Choose the Start Date and the End date of your leave

¢ Mention whether you will go out of station by selecting Yes or No

e Details of Visit to include places of visit stopovers etc.

¢ Name of Accompanying Family members — In case of LTC mention family
members accompanying you

e Mention Block Year for LTC

¢ Mention any Prefix & Suffix Dates — Multiple dates can be added if applicable.
e Please enter your Contact Details/ Phone Number on which you can be
contacted during your leave.
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Press Calculate[}uratinn|

Click on Next.

Applied Changes would be seen and also Approver Name.
Click on Submit if everything looks fine.

Changes would be applied after clicking on submit.

Cancel | Printable Page | Save For Later | Back Submit

Earned Leave

CIFT Employee Seif Service

Leawe Reason and Contact Detads Dureg Leave

e e i ConEnet B

e Enter Earned leave type from drop down list.
e Enter Leave reason from the drop down list
e Enter Start date as ‘dd-mm-yyyy’

e Enter End date as ‘dd-mm-yyyy’.

e Click on Calculate Duration.

e Enter Comments if any

e Add any attachment if any.
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Extra Ordinary Leave

CIFT Employee Self Service

01 Ninigatos @ Fanvorites ™ Home Logou Preksences Heo

Creatn Absence: Enter Leave Detads

Cancal | | Mt

ot lame Hrs, Shyda NG, Emgloree Number 011585

P P |
9 1w 11 12
% 17 18 18
¥ M I I
w1

Harre of Accomoanyng Fam

Detais

* Leave Reason and Contict Dox.

Sugporting Docaments

Diptionaly, StTach SUPPAMting S5CUMEnts EHat jUStly the a5e4nce. You Can attach documsant of mage fie

Enter Extraordinary leave type from drop down list.
Enter Leave reason from the drop down list

Enter Start date as ‘dd-mm-yyyy’

Enter End date as ‘dd-mm-yyyy’.

Click on Calculate Duration.

Enter Comments if any

Add any attachment if any

Half Pay Leave(Commuted Leave)

umber 011585

iy Other RorTation you Want to record for YoUr Fequest. You can chooss the G

Commuted for Approved Coure of Study
Commated for Child Adoption
Comimuted for Extended Matemity Leave
Commated for Sickness

Cthess dét 2015Calendar 201

Detals

Leave Reason and Contact Details During Leave
::;:IT::‘:::W[' *me Desaiption Category Last Updated By Last Updated Usage Update Delete Publish to Catakg
e Enter Half Pay Leave type from drop down list.
e Enter Leave reason (Eg .Commuted for Sickness)from the drop down list
e Enter Start date as ‘dd-mm-yyyy’
e Enter End date as ‘dd-mm-yyyy’.
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'ou can choose the Cakulate Duration Button to ses the nun

Sun Mon Tue Wed Thu Fri Sat

4 5 &
112 13 14 15 16 17
1 19 B A 2 3N

7

b

Léawe Phondr

6 7 8
11 14 18
L T}
7 I M

vancey Hext

ton BUTLON T 568 the number of

Lagve Pannes

Sun Men Tue Wed Thu Fr Sat

1 2 3
B 9 10

B 29 30




e Click on Calculate Duration.
e Enter Comments if any
e Add any attachment (Medical Certificates) if any

Maternity Leave

CIFT Employee Self Service

N Hawgator ™ B Favontes v Heme Logout Preferences Help

Create Absence: Fater Leave Details

L Cancel | | Weyr |
Emoloyes Name  Mrs, Shyla N.C tmoloyes Number 011505
Ermad Addrass dcom
of wour absence, otharwis Planned. Select an Absence Type, and enter any othar nformation you want to record for your requast, You can choose the Cakulste Duration Button to see the number of

Leave Smtus  Confimed Leave Planner
* Leave Type |Matemry Leave ) '.'ll'\l’" L= | 2017 =]
“reaveraasan [ ]

Duratan Sun Mon Tue Wed 111.u I'l.\ su
2 3 4 5 & 7 &
9 w0 1 12 13 14 15
16 17 18 19 20 21 &
22 M 5 M 27 B
el 2 3 i 5 &

Gang ot of Statian?
Datals of Vst (f gong cut) [
Hame of Accomoanyng Family Membens (for LTC caly) |
Black Year (for LTC) Q
Prefix Dates (# Arry)
Sulfix Diste (# Arey)
Place To Vst on LTC

Leave Reason and Contact Details During Leave

)

* Leava Reascn and Contact Box

Enter Maternity leave type from drop down list.

Enter Leave reason as Pregnancy/ Abortion.

Enter Start date as ‘dd-mm-yyyy’ ,Enter End date as ‘dd-mm-yyyy’.
Enter Comments, Click on Calculate Duration.

e Add any attachment if any ,Click NEXT

CIFT Employee Self Service

N Navigator v @g Favieites ¥ Home Logeut Préfatences Help

Create Absence: Review

Cance] | | Printable Page | | Save ForLater | | Back | | Submit |
Efrployes Hame  Mrs, Shvl.l HC. Employes Humber 011585
T Addies . L

- Absence Details
Laave Status Confimad
Loawe Type Matemy Lodve
Lesve Resason Plegrancy
Start Date 01-Myy-2017
End Date 31.May.2017
Darys 31
Comments Test
Supperting Documents
Approvers.
Details Line Ho Approver Approver Type Order lo Category Status Delate
wah 1 C.G., Joshy HR Paopi 1 Approver .
il add Adhoc Approver

e Review your applied leaves .
e Approver Name would be there to whom your applied leaves will go for approval.
e Click on Submit and changes would be applied.
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Paternity Leave

CIFT Employea Self Sarvice

P Nowgalor ™ B Favontes ¥ Home Logout Preferences Help

Crente Absence: Enter Leave Detalls
cancel | | Mext
Erployes Number 011585

Leave Phainer

o [aor = [Go17 = ®
* Leave Reasan

_ Sun Mon Tue wed Thu Fi Sat
Ouration =

1
F 3 4 3 6 7 8
9 10 11 12 13 14 15

End Date are 16 17 18 19 20 21 R
3 M B N 7 nnN

Cakculate Duration |G =

gar 20 iCaiendar 2010

Leave Reason and Contact Detads During Leave

* Leave Reason and Contact Dox

e Enter Maternity leave type from drop down list.

e Enter Leave reason as Pregnancy/ Abortion.

e Enter Start date as ‘dd-mm-yyyy’ ,Enter End date as ‘dd-mm-yyyy’.

e Enter Comments, Click on Calculate Duration.

e Add any attachment if any ,Click NEXT

e Review your applied leaves.

e Approver Name would be there to whom your applied leaves will go for approval.

e Click on Submit and changes would be applied.

Joining Report

e Click on ICAR Employee Self Service.

e Click on Joining Report.

e Click on Add when another page opens up.

e Enter Date of Joining/ Return from Leave.

e Enter Forenoon/Afternoon.

e Choose Leave type — Only Approved & Confirmed will come here

e In case you are returning from Training etc. then choose Others

e Start Date & End Date will only appear if you choose others. For leaves no need to

enter start and end date
e Enter Comments if any.

Email Address
Joining Report

Add
Select Status Date of Joining / Return from Leave Forenoon / Afternoon Leave Type Leave Start Leave End ‘Comments (if any) Start Date End Date
Mo results found.

Cancel Back Next
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tmployee Name Mrs. Shashi Dahiya Employee Number UUUU14
Organization Email Address  shashi@iasri.res.in Business Group Indian Council of Agricultural Research

Date of Joining &=

Forenoon / Afternoon Q
Leave Type \3\

Comments (if any) I—

Cancel | | Apply
Click on the button next to Leave type. Another window will open. Click Go

Results
Pre 1-10 = Next 10 (=
Select Quick Select Leave Type
® % Casual Leave (Start Date 07-JUN-2013,End Date 10-JUN-2013 )
% Casual Leave (Start Date 23-MAY-2013,End Date 24-MAY-2013 )
% Casual Leave (Start Date 31-MAY-2013,End Date 31-MAY-2013 )
5 Child Care Leave (Start Date 17-0CT-2013,End Date 17-NOV-2013 )
5 Child Care Leave (Start Date 22-AUG-2013,End Date 17-5EP-2013 )
% Earned Leave (Start Date 01-FEB-2013,End Date 03-FEB-2013 )
% Earned Leave (Start Date 27-MAY-2013,End Date 28-MAY-2013 )
% Earned Leave (Start Date 29-APR-2013,End Date 03-MAY-2013 )
5 Maternity Leave (Start Date 15-MAY-2013,End Date 22-MAY-2013 )
5 Others

About this Page

Cancel Select
After this click on Apply , Next and then Submit

Click on Apply and changes would be saved.

Trainings, Deputations and other activities

Delivered Programs

Click on
Click on Add under Employee Programs.

Trainings, Deputation and other activites: Special Information

Cancel Back Next
Employee Name Varghese, Cini Employee Number 768
Organization Emeil Address 1klkalra@iasri.res.in

Attended Programs

Add

Select Status Program Type Program Name Country City Venue Start Date End Date Duration Program Organised By Nominated By Funding Agency Cost Incurred Program Status Any Other Info
Ho results found.

Delivered Programs
Add

Select Status Program Type Level of Participation Program Name Country City Venue Start Date End Date Duration Program Organized by Nominated By Funding Agency CostIncurred Program Status
No results found.

Cancel Back Next

Note: Depending on whether you delivered the program or attended it . Please click on
the relevant Add button

e C(lick on Add

e Another window will open and click on Program Type.
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e Enter Program type as Radio talks from drop down list.
e Enter level of participation as attended, conducted, organized etc as applicable.

e Enter Program Name.
e Enter Venue.
e Enter City

e Enter Start Date as 'dd-mm-yyyy'

e Enter End date as 'dd-mm-yyyy".

e Enter Duration.

e Enter Program Conducted By.

e Enter Approver.

Delivered Programs

Employee Mame  Varghese, Cini
Organization Email Address lklkalra@iasri.res.in

* Program Type

* Level of Participation
* Program Name

* Country

* Venue

ity

* Start Date

* End Date

Duration

Program Organized by
Nominated By

* Funding Agency

* Cost Incurred

* Program Status

Any other info

Emplo

Q
Q,
Q
i)
&

cancel Apply

yee Number 768

Cancel Apply

Enter details and click Apply

Note: the columns marked with a star* are mandatory and you have to fill them else the

system wont allow you to submit

Attended Programs

e Click on Add

e Another window will open and click on Program Type.
e Enter Program type as Radio talks from drop down list.

e Enter Program Name.
e Enter Venue.
e Enter City

e Enter Start Date as DD-MMM-YYYY
e Enter End date as DD-MMM-YYYY

e Enter Duration.

e Enter Program Conducted By.

e Enter Approver.
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Attended Programs

Employee Name Varghese, Cini
Organization Emai Address 1kkala@iagri.res.

= Program Type
= Program Name

* Country

*Ciy

* Venue

* Start Date

* End Date

Duration

Program Organised By
Nominated By

* Funding Agency

* Cost Incurred

* Program Status

Any Other Info

Employee Number 768

Cancel Apply

Cancel Apply

Enter details and click Apply.

Note: The columns marked with a star* are mandatory and you have to fill them else the

system wont allow you to submit

How to get e-copy of Payslip

Step 1 : Select CIFT Employee Self Service — Paysilp

Navigator

Personalize

[CJ CIFT Asset
3 CIFT DDO Payroll Access

] CIFT Employee Self Service

[ CIFT Establishment & Personnel Section
[ CIFT General Ledaer

[ CIFT Pay
3 CIFT Projects

[ CIET Purchasing Requisitioner

[ CIFT Receivables Audit & Accounts
CJ FMS ADMIN

3 VENDOR CREATION

it & Account

CIFT Employee Self Service

[El Notifications Requiring Your Attention / Action
[E My Personal Informetion

R Service Deils

|5 service Detsils prior to ICAR (if anv)

\J Pension Commutation Application

[E Employee Bank Details

B cancel Leave

(2 1cAR Bill Tracking Report For Emplovess

My Professional Details

[E Education and Qualifications

|5l Achievements and Publications

[E Irinings, Deputation and other actvites

[El Annual Performance Appraisal Report (APAR)
B sd

roforma Related Entries
[5 view APAR Ratings

My Payslip, Income Tax and Property Declaration
[E Annual Tex Declaration

= e
\J Government Quarters

E Nominee Detzils
[E Property Declaration

Requests : NOCs & Applications
[E nocs & Applictions

Step 2 : You can view the payslip by selecting the appropriate month and select GO
Select Employee Payslip Print Button to get the electronic copy of the Payslip
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My Payslip, Income Tax and Property Declaration

Ernplayes Humbar 011585
Dumirvesa Grown Inadien Council of Agricultural Resesnch

Ernpiloyes Mame  Mrs. Shyla N.C
Paysip Month  January, 2017
Joo Senior Technical Assistant.
Positien

| Employee Paystp Print._
Empioyes bumbe 011585
Assgnment Nurber 011585
Englayer name  CIFT - Central nstitute of Fsheres Technology

Location  CIFT (M1), Kochi ol 500,
Dite of Beth  15-Apr-1966
Date of Joining  10-Feb-1997
BF Nurber ICARIFTIZ82
51 Numbar
- Eamings.
[ Amount |
Fand Pay FE Swwtory PF Conmbution 106,50
Dearniess Allpwancel Arer | PAYSUP_APAC_ELIMENTS REGION_ONE | 404,00 CHEGIS 5000
Grade Pay 200.00' LIC Deducton BE8.00
Houssa Raat Allowance 546,001 EE Voluntary BF Contribution 13936,00
eport Allowance 712,00 Central Socety 2343800
Total 48392.00  Income Tax Daduction 1000.00
tncame Tax 0.08
aub 250,00
PTAX AD} .00
GRF Advance Recovery 1700.00
Total 42316.00

My Payslip, Income Tax and Property Declaration

# Favceiles ¥

Layout Rewew ‘
Schudule Bigeest Paramelers Enter Prriod Namse

requited field MMMYYYY Cance} | Submet (Step 8 of 3 Next

Pros farme ICAR_PAYSLIP_FORM_PRINT
Raquast Hame

= Piriod Mame a3
Period Name

Select Next

ty Payslip, Income Tax and Property Declaration

& Faworites =

Parametors Layomt Hiview
Schedule Roquest Layout

Subput | Back | 5%p 2 of3 | Mext

“For Language “Template Name
Aprvsican Englsh XXUCAR_PAYELIP NEW

brences

Select Submit

My Payslip, Income Tax and Property Declaration

J @ @
Paramatars Layout Roviaw
Schoduis RRquast Review
| Gancel || Back | %ten 3of 35 Submit |
 Mame.
Concurest Progeam Nime  TCAR_PAYSLIP_IORM_PRENT
Reguosst Nare
Operatersg Uit
Language Settings
Language  Temitory  Mumerc Charscter
Armenican Enghsh United States
Paricd Hame JAN-2017
Layout. -
Layout Sestings
for Language  Temgplate Hame Language Oulput Formal
Amarican Cnghsh JHICAR_PAYSLIP_NDW Enghsh  POF .




Select OK

My Payslip, Income Tax and Froperty Declaration

i HNwgaioe ¥ By Favortes ¥

1) information
Your request for ICAR_PAYSLIP_FORM_PRINT has been schedulsd, The Request 10 s
7842061

Home Logoul Frelerences

After the Phase is shown as Completed
Select the Icon below the Output head as shown below

My Payslip, Income Tax and Property Declaration

i Nadgatorw iy Faveeitns v

Fegeesls

wiew [Last 24 hours | [ G0 | search || Submit Request
Rrquests Semmary Table
ai ;]
Reequest 10 [
THA2061 ICAR_PAYSLP_FORM_PRIVT Cormpleted ol

Home Logout Fralerences Heip

: You can download or print the pay slip from this Output

-+ amatic

CIFT - Central Institute of Fisheries Technology

CIFT (M), Kochi
Pay alip for the mondh of JAN.2017

| Employee Name (Emp Nay | Ms Shyla WG Tiate Of Jolning TOFEEAT Destgnarion Senior Techical Asafsianl
11585

| Pay Band P Grade Pay | I— Diviskon Technical
N Na. | ARTFEATAT Bank Account e THERSTHGAT, TFSC Code | STINOOOL S AN FITT

i Fai Eligibility Amount u Eligibility Ameunt
Tiand Pay Caniral oty Ded |
| _Grade Pay ] CGEGIS :

| ress Allowance Aaress b1 Employee Tolal PE_Conlribution
| oo Fioat Miowanca . o —

T apﬂnﬁlwsn:a Tncome 1ax Deduciion
Ciub

| Total Earnings Deductions

sce Recovery & Fre-Pa.
Namber

CPF Hew Advance A

| Rrcovery

| Total Advance vance Recovery

| Gro pay e[

#+4+4 This is electronically generated document hence does not require a signatune ¥+++¢

Click Back Button of your browser to get back to ERP site and Select HOME
Logout ERP .
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ERP TRAINING MANUAL

PURCHASE REQUISITION

Prepared by
Shyla N C
Joshy C. G
Sreejith TJ
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Requisition creation

Login to the ERP Solution

Select CIFT Purchasing Requisitioner = Requisition/Indent Creation

Application Home Page

Worklist

From Subject Sent
There are no notifications in this view.

¥ TIP Vacation Rules - Redirect or auto-respond to notifications.

“TIP Worklist Access - Specify which users can view and act upon your notifications.

HNavigator
| Personalize
[ CIFT Asset CIFT Purchasing Requisitioner
% CIFT DDOl Payrol .-'-"\fccess Requisitions/Indent Creation
CIFT Employee Self Service = L
- } a i ry

[ CIFT Establishment & Personnel Section Requisition/Indent Summa
7 CIFT General Ledger Requisition/Indent Inquiry
3 CIFT HRMS View Only Purchase Order Summary
% CIFT Payables Audit & Account Purchase Order Inguiry
B EIIEI—.PFD ects = e On-Hand Quantity

Purchasing Requisitioner — . .
[ CIFT Receivables Audit & Accounts Receiving Transaction Surnma
3 FMS ADMIN Forward Documents
[ VENDOR CREATION

Entering Purchase Requisition Data

Click on Open Button.

India Localization

Instiute E!.l'\ﬂl Indian Agricul

Indent Number Type Preparer

_ Num  ltem Jescrnption LIOM Quantity Curr

nation Type Source

Indenter Organization

zalion

Location

33



Auto generated fields value will be shown in the screen such as (Institute, Type, Preparer,
status).

Enter the field (Description ).

Click on DFF (Descriptive Flex grid Field) to enter the {Source of fund, Scheme Code, Division
Name} 20k

O |Requisitions - [MNew]
S GUERETEE IAR] - Indian Agricultu
PR placed for the|

'J:8 Purchase Reqt SEEE A Mr. Mohit Aseeja
N Incomplete LET INR 0.00

Enter
Description

Item Rev Category

|
O Requisition Headars

Source of Funds m

me Code

Division Mame jJE : Store, Directorate

Location

Dutside Senvices Catalog,.. Eroject Details

Enter Source of Funds,
Scheme code and
Division name.

In Line tab = Enter the Item code.

¢ On selecting the item code, The item category, description and UOM(Unit of Measure) will
filled automatically.

Enter the Quantity and Price of the item.

STENE 0 M. Mohit Aseeja
Total 1.00 P

Category Description UOM Guantity i Delivery Date
EQUIPHEHT.D‘IHTI]III:& Equipmants IEanh 1

IfYes. enter

theBuyback | | Enterthe EFC
amount

itemin case where
source of fundsis
Plan Schemes.

108 IARI (M), Hew Delhi
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Enter the Delivery date of the item.

At the line level, click on the DFF to enter the Buy Back Amount and EFC (Expenditure Finance

Committee) Item = Ok = Save.

Institute Name

AR - Indian Agricultu
Indent Mumber _
ription

180 Purchase Req

Num  Category
1 EQUIPMENT.Off

Descriplion
Office Equipments

UOM Quantity

IARI . Indian Agricultural Res:
IARI (M1}, New Delhi

Tahle
Workstation Cormputer

- 15612 Ly i
ETEEREERIARI - Indian Agricultu
Indent Mumber _5155121UD25?

Descriptigl LEE

Requisition
MNurmber

Category Description

14 -8 Purchase an!'

=ik (e Incomplete

UOM Quantity

SRR Mr. Mohit Aseeja
Tosl (L0 ()

This list will appearbased
onthe values in the
header DFF anditem
chosen. Choose the item
which needs to be
procured.

Photocopier
Printer

Preparer

Total

Price

EQUIPMENT.Offi|Office Equipments

10

Jestination Type

Indenter

IARI - Indian Agricultural R -...:-
IARI (MI), New Delhi

Institute Name

Location

Stores

Qutside Services

Source

Suggested Supplier

Site

Contact

Phone

Approve. ..

1-3 digit will be Institute Code, 4-5 will be year, 6 will be PR, 7-11 will be serial number.
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Entering taxes into Requisition

Stepl: Click on the Taxes Button. (New tax details screen will pop up).

[ = IAR - Indian Agricultu

i 156121!]!]25? Purchase Req e Mr. Mohit Aseeja
N INR 200.00

Mum  ltem ) i Loma Cluantity

Office Equipments

Expense
Mr. Mohit Aseeja
iy IARI - Indian Agricultural Rese
N IART (MI), New Delhi

= = FPhone

Step 2: This form used to add the local taxes defined in the system.
e Select the Tax name

Tax Cityf
4 5 6B 7 8 910 Rate UOM Rate Curr.

Total INR 24.72

e Tax Precedence 0 (tax only to base amount) and 0 & 1 (tax to base amount and first tax line).
¢ Enter the different taxes = Apply = Save - Close

Placing Attachments

Click on the Open button.
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Goto to View - Attachment - Document Catalog = (New form will open).

Show Mavigator
. ey

Eile Edit View Faoldzr Tools Help

b P ROB LR LEII D

k3 Find...
Find All

Record

Ip- Purchase Req = 1 |Mr. Mohit Aseeja
Query By Example Status Total (L4 100.00 £}

, (& |

Translations...

SurmmanyDetail

[term Rev  Category Description

Reguests

AEOEN01001 EQUIPMENT.Offi Office Equipments

Inde
Institute Mame

Laocation

Expense

Mr. Mohit Aseeja

IARI - Indian Agricultural Rese

IARI (M1}, New Delhi

Description May Be Changed

- =eq  Category

-

-

-

Entity Mame: REQ Header

Puhlish to Catalog Docurnent Catalog...
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O Document Catalog

ing Documents

& ﬂteuur Data T,;..J

| FQ fur E( uipments Templatefi ] Suppller ung Text emplate
I!,— I D D
™ 1 1 T —
I N B
1 — 1 T "]
N I S B

Click Find (select the document) - Attach 1 - Save - Close

Check if all details of the requisition are fine ,hit the “Approve” button

Institute Name [IARI AL lI[:t-I-Ig]
30 ENRN T A 15612100257 Typp Purchase Flmll SEEIC S Mr. Mohit Aseeja

[tern Rev Category Description LI
\AEOE001001 |EQUIPMENT.Offi| Office Equipments  [Each

| I |
I
I
I

Destination Type |3 i Source

[GEG A Mr. Mohit Aseeja . Suggested Supplier
[0 ENETGEIARI - Indian Agricultural B Click on Sile

LR IARI (MI), New Delhi Approve Contact
. button

Stares
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Approval Details

-~ Encumbrance )
[ Resene = Unresene Unreserve Date
FlUze GL Gverride IF lce Dosument GL Date to Unreserve Accounting Date |

~Approval
¥ Submit for Approval Approvername Tj};j Forward From |Mr. Mohit Aseeja
EEEsaEEEEERsEEEREEEE t aB
W Forward Appeat aniomaneaty | Path [IARI PR Hierarchy

Forward To_ |Dr. Malavika Dadlani
T
Note =
Change [a]
Summary |

- Transmission Methods
™ Print (47|
= iFay FAX Number | ED)
= E-all E-Mail Address |

Click OK Button

Requisition Approval Process

The approver will Log in to Oracle and click the Notification Summary button.
All open notifications will be listed
The approver will click the notification related to the requisition that needs to be approved

ORACLE AR Purchasing Requisitioner

il Navigator v B9 Favorites v

Diagnostics: Home Logout Preferenc

Waklist Approver will

View | Dpen Notifications W click on the

Select Hotifications: | Opan | | Reassign | | Close | notification

Selectall | Select tone

Select From Typa Sent -
] Aseeja, Mohit Requisiion 19-Mar-2013
Ol aseeja, Mohit Requistion 16-Mar-2013

“TIP Vacation Rules - Redireet of aute-respond to natii
“TIP Worklist Access - Specfy which wsers can view and act upen your notifications

The approver will click the approve button to approve the requisition.

e To forward the requisition to another person without approving, press the "forward"
button, select the employee and apply.

e To return the requisition, press the "Reject" button.

o If the approve button was pressed, the requisition will get approved if it falls within

the approval limit of that approver or will jump to the next person in the hierarchy.
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Oracle Applications Home Page >

Purchase Requisition 15612100257 for Aseeja, Mohit (224.72 INR)

From Aseeja, Mohit
To Dadlani, Malavika
Sent 19-Mar-2013 16:23:11

Description test

Requisition Total 200.00 INR

Approve | | Approve And Forward | | Forward | | Reject |

Non-Recoverable Tax 24.72 INR (Total Tax: 24.72 INR)

ID 98016
Line Description Supplier Cost Center Quantity Price (INR) Amount (INR)
1 Office Equipments 10 20 200.00
Bl ‘®| v \—J | In Process
‘ Dr. Malavika Dadlani ‘ ‘ Dr. H.S. Gupta |
Num Name Action Action Date Note
1 Mr. Mohit Aseeja Submitted 19-Mar-2013 16:23:08
2 Dr. Malavika Dadlani Pending
3 Dr. H.5. Gupta

Related

If the Requisition is Approved by the final authority Status will be changed to

“Approved” state.

IARI - Indian Agricultu

155121I]I]25?

Mum  ltem

Office Equipments

Mr. Mohit Aseeja
Total (LI 224.72

Price

S Expense
it Mr. Mohit Aseeja
i IARI - Indian Agricultural Rese
IARI {M1), New Delhi

RFQ (Request for Quotation)

Approved Purchase Requisition will be available in the Approved Requisition pool.

PR in Requisition Pool would be used to create RFQ or PO as per the requirement.

e Select AutoCreate in Purchasing section
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N igator AR Furchasing Sectior

Functions

Auto Create
Auto Create Documments

Reguisition/ndent Inguing Top Ten List
Reguisition/Indent Summany
Purchase Order Inguing

Purchase Order Summany

RFO's il
Quotations i
Financial Quote Analysis = |
Reguisition/Indent Creaation

Purchase Orders Creation

Releases Creation

AutoCreats

On-Hand Quantity

Receiving Transactions Suimrar
Supplier Lists

Nodifications

e Press ”Clear” button and enter the Requisition number.
e Press Find
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Operating Unit - Indian Agrtuﬂm

[CELT TN 156 12100257 . Indenter |

Enter
requisition Supplier List

In the Auto create Document form, Select the Requisition and the line that needs to
be converted into an RFQ

e Set the Document type to “RFQ”

e Press on the “Automatic button”
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Requisiticr || Ling e Rev  |Catagory || ber Diaserpeion MR | Sanlity Lnit Frica Flgad-0
S22 |1 |AEOEOT1001 (COUIPMENT. |Offce Eyulpments  [Each |10 ] G
+
T
i 3
iagual Aot
A new form opens

This will create a Bid RFQ which will be used to create Standard Purchase Orders.
Press the “Create” button

2 Mew Diocument

Elobal

Currency

Agreement
Documert

Rel

Supplier

Requisition
Currency

Fate Date

RFQ gets created.

Purchasing Org
RFQ Type
Releasze Date

Supplier Site

Supplier List Name

Clicking on the description field will give the below message.
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IARI - Indian Agricultu
Bid RFO




e Press OK and enter the Description.

| EQUIPMENT.Offic Office Equipments

Indent amouni than Rs.15, 000/, Minimum 3

from suppher are

Change the Status of RFQ to “Active”.

e Enter the Due date and Quote Effectivity dates.
e Save the RFQ.
e To add Suppliers to whom to send the RFQ, click on the ‘Suppliers’ button at the

bottom

SNSRI LART (M), New Del

(N RFQ for the following materialks.
AUOTE ERECTRATY '8 MAR-Z013

Diascription
Office Equipments

Click here for adding
suppliers
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The RFQ Suppliers Form opens up.

e Select the Suppliers and the supplier site to whom to send the RFQs

Enter Suppliers
1 Mz NCCF NEW DELHI  |Prakash, Mahajan | _ =
LG Electronics India P! = |Parakh, Ketan

Agd From List...

Once the suppliers are added to the RFQ, close the form.
e The RFQ form opens up again. Save the RFQ.
e Now the RFQis complete.
e The RFQs is sent to Suppliers by mail, fax etc.

e Suppliers send in their quotes. These quotes need to be entered into the system by
making Quotations.

Quotations

The buyer enters the quotation details received from suppliers into the system from from
the RFQ details

e Select RFQ’s in Purchasing section
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RFOQ's
RFO's (Localized)

P uisitiondndient Inguin: Top Ten List
Reguisitiondndent Sumnmany
Purchasass Drdesr Inouing

_J Purchiass Order Eummﬂi - il

Duotations

Financial Quote Analysis ol |
FReguisitiondndent Creation

Purchass Orders Craation

Fuel & Creation

Ao e e

n-Hand Cuantity

FRecsiving Transactions S @
Supplier Lists
Motifications

Query for the RFQ by pressing F11, typing the R
e FQnumber and then pressing Ctrl F11

e Openthe RFQ
e ‘Copy Document’ facility can be used to create Quotations from the RFQs.

e Go toTools -> Copy Document as shown below
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ools WWIndow  Healp

(e AR - Idian Agricul

SRR s 1561 220m098 (s Bid RFOQ
“hin T AR (R, New De Eill Ta Location (LR M TRt RTE)

A MAR-2013

s T RFG for the following materials. Closa Dala

FPurchaszing Orfficer

Buole ESecimly EIEILL SR S MR 2012

Murn  Type LEGY Catagory Diescription
Bl  Gooss |AEOEDO10D1 EQUIPMENT.Offic | Office Equipments

In the copy Document Window,make the selections as shown in the figure below.

e Ideally, select the “Entire RFQ” to be copied onto the quotation. One can also copy
RFQ header / RFQ line to the new quotation.

e ABid quotation needs to be created to make a standard purchase order
e Select the supplier from the list attached Earlier into the RFQ

e The Entire RFQ gets copied and a Bid Quotation gets created.
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Choose Entire REC
in the Action fizld
Mumber Choose Sapplier for
Typa which Quotation needs
1o be created

Similarly, copy all the quotations received from all the suppliers attached the RFQ
e The quotation gets created.

e Change the status of the quotation to “active”

Quote Analysis and Approval
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Information from different suppliers is captured in the system and Analyze Quotations
window displays quotations for an item from different suppliers

e Select Financial Quote Analysis in Purchase Section

= Mavigator - AR Purchasing Section

Financial Quote Analysis
Quote Analysis (Localized)

Reqguisition/Jdndent Inguing: Top Ten List
ReqguisitioniIndent Summ any
Purchase Order Inguiny
Purchase Order Summany
RFQ"s

Quotations

Financial Quote Analysis

Reqguisition/iIndent Creation
Purchase Orders Creation
Releases Creation

AutoCreate

On-Hand Quantity

Receiving Transactions Summanr
Supplier Lists

HNHotifications

e Query for the quote based on the item and / or RFQ number

= s NOCF AEQEOID] Office Equiprsns 1 1|Each 10| |NR
1564220002 LG Electronics India |AEDEDND| Office Equiprnents 1 1|Fach M INR
4 ¥
LaHI - Indian Agriculiu
Enter the BF()
munnber
Ruceiving Tr
Supplier Li 1561220003
Holificatinns:
Claar Fined

The Analyze Quotation form opens where the quotes from all the suppliers for the RFQ /
Item queried can be viewed and compared
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MECF |aEoE Offine Eayisipymn s ] 1 1 [Each 0 MR

LETEFET] LA Bl onics lndia [ALGE il By g e I [ 1 |Each [THCT
I L

| 1

| ! I :
¥ 3

- [

Taze=

Compare the quotes and note down the best quote. Also note down the Quote Line
Close the Analyze quotations form

Navigate to Quotations (Localized)

Query and open the quote that was just noted as the best quote.

Click on Approve button.

ST FAO003S
|Il‘|l::| oy il oo e

15612300038
LG Floctranios in
Bill To Loc LR H0), Mew De

wal Reguired

Effactiity S ZE MAR-2013 |

Murn Type Ite=n Category Diescriplion LI
| 10 |Goods |AECEDDID0 |EQUIPMENT.0ffic |Office Equipments  |Each | [Pr =

I i

Provide the reason for the approval of the quotation the document type to be
created from the quotation
Click on "Ok"
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e The quotation line gets approved.

Purchase Order

Approved PR would be available in Requisition Pool and PO / RFQ would be autocreated
depending on requirement.

e Select AutoCreate in Purchasing section

A [ avigator - 1AR] Purchasing Section

Functions

Requisition/indent Inguiny Top Ten List
Requisition/Indent Summany
Purchase Order Inguiny
Purchase Order Summary
RFQ's

Quotations

Financial Quote Analysis
Regquisition/Indent Creation
Purchase Orders Creation
Releases Creation
AutoCreate

On-Hand Quantity

Receiving Transactions Summar
Supplier Lists
Motifications

e Click on Open
In the Form that opens ,press the Clear button

e Query for the requisition for which a PO needs to be created

e Enter the requisition number and Press the “Find” button.
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O Find Reguisiion Lines

Ciperating

Supplier

ltem, Rev |
Jaob

Category
Description
Line Type I

The Autocreate Document form opens.
e Select the Requisition and the line that needs to be converted into a PO
o Set the Document type to "Standard PO" and the Action type as "Create"

e Press on the “Automatic button”

[ )
*}
Requstion Line  fhem Rev[category e Descrpton UOM [Ouantty  [UntPrice Need
I |AEOEDDION |EQUIPHENT. Office Equipments  [Each |10 _ a &
- Click on _
Antomatic
Create .
Standard PO g Magual Agomatic
Dafault v

A new form opens
e Enter the Supplier and the Supplier Site
e Press the “Create” button.
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O New Document

Global Agreement

Document

LG Electronics India P Supplier Site |[GREATER NOID/

Supplier List Name
Currency

Source i

Requisition Line

Currency Rate Type

Rate Date Rate

A Standard PO gets created and a Purchase Order number is also generated
e Enter the Description.

ltern Category Descrplion LOM Quantity  Price
AEDEDD1001 [EQUIPMENT.Of Office Equipments  Each |10 m

Enter the LC number in the PO header field. LC Nos. will appear based on supplier chosen.
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S0 IARI (1), New Delhi

Mi. Mahit Aseeja

Entering Taxes in PO
e Select on Purchase Orders Creation in Purchase Section and click on open.

Reguisitionind et Tnoguirg
Reqguisition/lnd et S wumromreang
FPurchase Order Inoguing
Purchase Order Summany
RFDs

Quotatons

Financial Quote Analysis
Reguisition/indent Creation
Purchase Orders Creation
Releases Creatiomn

Ao Create

Orrv-Hamd O wa rtiby
Receiwving Transactions Sumirmar
Supplier L ists

Hotifications

A new form opens up.

e Press F11 and enter the PO no., then press Ctrl+F11.
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IARI - Indian Agriculty

Standard Purchas NR
G Electronics GREATER HOIDA
(1), New D LARI 1), New De
. Mohit Aseeja Incomplete 00
0 placed for the following materials.
[efaut
1 AEOEDDI001  |Office Equipments [Each 10 ~ 156 LA 5
Click here for
adding taxes
4 3
Belresh Taxes (pen

Tax details India localized screen opens up.
e Select The Tax Name
e Enter the Tax Precedence and the lines to which the tax needs to be applied to.
e Putting a “0” means applying the tax only to the base amount. Putting “0” and “1”
means apply the tax percentage to both the base amount and the first Tax Line while

putting “1” means apply the tax percentage to the first Tax line.

e Some taxes / freight are applied as a flat amount and not as a tax. For these taxes
enter the exact amount of the tax

e Select the different taxes that need to be applied.
e After Entering the taxes, click on “Apply” button

e Save the record to attach the taxes to the PO.
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1 a: -- [SERVICE 0 | , | 12|
2 Education Cess on Servi| SERVICE_EDLI( 1 I 0 | | 2
3|{SH Education Cess on § |SERVICE_SH E| 1 | : 1

).00 472

Apply Discard INR

Approving the Purchase Order

After creating the purchase order buyer will submit it for approval.
Approvers will have the options to approve, reject or forward the documents.

For Purchase Order & Rate Agreement document approvals, position hierarchy
would be used.

Position hierarchy would be based on different positions attached to the employees
in the organization

Different approval limits will be given to different positions in the organization.
The PO will get approved at the appropriate level in PO approval hierarchy
After approval, the PO can be sent to the supplier.

The India Localization Purchase Order form opens up again

Open the PO again by clicking on the "open" button

The status is “Incomplete”

Click on the "Approve" button
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1ARI - Indian Agricultu

Standard Purch INR
G Electronics In GREATER HOIDA
IART i), Hews Da 1 (M0, Hew Da
i. Mohit Aseeja Incomplete 472
placed for the following materials.
Defaul
1 AEOE001001 |Office Equipments |Each  [10 20 156 AR At
|
Click here to open
the PO,
L
Rafresh Taees Cpen

The "Approve Document" window opens.

e Check the “Forward” box and approver name will appear automatically in Forward
To.

e Press OK.

O Approve Document- 1561 2400628

Approval Details | Additional Cptions

Encumbrance

¥ Resene T Urreserve Unreserva Date I |
I Lige GI. Override I” Use Qocument GL Date to Unreserve Accounting Date I

Approval

i Submit for Approval Forward From |Mr. Mohit Aseeja

ke Farward Approval Path [IARI PO Hierarchy

Forward To lPl'. R.K. Jain

Note . / = d
Approver name will =)
Change appear automatically. [ Tal
Summary 1=
Transmission Methads
I Print £ XMl
I Fax FAX Number |  EO
I E-Mail E-Mail Address |

If fund check passes successfully, the Purchase order would be submitted in the hierarchy
for approval.
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O Declsion

‘ Your Budgetary Control action completed successfully

Once Submitted for approval, the PO will pass through funds check. Its success will depend
on the budget limit. The status of the Purchase order now will be "In Process,Reserved"

IARI - Indian Agriculta

15612400628 Purch
LG Electronics REATER NOIDA
IARI (M), New De IARI (M), New De
Mr. Mohit Asosja 24.72
PO placed for the following materials. Status of PO
Changesto
In Process
Defaul
1 |AEOEO01001 Equipments [Each |10 . (IARI (M =
| I
i |
I:
- ]
Refresh Taxes Cpen

After the Purchase Order gets approved, the Status of the Purchase order will be "Approved,
Reserved"
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Hum  Type kem Rev  Job Catagory Descrption LIOM Quaniily  Price
B I‘Gﬁn \AE DEOD00 [EQUIFMENT. 0ff Dffice Equipments  [Each (10 i lo =
LT (] I | I | I

Modification of PO

e Once a Purchase order has been created and approved, it might need some
modifications

e Quantity and Price can be modified after unreserving funds

e Other terms such as payment terms and shipment terms can also be modified

e Open an approved PO

LG Electronics Inela Pyt Ltd
W [ARI M, Hew Delhi
Mr. Mohit Aseaja

(0 PO placed for the following materials.

Type Hem Rize ok Calegory Descriplion LOR Ghoantily — Price N
Goods AEOHINTNI IEQI]IPPIEHT.[H'I Ofice Equipments  (Each 10 210 B =

T

:"| T
(AR DEND 1001 Oifice Equipments .

Catalop..

Curency . Shipmants
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e Click on Tools -0 Unreserve.

j Prce Differepiiale
Recaloulse Prite

Mum  Type ltzm Rev  Job

LOM Quantity  Price

B (Goots  [aEoE0ot001

[EQUIPMENT.Off Office Equipments  Each 10

I

B

I

|
I
|
I I
I
I
I
I

A new form opens up.

e Click on OK.

S Purchaze Orders - 1561 2400628

Ui AR - Indian Agricuktu

IARI (M1}, Hews Delhi

Mr. Mohit Aseeja

AEOEDD 1]

3

I | o) [ o Y =

(25 AEQEDD 1001 DOffice Equipments

Currency. ..

Shipmants

e PO status changes to “Requires Reapproval”.
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e C(Click on OK.

1 26-MAR 2013 17:29:32

Standard Purchase Order
GREATER NOIDA
LARI (MI), Mew Delhi

LG Electronics India Pwt Lid
8 IARI (1), Hews Delhi
Mr. Mohit Aseeja
PO placed for the following materials.

Mum  Typa Harm Rew  Job
.1 Goods AEDQEDN1001

2 o o o o 7 &

[E] AEOE001001
[ sonens ]

e Change the Quantity/Price as per your requirements.

e Save (Ctrl+S).
e Revision number changes from “0” to “1”.
e A message will appear as shown in the below screenshot. Click on “OK”.

e Send the PO for approval by clicking on “Approve” button.

3 PLret Oy - ThE

RevISIOn. - an pun, New Deih
o, Reguires Reapproval

i, T, hem Rev Calegory Descriplion UOM Cuantty  Price
B Geoss |asomwon . Each [ a

[ Shpmems
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Cancelling a PO
Canceling a rejected PO will transfer the indent with the quantity of the PO back to the Auto
Create screen.

e Cancellation of a PO cannot be reverted.
e Note the PO number that needs to be close

e Select "Purchase Order Summary" in Purchase Section.

[ %% riovigator - AR Purchasing Section

Purchase Order Summany

Purchase Order Summany

Roguisition/Indoent Inguin Top Ten List
Raguisitinn/Indant Summany
Murchage Order Ingui

Purchame Order Summany

RFO's

Quotations

Financial Quote Snalyesis
Reqguisition/Indaent Craation
NMurchase Orders Creation
Releases Creation

AutoCraate

On-Hand Ouamtity

Receiving Transactions Summanr
Suppliar Lists

Notifications

e Enter the PO No. that needs to cancel

e Press “Find”
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M Global Agreement

® Dietributions

e Goto Tools - ¢ Control.

PO cestances D LD9PG 2
Er

Breferences
Copry Document
= RespondTo Chenges
Number | Charidz Blstory Descrption Type Global  ||Enable &l Sites
FRo Standard Pur .

{ Erice Differentials

Ligas New Release New PO Open

e Choose Actions “Cancel PO”.

e Press OK.
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Close for Invoice
Close for Receiving

A message will appear which will ask for confirmation.

Press OK.

2 Coritrol ument- 15

-C.a ncel PO

Close

Close for Invoice
Close for Receiving
Finally Close

Mote to ’ »

the doc b Sanc (n]5]

ant to proc

RTINS BT
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O Control Document - 15612400715

Cancel PO
Close

Actions Close for Invoice
Close for Receiving
Finally Close

The PO gets cancelled and further the status is now "Closed"

urrency Amount Matchad Amount | Euyar Closure Status Cancalled | []
R 0.00 0.00 |Mr. Mohit Aseeja =

Lines MNew Release New PO ‘Open

Rate Contracts

Select Purchase Orders creation in Purchase Section then click on Open
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Purchase Orders (Localized)

ReguisitionAndent Inguin: Top Ten List
Reguisition/dnde nt Suwummmany
Purchase Ordes Drveguinmg

Purchase Order Swumrrang -
RFO's —I

Chunoni it o s

Finmancial Quote Hnalysis
Reguisitiondncdant Cresaticmn
Purchase Orders Creation
Releases Creation

AautolCre ates

Orr-Hamnd Ouamnting

Receiving Transactions Summanr
Supplier Lists

NMotifications

IAR] (M), Hews Delhi
Mr. Mohit Aseeja

Catagory Dascrigtion UOM Guartity  Prics

T | . =

l
|
|
!
|
I
I
I
I

Enter the Supplier name & Site from the LOV
Enter Ship to Location & Bill to Location.

Enter Description.
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e Enter Source of Funds, Scheme Code and Division in the header DFF as shown below.

e |n Lines Tab as shown, Enter the Item code

e On selecting the Item code, The Item Category, Description and Unit of Measure will
get filled in automatically. For Asset and Expense Items, user has to specify the exact
description of the material.

e Enter the Price of the Item

e Optionally, enter the Suggested Supplier name & Site

e At the line level, click the DFF as shown below and enter the EFC Item.
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3 Firiveee Dl - 8w

H R Prakash, Mahajan

Line level
DFF

UOM Cuanfity  Prica ™3

| I a
_[Eu) (™ B |

Rev Job  Categury Description.
| FURNITURE, FIX Metal Fumniture

Choose EFC
item

Linning Tables

Contract No. gets generated.
Click on “Approve” button.

Type 0 Categary Description
Goods  |AFMFD01001 [FURNITURE, FI¥ Metal Furniture

Check the “Forward” box.
Approver name will appear automatically.
Press OK.Rate Contract will be submitted for approval
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Approval Details

‘Encumbrance
I Reserve I~ Unreserve Unreserve Date |
F Use BL Overnde I= Use Bocument GL Date {0 Unreserve Accounting Date |
~Approval
W Submit for Approval Forward From |Mr. Mohit Aseeja
W Fgrward Approval Path [LARI PO Hierarchy
waug,lnr. R.K. Jain
Mate = !
Approver name will =
Change appear automatically =
Summary =
Transmission Methods
™ Print e enil
[ Fax FAX Number =D
™ E-Mail E-Mail Addrass

e Rate Contract gets approved

SN IARI M), Mew Delhi S LARI (M), New Delhi
M. Mohit Aseaja 5 Approve d)
Blanket Agreement for the following iterms.

Itermn Category Description QM Quantity Price
WAFMFO01001 IFURHITI.IF.E. FIX Metal Furniture IEa:h 100

LR FIHFO01001 {Wetal Fumigre

Currancy. . Brice Breaks

Blanket Release

Create a standard Purchase Requisition as explained earlier
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IARI - Indian Agricultu

i '15513100—3?1
it PR for the folloy J

Mum  Item

B 1| Armrooio0t

Description
| Metal Furniture

IO

Mr. Mohit Aseeja |
INR_ 20.00

Quartity Cuer,

]

Navigate to AutoCreate window

Click on “Open”

The "Find requisition Lines" form that opens. In it, query for the requisition, for
which an PO needs to be created
Enter the requisition number and Press the “Find” button.
The Autocreate Document form opens.
In the Autocreate Document form, select the Requisition and the line that needs to
be converted into release.
Set the Document type to “Blanket Release”
Press on the “Automatic button”

Requistion | Hem Rev  |Category [lem Descripton UOM |Ouandty  [UnitPrce  [NeedB
15612100371 |1 |AFMFO01001 |FURNITURE, [Metal Fumiture [Each f2 _ 10/09.APR *
i Change Document Type [N
to Blanket Release
Create v
Blanket Releasa ¥ Magua Automatic
Requisition :
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Select the Rate Contract document number. The Release number gets auto generated.

S Mew Doacument

Global Agreement

Document

Supplier

Currency

Saource

Requistion

Cumency

Hate [late

rate to Relea

Institute  [IAR

(Fo0 15612400723 [0 |

s NCCF
Mr. Mohit Aseeja

Shipments

— Source

Mum  Line  Shipmeant Org  Ship-To

SO EE R AR - Indian Agricultu

N6 -APR-2013 18:14

Supplier Site

Supplier List Name

N6-APR2013 18:14

LIOM Quantity

1 1 156 |IARI (MI), News [Each |2

| = AFMFDO 1001 Metal Furniture |

e Once the Release gets approved, it’s status changes to “Approved , Reserved” as

shown below

e The Release is now complete
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— Source
Line Shipmeant Org  Ship-To oM Cuantity

IARI - Indian Agricultural R|

M's NCCF
Mr. Mohit Aseeja

Total

Price Promized

.}1

1156 IARI (M), New |Each 2

100 [

[

=

r
i

[ |

|

e LR

Supplier Creation

Navigate to Supply Base = Suppliers

LAtor

India Local Furck

Fumnctions

Suppliers

-

4|

India Localization

- Dracle Purchasing
+ Buyer Work Center

BSupplier lterm Catalog
Iterm Search
Regquisitions
Purchase Qrders
Ao Create

Recaivwing

RFO's and Quotations
Su Iy Base

Supplier Merge

Supplier Lists

Approved Supplier List
Sumimany Approwved Soppl
Supplier Statuses:
Sourcing Rules

Ackign Sourcing Rules

+ [Swupplier User Manageme
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Dracle Purchasing:Supply Base:Suppliers

Top Ten List

1.
2.

5.
6.
.
B
o,

Roeq uisit ons
Purchase Orders

3. Approwval Assignments
4. Approval Groups

Define Position Hierarchy
Define Shared Position
Requisition S urmrmany
Purchase Orders-India
Purchase Order Summmany

In the below screenshot, click on “Create Supplier’ button.



N pegerr B ks

_ Prosgecive Suggler Regetralionst)
- Click here to Suppler Address Reqiects (] 2
ik create a supplier Suppler Contat Faguonts (1]
: % 'u'
Atlaaslmr-mdenalsreq.m[rrllm'!gpmime'snmnrmnermlmmaemrdlpqnummﬁeﬂs WF (25 ESERAhe, ﬂ#;ﬁmmﬂ : I
Sushe hane Tt b Ty
‘Suppher Nmbsr TS b |
TagaprD | Emgioyes Mumber
# Shiw Mpre Dmons
[e] o]
 Search Resats
Sedoct Suppher Kame Supplier Mamber  Pareet Suppller Rame  Toqayer D Tax Registration Rember  D-U-H-S umber Employet Ramber  Update
No search manducied.

Suppliers Use Window Prefemences Hep Disgresics

Enter Organization name, Tax Country and approved by Institute.
Approved by Institute — Yes -0 This means that it’s a registered supplier.
Press Apply.

Supplies >
Craale Supplier
¥ dicats reguired el Aoy

Enter Supplier

Supglier e Standard supplier

* rgaizzon hame (Oraceda At L) TaCourtry vz 4

L

>

Has |:| Tatagstiaon Mmker
skt [ | -
'J*-l%l * el By e fos x4
(ot Vihie

Cluze Widzw Prefeznces Diagnestics

Aot s Page  Praey Statement

Click ‘Address Book” to add address details.
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4 (ukipdte | Updsto Oracle nia Pt Lid.9: Quick Update

|+ Cmpryple | Bt regaed fed ;F_'
. * Suggiiet lame [Orace Inda AL UM, Puschase Oeder Hold [T A8 ew Orders |
E “Im Suppler fumber 145 Hold from Payment [ Tiees
o Cotad Soprler ome | [ Urmiatched Bwvices
i Click to add Regestry 1 2381 [Clunabdated rueices
RS, Address Inactive Date | ]
3 Mh detﬂs g - 11
o Prederts & s
Senices: §
i Batking Detls - Sppler Sies .
e O e O AT “ |
¢ gy Purchasig Setups. ey Payment Setups
-
- Purchising Eavoice CreateDeblt Gapless
. Reog | Ste  Operstig SipTo BHTo  Shp Pay Mltemate Suwmary  MemofomBTS ok Country
: oy 10 Uit loctioe locabon Vs On PaySte  Leve Transaction  Mumberig *Seling Company [dentifierf0BTerns  Amanged of Orign
g ™
o Reatbmshp |
[ ] feurd.

Fill the information as shown in the below screenshot.

Supplers: Address Beck >
Create Address; Confirm Details

* Indicates reguired field Continue:

Supplier Mame oracle India Pyt Lid,  Supdlier mber q4g
Address Detals  Contact Detalls and Purpose

Communication Detais [ ILpdate to all new stes created for this address
Fivme Area Code

Fhane Humber
Fay Area Code

Fait Humber
Email Address

Address Puese [ Purchasing
Clpagment
(JRFQ oniy

* Courfry India q

* fifdress Lina 1 |I1: Building Mo 8, Tower C |
Address Ling 2 |’.1ruundchFka |
Address Line 3 |DLF Cyber City, DLF Fhase - T |
Address Line 4 | |
iy |C-urgaur| |
|

|

|

|

Courty 1z

Siate |Han'ana

Prasdnce |
Pustal Cude | 122012

* Mbdress Hame |Gurgann |

Aibdressee |

Language v

Contest Valee | v

Check thebox as shown in the screenshot to create Supplier Site.

Press Apply.
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Create Address; Site Creation

[cmrd] [m | st

Midress "zme Gangaon Supplier fzm= Orace India Pt Ltd,
hirecs Dotz DLF Buikding Mo 8, Tower C, Ground & Tth Floor, Stpplier fumzer 149
DLF Cyber City, DLF Phase - I, Gurgasn,
Haryana, I
Purpose

M Swgan 1480 - Inian Agricubr] Resezrch nctivate

[Jowemide defat<itz dributes

CERCN™

Supplier gets created

‘g Confinnation
Gurgaqn hizs Boen aadndtn the Aadress Book or Dracke Inda P, L,

Update Oracke India Pyt. Lid. - 140: Address Book

Adress Name St Harme
Airess Detais
.' Car |
Detas ane - e oty Comsiatn  Papse  Sabs it Newgesis  Remne
F s Gmzon (U Bubdng Mo & Tower Inda Cument
{F Cybir Chy, DLF Prage- 1
Gman, Raryanz 12002

u

Running Purchasing Reports

From the toolbar menu at the top, select View then Request
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Eile

= “2‘-‘ Shioe B & gatar
LOarm

Elrd..
F Finoa
Queny By Example *

F Recorgd r

Transiations. . tion Top Ten List
AtECHmEnts. . sing 1. Reguisiti

= gurmrmangDetall L

3. Approval Assignments

. Approval Groups

. Define Position Hierarchy
. Define Shared Position

. Requisition Summany

. Purchase Orders-India

. Purchase Order Summary

Details Form

bl Eeduests

ol
-

Click on "Submit a new Request"

Select "Single Request" and click "OK"

SUB T & R RS o e ST

TWdhat type of reguest do pyou want o ruamns

e N E TSR e F'.E'l'.I-IE"_EI
TF sSllo

poid to submis an individoest regueast:

= Heguaest S5

Enter the report name and the parameters as per following
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EEPORT NAME PARAMETERS & EXPLANATION

Institute Name: Enter the Institute name from list of values
Source of Fund: Enter the source of funds (Plan™on Plan)
ICAR Fund Inquiry Report s  Scheme: Select the Scheme name

Provides the budgeted, encumbered, actnal and fund available
against a particular head.

Institute Name : Select the institute from list of values

;?;:‘f‘;“p?nhm Order PO Number: Enter the PO No.
Provide the PO print in PDF format.
* Institute Name: Enter the Institute name from list of values
ICAR Expenditure *  Quotation No: Enter the Quotation No.
Sanction Order Report Provides the funds availability against a particular head

Institute Name: Enter the Institute name from list of values
ICAR Purchase Order Start Date : Enter the start date

Detailed Report * End Date : Enter the end date
arec Rep Provides the detailed list of Pos (Line wise) in a particular
period along with item code, unit price and quantity.

Fund Available Check on Indent

We have made the provision to check the Fund Available on the Indent form. Indenter
would have two options to check the fund availability before submitting the Indent for
approval. 1) Fund Available Check-->Nowthe Indenter can check the Funds Availability for
every line/Item. By clicking on Tools-->Fund Available Check. System would show the funds
availability for the given budget head. For more details please refer attached screen Shots.

O = [

ERTERET I MO R - Mational Dairy Re

Indent Mumber (T Purchase Regui ZTECIM D Yogesh abe Kumar

5 Total [ 100.00

Rey Category Description
|EQUIPMENT OFI| Office Equipments

Fund Inquiry Report-->Indenter can also run "ICAR Fund Inquiry Report" to check the fund
availability before submission of Indent for Approval.
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3 Submit Reguest
Run this Reguest...
Copy...
LEUFRMICAR
LT
Parameters

Language | FIndICAR %

ICAR Fund Inguiry Repart HICA
At these Times. .. ICAR Furchase Requisition Print Repor

ICAR Purchase Requisition Status Report

-
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Logging into Oracle Applications

Open the link for the Oracle Instance
http://icarerp.iasri.res.in

e Enter the Username and Password as provided (individual user name/password to be
used). Password need to be changed on first time login.

e Onlogging into the application, a new page consisting of the responsibilities assigned to
the user and the active notifications for the user will open up.

&= |7

S| |

{exampla: michael.james. smith}
*Password | |

(oample: 9923}

cancel

ICAR-ERP User Support and IBM Helpdesk

Please contact at IASRI, Library Avenue, Pusa, New Delhi -110012

Email - support.erp@icar.gov.in

Phone - 011-25842274, 011-25842275,011-25842276 (Timing - 9:30 AM to 5:00 PM - Working Days )

Login Assistance

How to Create Project
1. Responsibility: CIFT Projects
Navigation->Project Details

Personalize
[ CIFT Asset CIFT Projects
% 4\'—%’; EDOI Pa mg "’F;EES_ Project Details
mployee >e enice =

3 CIFT Establishment & Personnel Section Enter Budget
B3 CIFT General Ledger Project Item Details Form
[ CIFT HRMS View Only
[ CIFT Pavables Audit & Account Workplan

CIFT Projects Project List
[J CIFT Purchasing Re@ittioner Search Projects
3 CIFT Receivables Audit & Accounts
£ FMS ADMIN
3 VENDOR CREATION

2. Click on Project Details. A new window opens
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elaPublic Shortcuts
S-EIRecent Documents

EEFZWBW 10130018(Application of sta
B 16100130003{Enter Title of the

‘Document MNumber HMaster Agreement HDocument Type ”Document Alias

Click on New Document

Authoring Yorkbench New Docuggent

3. Click on New Document to create new project.
4. Choose relevant option.

e If you are creating Status Report then select “Create New status report
from status report template”.

e If you want to create RPP1 document from status report then click on

“copy from existing document” option so that the relevant information is
copied from status report.

o If itis an externally funded project then select “Create RPP1 for externally
funded project”.

Step 1: Choose relevant option and click on Next.

Welcome to the
Contract Authoring Wizard!

th options for

y From Existing Docurment

atus Report from Status Report Template

Step 2: Select Document type from the list and enter start date then click on
Finish
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O Contract Autharing Wizard, Step 2 of 3; New Document Information

Flease enter the following information
for your new contract document.

Type CIFT-REPPI (Externally Funded)

A,
A,

start Date
lterm Master Org

Institute Marme

Buy -

16-JUN-2017

84D - [tem Master Organization

CIFT - Central Institute of Fisher

Finish )

) |

Cancel )I < Back ||

Step 3: Fill all the relevant details in project header tab.

External Memhers/Member Contribution

Project Team Info/Doc Approval

Project Header Project ltems

Organizations

Type |IASRI-RPPI

Number 55210140043
55210140043

Project Cade Type of Praject |IASRI-Applied

Lead Divisian |IASRI -Computer Application:

Start Date [24-APR-2014
End Date [24-APR-2017

Priority Area |Deve|0pment and Analysis of

Status |Document Created

Project | Organizations

Prime Contract

Institute [IASRI - Indian Agricultural Ste

Froject Title
|Test|

Now enter Project team info/Doc approval and Save.
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- Type Waorkflow Mame Process Mame
.||Apprave || | =
| I |
| I |
| I |
| I |
| I | <
Earward
~ Employes Role Start Date End Date
[Jor_ Alka Avora = [Pl 24-APR2014 | =

Now again click on Project header tab and message will appear click “OK”.
Project number will generate as indicated in below screenshot.

Froject Header

— DOrganizations

Type

MNurmber

Project Code

Lead Division
Friority Area
Status
Froject

CIFT-RFPI (Extemally Funde

alE13180001

al513180001

Document Created

Prirme Contract

Type of Project

Start Date |16-JUN-2017
End Date |15-JUN-2020

Organizations

Institute |CIFT - Central Institute of Fisl

Praject Title

akmu project

If you want to create RPP1 document from status report then click on “copy from
existing document” option so that the relevant information is copied from status report.
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© Contract Authoring = 1 of 3: ate Option

Welcome to the
Contract Authoring Wizard!

ions for

ort from Status K it Template

In the next screen, select the document type from where you wish to copy then click
on Next.

Source Document Information

he source contract docurment

Type [C I Fur

MumberTemplate  (sayexl=uEEy

Copy

Select document type you wish to create. In start date field, enter the start of document
then click on finish.
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= Contra uthori . ] s Document Information

1 Enter RPP2

HNEPGR-RPPII

2 Enter RPP2
reporting period

3 Click here

All the relevant information is copied.
In the Project Header Tab, enter the reporting period end date as the end date.

o Wi Help
S PIe 1
GR-RPFI: 16120130003)

~ Organizations

B4 16120130003

Type |[NBPGR-RPFII

Number (16120130003
Project Code |120£04024 Type of Project

Lead Division
Priority Area Start Date |01-A4PR-2013

¢

Prime Contract
( Institute [NBPGR - M Reporting period end date

Status |Document Created End Date
Froject (1001311 Organizations

Project Title
|\dentmcat\0n of Intercepted Weeds and Suppoartive Research in Quarantine

Team Concurrence Change Decument Statis

Enter Project Budget
To Enter Project either go to XXX Projects Responsibility (If Pl of the project want to
allocate the Project Budget) Click on Enter Budget
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18 havigator - NDRI Projects
Functions
Project Details
Caontract Organizer

Top Ten List

rk

J Enter Budget
Project Itern Details Form ﬂ
-«

To Enter Project either go to Enter Project Projects Responsibility (Other than Pl of the
project want to allocate the Project Budget).Click on Enter Project Budget

A¥ Mavigator - Enter Project Budget
Functions
Enter Project Budget
Budgets
Enter Project Budget Top Ten List

Provide your Project No. (Generated at the time of RPP-1 Creation), Select Budget Type as
Expenditure Budget (System would check the Expenditure Budget for Project related
Expenses).Another window will pop-up.Enter Appropriate Fund Type,Scheme Code and
Division Name.Then Click on Ok Button
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Find Draft

Drraft Budget B get T

Budget Type [@]
Comprehensive Proposal Budget

S ICAR Resource List

YWorking

= diture Budget

Jate

i ate
16-JUN-2017 10:47:36

D
| BT T

[©Eud
Find

Find Draft

[Eg)
NN CAR Resource List

R Date

16-JUN-2017 10:47:36

System would show three Major Category. Select Major category (Under which you want to
allocate the budget) and then click on Budget Lines
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© Task Budgets (CIFT - Central Institute of Fisheries Technology) - 1009104, Expenditure Budget

an Number version Name (RN

Lahor

Arnount

Grants - General
Grants - Salaries

Project Tota! - [ I
Budget Lines

System would show a note.Click on Ok button

Now click on Minor Expenditure head and select appropriate Minor Category, Amount Type

(only would have One Value as “Raw Cost”).Enter Budget amount in any of the month in for
the given financial year.

Example:for the current Financial year 2014-15 budget can be allocated in of the month
from April’14 to March’15.There is no month wise check, system check over all budget in
the given financial year.After enter Budget save the Transaction (Ctrl+S).System will show
Two additional Line.Now Close this form and repeat this activity for other major categories.

T - Central Institute of Fist

-

W Grants - General ‘ n u e
: Pe

Edl est Fn it
Amount Type JUN-1F JUL17 7 otals
GRO Operational Raw Cost 100000.00 100000.00
GRO-Research EfRaw Cost 20000000 200000.00
GTA-Dornestic TAlRaw Cost 150000.00 150000.00
| GME-Other Misc |Raw Cost 100000)

L
Totals | oof  ooo] oo oo

E-Other aneous JUN-17

usifcation [ — (|
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After entering the budgets (Save them)

Latest
IUN-17

Ju JUL-1T A SEP-17

GME-Other Misc [Raw Cost 100000.00 100000.00))
GME-Other Misc|[MA 100000.00 10oooo oo}

GRO-Operalional]lCurrency
GRO-Operational[Raw Cost 100000.00
GRO-Operational [MA 100000.00
GRO-Research E][Currency

200000.001

Mivotors - om| ow|  om]  cowfl  000)

ShE-Oit

close the window and come to below mentioned main form.

[ .| Oracle Applications - I
File Edit ] elp

PIER DR AED

Find Draft

10
NN ICAR Resource List

ount 8

4450000.00 16-JUN-2017 10:47:36

Click on Submit Button—>Status would Change Submitted
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Lahar

|

Arnount

4450000.00

A NENICAR Resource List

R Jate

16-JUN-2017 10:47:36

After Click on Submit button = Submit Button will change to Baseline button, click on this
button again.Now the status would be “Inprocess”

Mumber

ject Mame

EILEENENEN Excpenditure Budget

Draft Budget

Labor

|

Armount

4450000.00

Find Draft

:
20)
NN CAR Resource List

sed Date

168-JUN-2017 10:47:36

After few Minutes Status would change from “Inprocess” to Working”
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Find Draft

[
ICAR Resource List

Lahor

oM Armount = Date

L L ]

Submission and Baseline is very-very Important Step.So please don’t Skip/Miss it.

Report of ICAR Project Budget

Go to View=>Requests—>Submit a New Request—=>(Single Request) OK

Languzge Settings... [Debuy Options

=00k |As Soon as Possible Schedule. .

Il Output Files

- DEarlan
i

Find the request name : ICAR Project Budget vs. Expenditure Report(User Level)
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Eile Edit VWiew Folder Tools Window Help
B0 28SGP I R IDHERA LD D5
ol SIE

Run this Reguest

Lo

MName
l Operating Unit Document Alias
Parameaters

Languags | Find%

Mame Applicati 2
ICAR Account Analysis Report MHICAR
A ICAR Final Project Evaluation Repart By Evaluation Committee HHICAR
it these Times. R
ICAR Final Project Evaluation Repart By PI HHICAR
Run the Jolt | | 1caR 1woice Register HHICAR
ICAR PME Cell Appraisal Report HHICAR
U o | ICAR PROJECT DETAILS REPORT JHICAR
pon Campletion ICAR Project Annexure Report HHICAR
ICAR Project Funding Report HHICAR
Layout ICAR Project Publication Detail Report HAICAR
Tatify ICAR Project Rating Repart WHICAR
Print to ICAR Project Status Reportfor IRC HHICAR
Icl:AR Proiect Undate ‘ HHICAR T
P 3
_ Help (C) Fing Cancel
; -
] »
Authoring Workhench MNew Document
Enter the Parameters
Click OK->Submit->NO->Find
Click Refresh Data until the Phase is Completed
Click View Output
A new tab will be opened in Firefox
Save/open the Excel File to view the Report
\ ICAR Project Budget vs. Expenditure Report
Institute Name: CFT
RPPI Number: 50813180007
Institute Name |RPPI Number [Project Number|Project Code | Project Title Budget Type  [Major Expenditure flead | Minor Expenditure Head |Year|Budget  |Budget Booked in PO |Actual Expenditure |Funds Available
CFT 50813180007 1009366] 50613180007 | Livelihood of ‘Siditribal Budget |Grants - Capital Equpments 2018[1,061.260.00 1,061 460.00
CFT 50613130007 1009365] 50613180007 Livelihood of ‘Siditribal Budget |Grants - General |GRO-Operational Expenses | 2018|_ 50,000.00 50,000.00
CFT 50613180007 1009366] 50613180007 Livelhood of Siditribal Budget |Grants - General GRO-Research Expenses | 2018] 150,000.00 150,000.00
CFT 50613180007 1009365] 50613180007 | Livelihood of ‘Siditribal Budget |Grants - General GTA-Domestic TA/Transfer | 2018| _ 50,000.00 50,000.00
CFT 50613130007 1009366] 50613180007 | Livelihood of Siditribal Budget |Grants - General Charges 2018 67.600.00 67,600.00
CFT 50613130007 1009365] 50613180007 Livelihood of ‘Siditribal Budget |Grants - Salaries Salaries-SRFs/RAS 2018]426,000.00 426,000.00

Project Humber] Project Code |Project Title | No. |Receipt Date [Receipt Amount_|
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Payroll

How to enter salary Components for an employee

Navigation
Click on CIFT Establishment & Personnel Section->Open Employee Service Record
Navigator

Personalize
[ CIFT Asset CIFT Establishment & Personnel Section
S CIFT DDOI Payroll .chcess = Jopen Employee Service Record
CIFT Employee Self Service -
7 CIFT Establishment & P TTT TR T [E Check Leave Balance
£ CIFT General Ledger [E List Employees by | eave Type
3 CIFT HRMS View Only & View Employee Professional Details
S CIFT Payables Audit & Account & Employee Pay Detais
CIFT Projects i L
) o =] t Quisit]
3 CIFT Purchasing Requisitioner [& Create Vagncy Requistion
[ CIFT Receivables Audit & Accounts [& Batch Element Entry
3 FMS ADMIN [E BEE Summary
[ VENDOR CREATION [E Add Salry Component
[E Mass Update of Employee Assignments
Run Reports & Processes
[E Ssubmit Processes and Reports
[E View Reguests
& View Employee List
[E Retrieve Employee's Other Information
A new window will open
File Edit Yiew Folder Tools ‘Window Help
HYP0 8P £ I DER LD 25 B2
= -loix
Marne
Gender Mnknown ..o~ Action -
Lt Person Type for Action
First Persan Types
Title

i Employee Name |

Search by number

Type Employee -
Ermployee # Applicant
Mumber

Co Clear W | Find l

Effective Dates
Frar  05-APR-2017 To ICAR Joining Date [ ]

Persao

Address Picture Service Details Personal Details Others. .

Search the Employee by Name (E.g. %xxxx)or by Employee number (E.g. 123456)
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A new window will open with the searched keyword. Click the employee name and click

HYO I & -VSP R DD £

A D G EES] T

potion |7

Gender | Female -

Persaonal

et |I Person Type for Action
First |Shy|a Person Types
Title |Mrs. |Emp|0yee
Identification
\Employee ~| 011585
Middle [M.C

Country of Birth |India

Email Bload Group Deceased Date PAN Benefit Details
Date of Birth |15-APR-1966 Age |80
Hame Town |Th0dupuzha hdarital Status |Married
Mationality ||ndian

Registered Disahbled |

Effective Dates

From |10-FEB-1997

W

ICAR Joining Date |10-FEB-1957 [lci

( Address

|

Picture

| [ Service Details

| [ Professional Info | [ Personal Info J

Click On Service Details

#@#Y0 &

BSP X DDER LEIL25  BIEI 2

Organization

INST Technical .

Salary Information Supervisor

Designation |Sen|0rTechmcaI Asgsistant. Position held |
PE + Grade Pay |F'El—2 (Rs 9,300-34,500). +4200. Level B Payrall |CIFT tanthly Payrall
Location |CIFT (1), Kochi Status |Regu|ar
Yacancy |

Probation & Motice Period  Statutory Infarmation

Employee Category |Technical

Serice Change Reason

Salary Basis
Review Salary

Monthly Salary

Review Performance

—

Effective Dates

From (07-DEC-2016

Salary | [ Salary Components /I

e ()

Payroll Related

Click on Salary Components
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HYe & 88D LD g L2005 BB ?

© Element Entries]

Alter Effective Date. ..

Processing Types Owarride
Period |2 2017 Calendar Month (01-APR-2017 © Recurring Additional
Classification | © Monrecurring B
 Both Retroactive
Processing Effective Dates
Type Costing Reason [1] Fram To
Recuring | | | O OO0 [0-FEBager |
= Recuring | | [ DOC0 [oFeB1ger |
Recuring | | [ ooo0 [woreB1ger |
. |Half Pay Leave Accrual |Recurring | | |— OO |1I]-FEB-199? |
| Taxable HRA Recuring | | [ DOOC0 [oFeB19er |
. |Deducti0n Infarmation |Recurring | | |— Ooon |I]1APR2I]I]5 |
. |Income Infarmatian |Recurring | | |— 00 oo |I]LAPR2I]I]5 |
o . |F'r0fessi0na| Tax Infarmatian |Recurring | | |— OO |I]LAPR2I]I]5 |
' [Proof of Landlord [Recuring | | [ 0OC0 imarzo1z |
[coEsIs Recuring | | [ 0oOO0 mar201a |
' |Dearness Allowance |Recurring | | |_ 00 oo |I]1-MAR2I]14 |
AL mmnnr
' Entry “alues I I Balance Grossup

Click on E to change the Effective date

Click on @ to add new Salary Component

BP0 & 288D € I ¥e L5 B8 ?

© Element Entriesi]

Processing Types Ovarride
Period |2 2017 Calendar Month (01-APR-2017  © Recurring Additianal
Classification | Chanrecurring Brecesssd
 Both Retroactive
Processing Effective Dates
Element Mame Type Costing Reasaon [ 1 Fram Ta

. |F'ersnna| Pay |Recurring | | |— Ooon |I]1JUL-2I]1B |
| [Special Pay [Recuring | | [ 0000 poiaos |
. |Centra| Govt Transpart Allowance |Recurring | | |— 0 0o |I]LAUG£I]1B |
' |GPF Information [Recuring | | [ OOo00 itavczs |
' |UC Deduction [Recuring | | [ Ooo0 bavczs |
[P Adj [Recuring | | [ OoCO isepate |
eub [Recuring | | [ Dooo ptganaor |
o . |Income Tax Deduction |Recurring | | |— OO |I]1JAN2I]1T |
. |Base Salary |Recurring | | |— Ooon |I]1-FEB2I]1T |
. |GF‘F Mew Advance Recovery Recurring | | |— Ooon |I]2APR2I]1? |
1 | | [ Dooo psaprr20t7 |

ar

' Entry “alues I [ Balance Grossup

v

4

Click on the DFF(Marked in Black Square) to add new component.
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HY o @58SPF € 10 LBO025% B8 ?

=24
= -lolx
(o =1 3
Processing Types Cverride
Period 2 2017 Calendar Month Y=Y
Classification
Find|% ive
Prace ; . fective Dates
Element Name Toe Element Mame . Processmg Type = Ta
P P R Incorme duction Recurring L2016 "
S Tt EEE House Building Advance Interest Recavery Manrecurring
i Special Pay Recurt| | Incame Infarmatian Recurring UL-2016
Central Govt Transport Allowance Recurr| | GFF Mew Advance Recovery Recurring UG-2016
= GPF Adj Manrecurring
GPF Information Recurr Child Care Leave Accrual Plan Recurring UG-2016
LIC Deduction Recurr| | Half Pay Leave Accrual Upload Manrecurring UG-2016
PTAK Adj Racur TA Adjustment Manrecurring EP2016
House Building Advance Principal Recovery  Monrecurring
Club Recur LIC Deductions Recurring AN-2017
Income Tax Deduction Recurr| | House Rent Information Recurring AN-2017
Base Salary Racur GPF Balance Adjustments Manrecurring EB-2017
Snecial Duty Allowance Recurrino o
GPF Mew Advance Recovery Recurr| | 4] PR-2017
l - PR-2017 -
Find Cancel
»
Entry “alues Balance Grossup

Add the respective Salary Component

Click Entry Values to enter values to the added component and click on Save Button. ‘{:??

Frequently Used salary Components

Pay & Allowance ERP Salary Component Recurring
BP ON Band Pay Recurring
B.Pay Band Pay Recurring
NPA Non Practising Allowance

Al Advance Increment Recurring
Sp Pay Special Pay Recurring
GP/RGP Grade Pay Recurring
DA Dearness Allowance Recurring
PP/FPA Personal Pay Recurring
HRA HRA (City Type -Y) Recurring
TA +DA Central Govt Transport Allowance(City Type - A) Recurring
WA Washing Allowance Recurring
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Deduction

GPF Information

GPFS (Employee Total PF Contribution in Pay Slip)

GPFA GPF New Advance Recovery Recurring
NPS NPS information Recurring
HBA HBA Advance Recovery Recurring
LIC LIC Deduction Recurring
PLI Postal Life Insurance Recurring
LF License Fee Recurring
PCA Computer Advance Recovery Recurring
SCA/CYA Vehicle Advance Interest Recovery Recurring
GSLIS CGEGIS Recurring
PT PTAX Adj Recurring
IT Income Tax Deduction Recurring
wWC Water Charges Recurring
FEST Festival Advance Recovery Recurring
SOCIETY Central Society Deduction Non Recurring
CLUB CLUB Recurring
EC Electricity Charges Recurring
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Full List of Salary Components in ERP

Element Name

Income Tax Deduction

House Building Advance Interest Recovery
Income Information

GPF MNew Advance Recovery

GPF Adj

Child Care Leave Accrual Plan

Half Pay Leave Accrual Upload

TA Adjustment

House Building Advance Principal Recovery
LIC Deductions

House Rent Information

GPF Balance Adjustments

Special Duty Allowance

Conveyance Allowance Arrears

Casual Leave Annual Accrual Upload
Advance Increment Scientist

Computer Advance

Life Insurance Premium

Bad Climate Allowance Arrears

Refund Recovery

LIC Deductiond

CGHS Adjustment

Commuted Pension Information
Benevolent Fund

House Building Advance First Installment
HRA Arrears

Hostel Subsidy Allowance

Food Charges

Yoluntary Retirement Information

Journey Fare for Children Studying at Qutst...

Arrears Taxahle HRA

GPF Adj Eaming Side

Tribal Area Allowance

Child Care Allowance

TA_Ad

Special Pay

Half Pay Leave

House Building Advance Information
¥¥_HBA_Recovery_Bal_Adj
Central Society Ded

Mon Practising Allowance Arrears
House Loan Infarmation
Employee Statutory MPS Contribution
Earned Leave

Sabbatical Leave

Leave not due

Computer Advance PrePayment
GPF Payout Information

Wehicle Advance Principle Recovery
Earned Leave Accrual Carried Ower
TDS Adj

Sal_Ad

GPF Third Advance

GPF Fourth Advance

Fee Honararium for Project
Extraordinary Leave

Island Special Duty Allowance
Overtime Allowance

Bus Fare

Vehicle Advance Recoveryl

Bad Climate Allowance

Income Tax Information

Restricted Holiday

Sundarban Allowance

GPF Advance Information

Taxable HRA
Professional Tax Information
Earned Leave Accrual

Processing Type
Recurring
Monrecurting
Recurring
Recurring
Monrecurring
Recurring
Monrecurring
Monrecurring
Monrecurring
Recurring
Recurring
Monrecurring
Recurring
Monrecurring
Monrecurring
Recurring
Monrecurring
Recurring
Monrecurring
Monrecurring
Recurring
Monrecurring
Monrecurring
Monrecurring
Monrecurring
Monrecurring
Monrecurring
Recurring
Monrecurring
Monrecurring
Monrecurring
Recurring
Recurring

Recurring
Monrecurring

Recurring
Monrecurring
Recurring
Monrecurring
Monrecurring
Monrecurring
Recurring
Monrecurring
Monrecurring
Monrecurring
Monrecurring
Monrecurring
Monrecurring
Monrecurring
Monrecurring
Monrecurring
Monrecurring
Monrecurring
Monrecurring
Monrecurring
Monrecurring
Recurring
Monrecurring
Recurring
Recurring
Recurring
Recurring
Monrecurring
Recurring
Recurring
Recurring
Recurring
Recurring

Description

House Building Advance Interest Recovery
Element to trigger income calculation
Mew Element for GPF Advance Recovery
GPF Adj

Child Care Leave Accrual Plan

For Recovery of excess Transport Allowance
House Building Advance Principal Recovery

Store House Rent related Details

Special Duty Allowance
Conveyvance Allowance Arrears

Store Life Insurance Premium related details
Bad Climate Allowance Arrears

Refund Recovery

Commuted Pension Information

House Building Advance First Installment

Hostel Subsidy Allowance

Yoluntary Retirerment Infarmation

Journey Fare for Children Studying at Qutstations

Arrears Taxahle HRA

GPF Adjustment in case extra amount is paid by em...

Tribal Area Allowance

For adjust income tax under section 10
Special Pay Sterilization for Family Planning
Half Pay Leave for ICAR Emplovees

House Building Advance information

Mon Practising Allowance Arrears
Store House Loan Information
Employee Statutory NPS Contribution
Earned Leave for ICAR Emplovees
Sabbatical Leave for ICAR Employees
Leave not due for ICAR Emplovees
Computer Advance PrePayment

GPF Payout Information

Carried over entittement for accrual plan

Extraordinary Leave for ICAR Employees
Island Special Duty Allowance
Overtime Allowance

Element Defined For The Calculation Of Bad Climat...

Element to trigger Income tax calculation
Restricted Holiday for ICAR Employvees
Sundarban Allowance

Information Element For GPF Advance
Element to compute taxable portion of HRA

Earned Leave Accrual
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Classification

Tax Deductions
Woluntary Deductions
Information

Woluntary Deductions
Invaluntary Deductions
Information
Information

Earnings

Woluntary Deductions
Woluntary Deductions
Information
Information

Earnings

Earnings
Information

Earnings

Advances
Information

Earnings

Earnings

Woluntary Deductions
Woluntary Deductions
Information

Woluntary Deductions
Advances

Earnings
Allowances
Yoluntary Deductions
Information

Earnings
Infarmation

Earnings

Earnings

Earnings
Infarmation

Earnings

Infarmation
Information
Information

WVoluntary Deductions
Earnings

Infarmation
Involuntary Deductions
Information
Information
Information

WVoluntary Deductions
Information

WVoluntary Deductions
Information

Direct Payments
Infarmation
Advances

Advances

Earnings

Information

Earnings

Earnings

Earnings

Yoluntary Deductions
Earnings

Information
Information

Earnings

Information
Information
Infarmation
Information



House Building Advance Second Installment
Project Allowance

DA Adjustment

Advance Increment Arrears

Cash Handling Allowance to Cashiers
Washing Allowance Arrears
Bonus_Bal_Adj

Miscellaneous Deduction
Miscellaneous Deduction 2

Deduction Information

Computer Advance Information
Employee NPS Contribution Arrears
Fee Honorariumn and Renumeration
Island Special Duty Allowance Arrears
Sludy Leave

GPF Interest Adjustment

Special Compensatory Hill Areas Allowanc...
Water Charges

Festival Advance

Festive Advance Information

Hard Area Allowance

Eamed Leave Balance Upload
Central Govt Children Education Allowance
Vehicle Advance Recovery

CGHS Deduclion

Other Allowance

Base Salary Arrears

Child Care Leave Accrual Plan Upload
Cash Handling Allowance to Cashiers Arre...
GPF Information

LIC Deduction2

Cycle Allowance Arrears

Grade Pay Arears

Computer Advance Interest Recovery
HRA

CGHS Balance Adj

CGEGIS

Caretaking Allowance for Government Buil...
Special Disability Leave

Special Compensatory Hill Areas Allowance
GFPF Fifth Advance

Court Order

License Fee Due

Leave Encashment on LTC

Washing Allowance

Society Deductioni

Grade Pay Adj Dedu

GPF Withdrawl Information

Credit Thrift Sociely Recovery
Professional Tax Deductions

Other Income

HRA Adjustment

Staff Welfare Charge

MPS Costing

LIC Deduction

Grade Pay

Grade Pay Adj

Child Care Leave

License Fee

NPS Information

Society Deduclion

Warm Clothing Advance Recovery
Tribal Area Allowance Amrears

GPF Second Advance

Casual Leave

Club

Electricity Charges

Festival Advance Recovery

Nonrecurring
Recuming
Nonrecurring
Nonrecurring
Recurring
Nonrecurring
MNonrecurring
Monrecurring
Nonrecurring
Recurring
Recurring
Nonrecurring
MNonrecurring
Monrecuring
Nonrecurring
Nonrecurring
Nonrecurring
Recuming
MNonrecurring
Recurring
Recurming
Nonrecurring
Nonrecurring
Recurring
Recuming
Recurring
Monrecurring
Monrecurring
MNonrecurring
Recurring
Recurming
Nonrecurring
HNonrecuring
MNonrecurming
Recurring
Monrecurring
Recurring
Recurring
Monrecurring
Recurring
Monrecurring
Monrecurring
Nonrecurring
Monrecurring
Recurring
Recurring
Monrecurring
Monrecurring
Recurring
Recurring
Recurring
Monrecurring
Recurring
Monrecurring
Recurring
Monrecurring
Nonrecurring
Monrecurring
Recurring
Recurring
Monrecurring
Monrecurring
Monrecurring
Monrecurring
Monrecurring
Recurring
Monrecurring
Recurring

House Building Advance Second Installment
Project Allowance

Cash Handling Allowance to Cashiers
Washing Allowance Amears

Misc recoverywith remark input value
Elernent to trigger deduction calculation

Fee Honorarium and Renumeration
Island Special Duty Allowance Arrears
Study Leave for ICAR Employees

Special Compensatory Hill Areas Allowance Arrears
NDRI water charges

Festival Advance

Hard Area Allowance

Central Govt Children Education Allowance

New vehicle advance recovery
Deduction for CGHS Benefils

Cash Handling Allowance to Cashiers Arrears
GPF Information

Cycle Allowance Amrears

Computer Advance Interest
House Rent Allowance

Central Government Employees Group Insurance S_._

Caretaking Allowance for Govermnment Buildings
Special Disability Leave for ICAR Employees
Special Compensatory (Hill Areas) Allowance
GPF Fifth Advance

Deduction from Employee Salary by the Order of Co..

WWashing Allowance
Society Deduction Recurring

Element to deduct grade pay in case of exira amou...

Element For GPF Withdrawi

Manually Deducting Pforfesional Tax

Store Other Income related details

for adjusting HRA

To capture staff welfare fund contribution amount
Grade Pay

Child Care Leave for ICAR Employees

License Fee Deduction for Government Quarters

NPS Information

Warm Clothing Advance Recovery
Tribal Area Allowance Armears

Casual Leave for ICAR Employees

MNDRI Electricity Charges
MNew element for recoverying festival advance
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Advances

Earnings

Earnings

Earnings

Earnings

Earnings

Infarmation
Involuntary Deductions
Involuntary Deductions
Infarmation
Information
Involuntary Deductions
Eamings

Eamings

Infarmation
Infarmation

Earnings

Voluntary Deductions
Advances

Infarmation

Earmnings

Infarmation

Earnings

Voluntary Deductions
Involuntary Deductions
Eamings

Eamings

Infarmation

Eamings

Information

Voluntary Deductions
Eamings

Eamings

Voluntary Deductions
Allowances
Information
Yoluntary Deductions
Eamings

Information

Eamings

Advances

Involuntary Deductions
Involuntary Deductions
Eamings

Eamings

Yoluntary Deductions
Yoluntary Deductions
Information
Voluntary Deductions
Pre Tax Deductions
Information

Eamings

Voluntary Deductions
Information

Yoluntary Deductions
Eamings

Eamings

Information

Voluntary Deductions
Information

Yoluntary Deductions
Voluntary Deductions
Eamings

Advances
Information

Yoluntary Deductions
Voluntary Deductions
Voluntary Deductions



Dearness Allowance Arrears

Central Govt Transport Allowance
Donation To Relief Fund

Maternity Leave

FPostal Life Insurance

Special Casual Leave

HEA Advance Interest Rec Uremittance
Half Pay Leava Accrual Carried Over
Bonus

LIC Salary Savings Scheme

Central Govarnment Transpart Allowance ..

Computer Advance Recavery
House Building Advance PrePayment

Earned Leave Deduction for Leave Encash...

Vehicle Advance Interest Rec URemittence
Banus Arrears

Conveyance Allowance

Split Duty Allowance

LIC Deductiond

Wehicle Advance MNew Interest Recovery
Employer MPS Contribution Arrears
GPF Advance Recovery

Base Salary

GPF Advance PrePayment

Cash Award

HEA Advance Recovery

Cycle Allowance

TA Adj Deduction

Advance Increment Technical
Vehicle Advance Infarmation

Bonus Off Cycle

Froof of Landlord

Adoption Leave

Vehicle Advance

Warm Clothing Advance

Emplayee Taotal KPS Caontributian
Bus Fare Deduction

HEA Advance Interest Recovery
Child Care Allowance Arrears

Court Attachment Recovery

PTAR Adj

Casual Leave Annual Accrual
Computer Advance Principle Recovry

Special Compensatory Remote Locality All..

LIC Deduction3
Half Pay Leave Accrual

Computer Advance Interest Rec URemitte. .

Mizscellaneous Deductions Recovery
Ceputation Duty Allowance
Dearness Allowance

Base Adj

GPF Interest Infarmation

ICAR GFF Fart Final Withdramd

MPS Exemption

Wehicle Advance Interest Recovery
Fersonal Pay

Old Festival Advance Recavery

GPF Tax Adj

Mon Practising Allowance

Wehicle Advance PrePayment
Wiarm Clathing Advance Information
GPF Withdrawal

GPF Advance

Central Govt Children Education Allowance..

Monrecurring
Recurring
MNonrecurring
Monrecurring
Recurring
Monrecurring
Monrecurring
Manrecurring
Monrecurring
Monrecurring
Manrecurring
Recurring
Monrecurring
Manrecurring
Monrecurring
Monrecurring
Recurring
Recurring
Recurring
Recurring
Monrecurring
MNonrecurring
Recurring
Monrecurring
MNonrecurring
Recurring
Recurring
MNonrecurring
Recurring
Recurring
MNonrecurring
Recurring
Monrecurring
MNonrecurring
Monrecurring
Manrecurring
Recurring
Monrecurring
klonrecurring
Recurring
Recurring
Recurring
Monrecurring
Recurring
Recurring
Recurring
MNaonrecurring
Recurring
Recurring
Recurring
konrecurring
MNaonrecurring
Monrecurring
klonrecurring
Monrecurring
Recurring
MNaonrecurring
Monrecurring
Recurring
Monrecurring
Recurring
MNaonrecurring
Monrecurring
klonrecurring

Arrears far Dearness Allowance
Central Govt Transport Alowance
Daonation To Relief Fund

Maternity Leave for ICAR Employees

Special Casual Leave for [ICAR Employees

Carried aver entittement far accrual plan

Element Defined To Pay Bonus

Stores LIC Salary Savings Scheme related details
Ceantral Governmeant Transpart Allowance Arrears
Mew elemeant for computer recovery use this
House Building Advance PrePayment

Banus Arrears
Conveyance Allowance
Split Duty Allowance

Recovery with New Rate of Interest

Element Used To Recover The Advance Dishursed ..
Element Defined To Capture Basic Salary
Frepayment of GFF Advance

Cash Award

Mew element for HBA recovery

Cycle Allowance

YWhen TA paid mare than eligible

Advance Increment for Technical Category Employee

To capture Proof of Landlard far HRA Exemption
Adoption Leave for ICAR Employees

Warm Clathing Advance
Employes Total MPS Contributian
Bus Fare Deduction

HEA Advance Interest Recovery after Principal Reco...

Child Care Allowance Arrears
Element To Deduct Amount for Court Attachment

Casual Leave Annual Accrual
Computer Advance Principle Recovery
Special Compensatory Remote Locality Allowance

Half Pay Leave Accrual

Recurring element to recover deductions
Ceputation Duty Allowance
DA

Fersanal Pay

Recovery of Festive Advance

Bal adj for chapter WI-A

Mon Practising Allowance

Wehicle Advance PrePayment

Wiarm Clathing Advance Information

GPF Withdrawal

Element Used To Disburse Advances Against GPF
Central Govt Children Education Allowance Arrears
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Earnings

Allowances
Woluntary Deductions
Infarmation

oluntary Deductions
Information

“aluntary Deductions
Infarmation

Earnings

Infarmation

Earings

Woluntary Deductions
“aluntary Deductions
Infarmation

Woluntary Deductions
Earnings

Earnings

Earnings

Waluntary Deductions
“oluntary Deductions
Employer Charges
Waluntary Deductions
Earnings

Woluntary Deductions
Eamings

“oluntary Deductions
Earnings

Waluntary Deductions
Earnings

Information

Eamings

Infarmation
Information
Advances

Advances

Infarmation
Waoluntary Deductions
Woluntary Deductions
Earnings

Invaluntary Deductions
Waoluntary Deductions
Infarmation
Woluntary Deductions
Earnings

Woluntary Deductions
Infarmation
Waoluntary Deductions
Involuntary Deductions
Earnings

Earnings

Earnings

Infarmation
Information
Infarmation
Woluntary Deductions
Earnings

Waoluntary Deductions
Information

Earnings

Woluntary Deductions
Infarmation

Direct Payments
Advances

Earnings



HOW to run Payroll

Request name: Payroll Run (India)
Step 1: Login to the ERP Solution.
Step 2: DDO payroll access=> Run Payroll for a Single Employee
> View—>requests—> Submit a New Request—> Ok.
Step 2: Submit Request (Pop-up) = Name (Payroll Run (India))=>Ok.
Step 3: Payroll (CIFT) > TAB.
Step 4: Payperiod (month & year which we want to choose).
Step 5: Runtype (cumulative run) 2> 0Ok.
Step 6: Submit->No—>Find (don’t click the View output).
Note: Status (Incomplete) > Assignment Process—>Status (Error)—>Resolve the error by
clicking message button

Fayroll |CIFT Monthly Payroll
Consolidation Set |Indian Council of Agricultural Research
Fay FPeriod 19 2016 Calendar Month (30-NOV-2016)
Date Paid [30-HOV-2016
Element Set
Asszignment Set J

Run Type |Cumulative Run

Pay Slip Report

Request name: (ICAR HR Pay Slip Report) (Run Payroll Run(India) before this report )

Step 1: View—>requests—> Submit a new Request—=>0k.

Step 2: Submit Request (Pop-up) =>Name (ICAR HR Pay Slip Report)—> Ok.
Step 3: Institute Name (Enter CIFT) = TAB.

Step 4: Period Name (Select the month).

Step 5: Employee Category (Select the employee category).

Step 6: Location Name (Find & select CIFT(MI),Kochi).

Step 6: Submit—>No—>Find->View Output.

Note: Any data is mismatched with original data, and then roll back the report.

Institute Mame |CIFT - Central Institute of Fisheries Technology
Division Mame
Employes name
Period Mame |SEP-2016
Employee Category Administrative

Employee Designation

Location Mame jCemraI Institute of Fisheries Technology
NP3
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Pay Bill Report

Regquest name : ICAR Payroll Employee Wise New Pay Register Report (Run Payroll

Run(India) before this report )

Step 1: View—=>requests—> Submit a new Request>Ok.

Step 2: Submit Request (Pop-up) = Name (ICAR Payroll Employee Wise New Pay
Register Report)—>Ok.

Step 3: Institute Name (CIFT) 2> TAB.

Step 4: Period Name (Select the month).

Step 5: Employee Category (Select the employee category).

Step 6: Location (Find & select CIFT(MI),Kochi).

Step 6: Submit—=>No—>Find—> View Output.

Note: Any data is mismatched with original data, and then roll back the report.

Institute Mame CIFT - Central Institute of Fisheries Technology

Division Marme
Employee name

Period Mame |SEP-2016

Employee Category |Scientific
Employee Designation
MPS

Lacation =|Central Institute of Fishenes Technology

Report of Schedules

Request name: ICAR Pay Register Component wise Report (Run Payroll Run(India) before

this report )

Step 1: Login to the ERP Solution.

Step 2: DDO payroll access—=> Run Payroll for a Single Employee—>View—>requests—> Submit
a New Request—>Ok.

Step 2: Submit Request (Pop-up) = Name (ICAR Pay register Component wise
Report)=>0K—=>A new window will open.

Step 3: Enter the details (Component Name, Pay Period, Institute Name, Employee Category,
Location)

Step 4: Component Name (Select the component name)

Step 5: Pay Period (find & select the month MMM-YYYY)

Step 6: Institute Name (CIFT)

101


javascript:launchForm('http://training.iasri.res.in:8001/OA_HTML/RF.jsp?function_id=3566&resp_id=54831&resp_appl_id=800&security_group_id=0&lang_code=US&oas=rqHmiJt9XwRuxeWU4siu_A..')

Step 7: Employee Category (Select the employee category).
Step 8: Location (Find & select CIFT(MI),Kochi)

Step 9: Submit>No—>Find-> View Output.

Note: Any data is mismatched with original data, and then roll back the report.

If we want to reflect the pay slip at the user end, then we have to run the following reports

= x|l

Run this Reguest. ..

Copy...

Marne
Operating Unit
Parameters

Language

At these Times. ..
Run the Joh

Upon Cornpletion...

As Soon as

Caomponent Name

Pay Period
Institute Name

Employes Category

HBA Advance Recovery
SEP-2016
CIFT - Central Institute of Fisheries Technology

Administrative

Save all O Employee Designation
Layout ICAR Pay R MRS
Motify Location |CIFT {MI), Kochi Central Institute of Fisheries Technology
Print o noprint A T [
Qance\)l Clear )I Help )I
Help (C)

View — Request-Submit a request- Request Set-ICAR Pay roll Process Reports -
And enter PARAMETERS - SUBMIT

Fun this Requist
Cogy
Request Set ICAR Payroll Process Repons
Operatmg Unit Slage Barameters Language
PraPaymants (10) HLE
Payroll Reports Archeve (Indi Payroll Reporls Arche NLS
Electronic Fund Transter Ry Electronic Fund Tran: NLS
Casting Casting (43) MLS
Trantfer to GL Tranefar to GL (50) NLS
Dptions Dialrvery Opte ress
At thesi Tienes
As Sooa As Possible Schugule
Motdcations
Halp (&) ( Sub Cancel
N
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Rollback Process

Report Name: Rollback Run

Step 1: Login to the ERP Solution.

Step 2: View—>requests—> Submit a new Request > Ok.

Step 2: Submit Request (Pop-up) = name (Rollback Run)=>A new window will open .
Step 3: Enter the details (Year).

Step 4: Payroll Run (month-year which we want to rollback) 2 Ok.

Step 5: Submit->No—=>Find (don’t click the View output).

= x|l
Run this Request...
Copy..
WETGERI= ol lback Run)
Operating Unit
Parameters
Language Ametican English
Language Settings... Debug Options

At these Times..

Runthe Job  As Soon s AdREEUISEE

Fayroll Bun 30-APR-2014 (1203329) 22014 Calendar Maonth
Upon Completion e :
Save Al ssignment Set J

1] r

Layout
Motify Ok | Qancel) C!ear) Help )

Print to  noprint
Help (C) St Cancel

1. How to roll back pay roll after generating all reports

1. First Roll back — 1. Pay roll reports archive (India) (Magnetic Report)
Electronic Fund Transfer (magnetic transfer)
Prepayment
Costing

5. Transfer to GL
2. Roll back run : pay roll run (India)

P wnN

How to verify payroll run

Go to the DDO payroll access ——Verify payroll process result ~ ——enter PAYROLL
NAME, FROM, TO, ACTION TYPE and click on FIND
Click on messages to see the error
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How to verify incomplete employee wise payroll run
Go to the DDO payroll access ——Verify employee wise payroll process result ~——»
enter EMPLOYEE NAME OR ASSIGN NUMBER and click on FIND

Click on messages to see the error

Steps To Be Followed By The Finance Section For Payroll Process:

1: After the successful run of all the programs in Establishment section, Click on “XXX
General Ledger” Responsibility.

2: Click on Import Journal.

3: Select source as Payroll, ledger as ICAR and specific value shall populate as soon as we

click on the list of values.

4: Then Click on import button.
Click on the List of

values. Group ID will
populate automatically.

elp

NN NN e=

5: After import journal, click on View >>> Request>>Find, and then click on view output.
6: Copy the Batch Name

from the Report Output as shown below:
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ICAR Journal Import Execution Report
Concurrent Request ID: 3359959

Date: 27-MAY-15 18:10

1

Total Total Total Total Unbalanced Total Unbalanced Total Flex Total Non-Flex

Journal Entry Source Name Group Id Status  Lines Batches Headers Batches
Payroll 1145288 Success U 1 1 ]
e TOTALS === b 1 1 8

Batches Created

Errors Errors
] ]
] ]

Total Total

Warning Batch Name Period Name Lines Headers  Accounted Debits

Total

Accounted Credits

Payroll A 1145288 3359959 MAY-15 u 1

4839857

7: Go back to the Navigator and in xxx General Ledger responsibility, click on Enter

Worklist

From Subject ~ Sent
The budget integrati
The budget integrati

¥ TIP Vacation Rules - Redirect or auto-respond to notifications.

¥ TIP Worklist Access - Specify which users can view and act upon your notifications.

was successful.: 16013130009(1002694) 04-Feb-2015
was successful.: 45613140097(1002592) 04-Feb-2015

Navigator
Personalize

g Application Developer IIMR General Ledger

CARI(AS) Payables Audit & Account =

[ Cash Management Master Uiser

£ Cash Management Superuser s

[J CIAE Payables Audit & Account BUDGET UPLOAD

£ CIARI(MT) DDO Payroll Access EFC BUDGET UPLOAD

£ CIARI(MI) Establshment & Personnel Section TR

[ CIARI(MI) General Ledger S

£ CIARI(MI) Pavables Audt & Account ey

[ CIARI(MI) Receivables Audt & Accounts Enter Budget Journals

[J C1BA Establishment & Personnel Section Combination

£ QR DDO Payrol Access

£ CICR Estabishment & Personnel Saction Request Reports

[J CICR Payables Audtt & Account 5 |

0 ar Payment Section — Enancel

£ CIFA Payables Audtt & Account Stancard

Favorites

User (FMS ADMIN)

Values (FMS ADMIN)

Bank Account (BANK Accounts
5 HRMS Functional

5 Finance Functional

& Finance Functional Blog

8: Enter Journal Form will open up. Paste the copied Batch no. in batch column.

9: Click on find button.
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=
Batch Status || Source Category Period Batch Name Journal Name Currency Journal Dehit Journal Credit
A
o
Payroll A 1145268 3359959‘
Mora
Clear INew Batch MNew Journal Find -
] b
Review Journal Review Batch Post Tax Batch Requery
Mew Journal Mew Batch Approve AutoCopy..
o
=]
Batch Status | Source Categary Period Batch Name Journal Mame Currency Journal Dehit Journal Credit
Payroll Payroll MAY-15  [Payroll A 1145288 335 Payroll INR Corporate JINR 4838857.00 4832857 .00 =
gl »
Review Journal Review Batch Post Tax Biatoh Reguery
Mew Journal New Batch ApRrave AutoCapy.

10: Now click on review journal
11: Review the entry properly by checking the account, fund type and amounts. Once

verified,click on Post.
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Switch DrCr <
Mot Reversed

- Mot Required

Lines

Line Account Dehit (INR) Credit (INR] Description
172.000.00000.120571.00000.00000.0001 121314.00 Journal Import Created

172.201.00000. 133001.00000.00000.000 2175.00 [Joumnal Import Created
172.201.00000. 133051.00000.00000.000 10523.00 |Journal Import Created
172.201.00000. 133052.00000.00000.000 11875.00 Journal Import Created
172.201.00000. 133053.00000.00000.000 913.00 | Journal Import Created
172.000.00000.201211.00000.00000.000 959506.00 Joumal Import Created
172.000.00000.201211.00000.00000.000 3759037.00 | Journal Import Created
172.000.00000.202101.00000.00000.000 440700.00 |Joumal Import Created
4539857.00 4839857.00

(0 [0 [ i e e =

Kl

Acct Desc |\ND\AN INSTITUTE OF MAIZE Default Default [IMR Banl - 902930500 Default. Default. Default

AutoCopy Batch Approve Lirre: Dl T Accounts

12. A bill with the net salary payable amount needs to be created by taking fund type as
default and account as Salary AP Accrual Account and the payment will be made accordingly.

Creating a Group of Employees for Payroll Run

Navigation

CIFT DDO payroll Access = Create Group of Employees for Payroll Run
Navigator

| Personalize

T CIFT Asset CIFT DDO Payroll Access
g CIFT DD“T Mﬂl'fm [= Run Payroll for a Single Employee
CIFT Employee Self Service
P CIFT Establishment & Personnel Section Run Payroll for all Employees [ Group of Enjnlnvees
B3 CIFT General Ledager Create Group of Employees for Payroll Run:
[ CIFT HRMS View Only [E Verify Payroll Process Results
£ CIFT Payables Audit & Account Verify Employee Wise Payroll Process Results
£ CIFT Purchasing Requisitioner Adiust Babnces
- - I
) CIFT Receivables Audit & Accounts
Employee Salary History
£ EMS ADMIN
7 VENDOR CREATION

&l [ =]

Payroll Components Set For Payroll Run

Rollback Payroll Processes

&l m (& e & E e

Check Employee Leave Balance

Investment Declaration Validation and Approval
Search Tax Declarations

TD5 Challan Mapping

New window will open in java.
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innment Sat

Mame || Payrall |

( Crteria J ( Generate J ( Arnendment /I

Adjust Balances
Employes Salary History -
Fayroll Carmponents Set For Pay

+ Investment Declaration “alidation

+ Cuaterly & Annual Tasks

+ Arrears Task

ol Ep T

Rallback Payroll Processes
+ Fun Reports and Processes -

Dpen

Type in a Name for the Assignment set

O Assighiment Set

IName |Assignment_Set I Payrall || |_

( Criteria J ( Generate )I ( Arnendment )I

Click on the Button near the text box of Payroll

ignment Set

Marne |ﬂxssignment_59t Fayrall |

( Criteria JI ( Generate )j ( Amendment ,I

“CIFT Monthly Payrol ” will automatically appear on the Text Box
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O Azsignment Set

MName |Assignmen1_Set Payrall |C|FTMontth FPayroll

( Criteria ) ( Generate )I ( Amendment /I

‘Save’ the process

e ® & S P € DR L2225 B ?

ignment Set

Marme |Assignment_Set Payroll |CIFT Moaonthly Payroll

( Criteria ) ( Generate )I ( Armendment J

Click on the “Amendment” button, new window will open up and you can add employees to
the group which should be “Include/Exclude “.

5 Asipniment e o [m] 51
InciExc Full Marne Agsignment Num Current
EXCLUDE  |Mr. Sajesh V. K 012520 Yes =
[EXCLUDE  |Mrs. Alfiya P 022118 es
[EXCLUDE  |Ms._ Anissrani Delfiya D 5. 022115 Yes
[EXCLUDE  |Mrs. Rehana Raj 022114 es
__| [EclubE  [Mrs Rejulak 020725 Yes
[EXCLUDE  |Mr. Karan Kumar K Ramteke 017966 es
|EXCLUDE  Mr Rajappan TK. 011676 Ves
1| | | | -

Rollback Payroll Frocesses
+ Run Reports and Processes

Check Employee Leave Balance ~
1 b

Qpen

Save ‘%} the process and close the window.

Click ( Generate J button and close the window.
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How to edit a group of employees

Click on assignment set > press F11

BP0 8P S DHER L1995 BEM 2
ent Set

Marme | Payroll |

Criteria Generate Amendrment

Adjust Balances

Ermployee Salary History -
Payroll Cormponents Set For Pay
Investment Declaration Validation
Cuaterly & Annual Tasks

Arrears Task

Rollback Payroll Processes

Run Reparts and Processes A
4 3

ol B F
+

+ +

+

Open

Enter the name of assignment set as “%CIFT_DEC%"” > Press control+F11.

BP0 &GP € Ve LW LS * 7
i et Set

Name |CIFT Dec Payrall [CIFT Monthly Payroll

Criteria | Geperate | Amendment |

Adjust Balances
L] Employee Salary History
‘.1' Payroll Components Set For Pay
+ |rwestment Declaration Walidation
+ Quatedy & Annual Tasks
+ Arrears Task

Rolfback Payroll Processes

+ RHun Reports and Processes -
1 b

Qpen
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HYO 8P XDDeER LIPS BT

=] —ofx
Mame CIFT_Dec Payroll  CIFT Maonthly Payrall
Criteria Generate Amendment
- A nment Amendments{CIFT_Dec)
Adi
#
] Erm
4}.4}. Pay _ Inc/Exc Full Narne Assignrment Nurm Current
" e | 2 |~ Mr. Rajappan T.K. 011676 Yes
= + Qui |EXCLUDE  |Mr Sajesh'. K 012520 Yes
+ Amd EXCLUDE  |Mr. Karan Kumar K Ramteke 017986 Ves
E°” [EXCLUDE  |Mrs. Rejula K. 020725 Yes
+ Hun -
0 [EXCLUDE  |Mrs. Rehana Raj 022114 [ves
[EXCLUDE  |Ms. Aniesrani Delfiya D. 5. 022115 [Yes
EXCLUDE  |Mrs. Alfiya P v 022116 Yes

|»

If you will create the new assignment set with the same name then this error will occur that
you are creating assignment set which is already present in the system.

Deleting Assignment Set

For deleting any assignment set you have to first delete the amendments created in that

assighment.

After that you can delete the assignment set.
Before deleting amendments you cannot delete the assignment set.

HYo B 08P DD EH LEO 0% B F 2

~ Inc/Exc

MName Assignment_Set

O Assignment Amendmen

Full Name

Payroll  CIFT Monthly Payroll

zignment_Setf)

Assignment Mum

Current

IEE |~ Mris ShylahC

011585

il Ty T
T
an

+
]
=

+
Py

+
=3
=

+
eal
=

|+

Open
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AP GH8SP €A LB 25 I BLIS] 2

Mame Assignment_Set Payrall  CIFT Monthly Payrall

O Assignment Amendments gnment_Sef)

Inc/Exc Full Name Assignment Num Current

|»

Ad

Pa

+ v |

o F

Ro

1]

Open

BP0 @H8GP ARNHEHE L2225 BS 2

O Azsignment Set

Payrall |CIFT Manthly Payroll

( Criteria J ( Generate J ( Armendment ,I

Adjust Balances
Employes Salary History -
Fayroll Components Set For Pay
+ Investrment Declaration “Walidation
+ Quaterly & Annual Tasks
+ Arrears Task
Rollhack Payroll Processes
+ Run Reports and Processes -

o T F

Qpen

For deleting amendments and assignment click in the delete icon in the menu and save the
transaction.
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Logging into Oracle Applications

Open the link for the Oracle Instance
http://icarerp.iasri.res.in

e Enter the Username and Password as provided (individual user name/password to be
used). Password need to be changed on first time login.

e Onlogging into the application, a new page consisting of the responsibilities assigned to
the user and the active notifications for the user will open up.

WD IEE ]
ICAR

*User Hame“ |
{example: michael. james. smith)
*Password | |

(mample: 3523}

Cancel

ICAR-ERP User Support and IBM Helpdesk

Please contact at IASRI, Library Avenue, Pusa, New Delhi -110012

Email - support.erp@icar.gov.in
Phone - 011-25842274, 011-25842275,011-25842276 (Timing - 9:30 AM to 5:00 PM - Working Days )

Login Assistance

Vendor Creation
Click on Vendor Creation = Entry

Nawvigator
Personalize

£ CIFT Asset Entry
[ CIFT DDO Payroll Access Ena
[ CIFT Employee Self Service —
£ CIFT Establishment & Personnel Section — _El_r'g
[ CIFT General Ledger Supplier Merge
[ CIFT HRMS View Only Search Supplier Bank Account Assignment
[ CIFT Payables Audit & Account
[ CIFT Projects Supplier Tax Information
g CIFT PurchainJnlq RquLIJis'rtioner Additional Information

CIFT Receivables Audit & Accounts =
3 EMS ADMIN Issue ST Forms
7] VENDOR CREATION

Click on Create Supplier
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ORACLE" Payables

i Navigeior v B2 Favories v Chose Window Preferences Help Diagnostics

| f ToDollst
Click Here to create suppler | | Mo Supslier Raguests(o)
i brospecive Sugplier Regisrations(0}
: : Create Supplier Suppller Address Requests (0)
A boast one search creria is requined, Tnchuding part of suppliers name or member will improve the search performance. Fiekds are case insensitive. ;unlp:ielr Padiet ol .-er\«es Requew )
Supplicr Name | | Tax Reqistration Number anoier Bk ount R
Supglier Hmber | | O-UHH-S Bt
Taxpayes 1D | Employee Number
4 Shuw Mare Cptins
Chear
 Search Results P R e e ———)
Sehect Supplier Nanw: g Wiy Parent SuopRe: Nome TTapayer 10 Tox Reatration Womler D-U-N-S Ramiser Emplcsree Mosmbier [UpHata

Mo search conducted.

Supplicar, sencs Help Diagnostics.

About this Page y e o nnde. All Hiphts reserved

o  Enter Organization name, Tax Country and approved by Institute.
o  Approved by Institute — Yes
0  This means that it’s a registered supplier.
0  Press Apply.

Cresite Supplier

* Indicates required fickd Cancal | ﬂ

Suppler Type "Staridardmwiu >
* Orgenization Kame (ﬁ:g_lla:rf. Tax Cousilry Inde 3\ *

Ak Tat Regesation uroer [
Hame Pranunciation
. Tapayer D |

B-UH#5 Nurmber

v et [ £y
Must inchodes etp * Appeoved By Instiute | Yes Q
Context Vakse [Ta] -
_Ganed | [ Agply
Click Address Book to add address details.
Supphers
o Quicklptste Update Org_Name - 80865 Quick Update
' oG Profie * Indicates raquired field Cancel | | Save |
O Organiztion yopler Hame T I 0 Hew Order
1 Address Book Click on S_L:Ip_k I_‘m |0:;|_Naﬂe Supplier Number Order Hold 1 Al Hew Orders
wple: Nurber - B0BG3 Payment [ Al frvoice
0 (Contact Dieciory Address Book Sunpier lame = R LAl lvoces
o Danking Detas mwlﬂi 4701 Eunmetched Tvoices
* AopeovalHetory actie Dte = Il Unvaldated Tvaices
*  Teins and Control Sanm
: 2
0 Purchasng
0 Payment Detals I
0 Imoie StaStatus fActve fe| Steteme | Opersting Unit Go |
Manzgement
Key Purchasing Setups ey Payment Setups
Create
Site Operating ShipTo  Bill-To Ship Pay Atermate  Inwoice Create Debit Memo  Gapless Freight  Transportation  Country of
Hame  Unit Location lotion Via On PaySite  Summary Level from RTS Transaction Iuﬂnmg *Seliing Company Identifier (0B Terms ~ Amanged Origin
Mo reqfs
found.
Cancel | [ Save
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Click on Create Button

S T Te—— . T .

*  Quick Update Update Org_Name . B0BES5: Address Book
*  company brofia e
o Organigation

Address Name Ske Marme I
o o x Address Detals
© Eanking Detals

= Approval Hetory _Go | Clear |
* Termns and Conteel -
o Accounting Create }‘
O Purchasng Detads Name Address Country Communication Purpose Status Update  Manage Sites Remave
o Recewng Na results found.
o Payment Detals
0 lvoe =1 Inactive
Management
Fill the information as shown in the below screenshot.
Create Address: Confirm Delails
* Indicates regured fiekd o ] ] G |
supphet Hame  Org_NMame  Supaler Numher BOBES
 Address Details  Contact Details and Purpose
= - Communicaton Detals Tl update to al new stes created for this address
Country | (1nda Q‘ Phona Area Code
* Address Une | JAddress 1 Phane Number
Address Lne 2 [Address 2 Fax Area Code
AddressLne 3 [Address 3 Fatabe
Address Ling 4 EvalAddess ||
Gy fonyl Address Purpose [ purchasing
County |inda ¥l payment
State |Statel lreg Oy
Province
Pastal Code
* Address Name  |Org_Address
Addrusses
Lanpuage -
Coetext vakie [T
tance] | | Gontinue
[T Check the box as shown in the screenshot to create Supplier Site.
Creais AJdress: Sie Creaton
Cance) | | Back | | Agply
Andress Hame  Org_Address Suppler Hame  Org_Name
Address Detads  Address 1, Address 2, Address 3, Cityl, Statel, IN Suppler Numbes  BOB6S '
Pumose  Payment, Purchasing
[ pravins 15 (1630 [=] tiaag 15 ®
Select Al | Salect Hong | Operating Units for which sites should be ¢
Select Site Name [Dperating Unit ] =2 : =
B [org_rdiress CIFE - Central Instiute of Fshenes Education
1 [org_Address IR - Central Inind Fisheries Research Insttute
¥ [org_Address CIFT - Central Insttute of Fsheries Technokgy
| [org_address CIHET - Cantral Ingtiuta of Post-harvest Engnesing Tachnology

CRE - Contral Institute for Research on Buffaloes

O Jorg_Address
F1 [org_nddress =
1 [org_Address CIRG - Central Instiute
[ &) Iqu_Addrm CISH - Cantral Inettute
1 [org_Address CITH - Central Tnstiute of Temperate Horticukure
I [org_doress CMIRI - Certtral Marine Fiheries Research Insttute

1 [or_address CPCRI - Central Plantation Croos Reseaech Instiute
[ [org_address PRI - Central Potato Research Instiute
) forg_address CRIDA - Contral Ressanch Insteute for Dryaind Agnoulture
P [org_Address CRIIAF - Contral Research Enttute For Jute and Alled Fire

Click on the v" box

5 Previous lﬁl 16-30 : N i3 @

Click Apply.

115



Supplier gets created.

Suppliers
: Suppilers: Afiiess Rook > - Lipdate Afidress >
L] m
Qukk Update Org_Hame - 80855: Address Book
*  Company Profie
= iy
o DRRRTER ot

2 mm Address Mame [ Stz Name
O B Dietals Ay Doty |

Purpose Status Updata Manage Sites Remove
Payment, Purchasng CimTent
7 | g

Civl, Statel

Click here to update

address
Cancel | | gave |
S Accounting
O purchasng | Bank Accounts.
O Recewing
O paymant Detals r -
Py Add | | Create || Create Factor Account |
¥ Date tnd ity ¥ Detalds
Mo resuks found.
|.Cance] | | fava.|
Suppliers
Supphers: Blanking Detads >
: Lo Create Bank Account
DoAY = Indecates required field |
o Organaaton _Cancel | | Apply |
o Address Book Payes Hame  Ong_Nanse Inteenal Organization
- Payes Sie Supplier Site Hama
o Contct Directory
o B Bkt * country | India Q,
. [ Asiowe nbernationsl Payments
*  Terms and Control Bank ~ Branch
@ Atcounting
(-3 ﬁM
5 % select Exsting Baak ® Selact Existing Branch
5 Pcahing 2 Create New Bank Create New Branch
2 x Bank Name |State Bank of India q ‘ franch Hame Q
Management Bank Number tranch Humbor
| Tax Fayer & BKE
() Hiske Bank Defpits Branch Type
(3 S Branch Detads
Details =
Ingtitution Type Bank
Alterrate Bank Name
Dascription
End Date
Address

Address Lne 1 Shastri Nagar( Jodhpur)
Address Line 2 £-4 SUVIDHA COMPLEX SHASTRI NAGAR
Address Line 3
City  JODHPUR
State Rajasthan
Tip Code 342001

116



= Account Number ‘ Account Name
Check Digits ameny [ Q&

IBAN

Account Owners
Account Owner Name Alternate Account Owner Name Primary End Date

Org_Name @

i) Hide Bank Account Details
Details

Alternate Account Name

AccontType | A

Secondary Account Reference
Exchange Rate Agreement Type j Exchange Rate Agreement Number
Exchange Rate

Agency Location Code
Start Date

Account Suffix

Description

End Date

Additional Information

Context Value

[
* IFSC Code l— ‘

Bank Account 1 Details

oy [ & iy

Bank Name Bank Code
Branch Number BIC
Account Number Check Digits
BAN Comments

Updlate Org_Mame - B0855: Banking De

o SRR Cotall.

o [Banking Detals | - Scloct Accoust Assignmart Level [ Se x| CIFT - Contral nsttute of 34, | 6o |
= Approval History Payment Detalls

o Accountng

O parchasng I Bank Accounts

© Recehing

: Fayment Details: Add | | Create || Create Factor Account |

Management ‘Show ANl Details | bide AN Details — : -
Details Rumber AN Currency Bank Hame Start Date End ¥ Dt
m Shio 1 marmm‘wmlzn-ml-:nu o > A v, 7
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Logging into Oracle Applications

Navigation
Open the link for the Oracle Instance
http://icarerp.iasri.res.in

Enter the Username and password as provided (individual user name/password to be used). Password
needs to be changed on first time login.

On logging into the application, a new page consisting of the responsibilities assigned to the user and
the active notifications for the user will open up

WP IFE
ICAR

| Logln Cancel Anv Change in screen color , Click "Cache” option available with browser tool and dear.

TCAR-ERP User Support and IBM Helpdesk

Pleass contact at IASRI, Library Avenus, Pusa, New Delhi -110012

Email - support.erp@icar.gov.in

Phone - 011-25842275,011-25842274(Timing - 9:30 AM to 5:00 PM - Working Days)

Login Assistance

Bill Creation Process

Business Process — Bill Creation Process Based on Purchase Order

A Purchase order is created by the purchasing department to place an order for purchase of an Asset,
service, or incurring any expense.

Then upon receiving the goods or service, a receipt is prepared.

On the basis of receipt, then a bill shall be created.

This process shall be used for creation of bills for fixed assets, Projects, Expenses, Inventory.

118



Navigation

CIFT Payable DDO Assistant->Bill Processing

A avigatar - IAR Payable DDO Assistant

Functions | Documents

Bill Processing

Bill Pr

10

[o0][%[*

Click on Bill Processing to Create a
Bill

Tap Ten List

Coe

The DDO assistant shall receive a bill file from the purchasing section which he shall use for

entering the bills

Following is the bill form
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=

=
Operating Unit

Rl

1 General

Bill Type
B4R - Indian Agriculn [Standard

Nature of Bill

Select Nature of Bill

PO Number

“endor Name

Supplier Num || Supplier Site Mame

Wendor Invoice Date “endor Invoice Num

N\

Select vendor name

Enter vendor invoice
date

4 Yiew Payrmemr e Prepaym

Bill Number

Enter Invoice

number

Summary

lterns

Prepayments Applied

Subtatal

Miscellaneaus

Total

Arnount Paid
INR0.00

Status
Status Mever Walidated
Accounted Unprocessed
Approval Mot Required
Holds
Scheduled Payment Holds

Description

Actions. . 1

Match

All Distributions |

Respective Institute’s name will be defaulted automatically.
Bill type-Click on the LOV’s button to select it from List of Values (LOV). It is showing various types

of Bills that can be created in system. .

Standard- It is used for creating a normal invoice, for creating a settlement invoice etc.

Credit Memo- It is used to give some credit to a vendor on receiving a credit memo.

Prepayment- It is used to create a bill for making an advance payment to vendor/employee.

Nature of Bill field — For reading this is detail, please see the section of “Nature of Bill Field”

Select the appropriate Nature of Bill.

8 Fill Ty
. LARI - Indian Agricu®t Standard

l// =
Click on Bill type to s
select standard " =] o
Summary
Itemz

Mitune of Bl

Prepayments Applied

Sublotal

Miscellaneous

Tatal

Description

Select the relevant PO and click on OK button.

Vendor name and Supplier number will come automatically

PO Nuenis eneur Narns Suppher Mam | Supplbior Sie M irdar Iy Dialer
Mt | Other Others ‘
( ox G Cloar Help ‘
Approval Mot Required
Heldz
Schaduled Paymant Holdz

Vendor name, supplier Number and supplier site will come automatically.

Click on the LOV button on the Vendor Invoice date field.

The following screen will open up.
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Select the invoice date from the calendar.

= -
O ICAR U
Inztitute Bill Type PO Number Wendor el Supplier Bum || Supplier Site Wendor Invoice Date | Vendor Invoice Mum Bill Murnber
.'AR: « Indian Agriculti: Standard 1561240097 CRWD 162 MNEW DELHI =
CETTT—
i 0 duly 201 + |t | AT
1 General 2 Lines S M T WT F S ;‘,ﬁe-_\«P.-e_n_aym_en!.ﬂmlica[_ions
a0 1 2 3 4 5 6
Sumenaey Amiourd Paid PR I Ul 11 [RERRE]
Hems MR 000 1895 96 1718 9 A e validoted
n!BuB BT
W29 1 N 1 oz 3 [PECEEEE
Prepayments Applied 4 & B 7 8 9 1w |egured
11JUL-2013
Subtotal
Cancal
Mizcallansous D it m
Todal
Quick Maich Match All Distributions:

Enter the Vendor Invoice number present on the invoice
Enter the Invoice file received date and the bill amount with reference to the invoice present in the

bill file.

b| ™ =] F3
[ ICAR O
woice Date | Vendor Invoice Mum Bill Murmber Invoice Received Date by DDO || Currency Bill Arnount Prepaid Amaount Accounting
| EE 1 INR T1-JuL2012
sty am (8]
] 3
5 M wW T F 8
1 General 2 Lines o1 2 3 4 5 6 5 Scheduled Payments B View Prepayment Applications
786 9 w2 13
Summary 14 15 16 17 18 19 20 Status
ltems 21 2 5 M 5 % 7 Status Mever Validated
26 29 30 M1 1 2 3 a m q
4 5 B 7 8 9 10 ccounted Unprocesse
Prepayments Applied A | Required
11-JUL-2013 fproval e
Haolds
120 =00 «| ®aAM CEM
Subtotal = - Scheduled Payment Holds
Cancel )
Miscellaneous Description
Total
Quick batch tdatch All Distributions

Once all the required fields are entered, click on Match button.
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(2] 1car

|Insmute ||Bi|| Type HF’O Numbev”\/endor Na“SuppIier Mum HSuppIier Site“\fendor \nvoi“\fendor Ivoice Mum ||EI\II Mumber ‘

B4R - indian Agricult [Standard 1561240101/ CPWD [162 [MEW DELHI [11-JuL-2013 1.

A e |

1 General 2 Lines

Ol =

3 Haolds 4 Wiew Payments 5 Scheduled Fayments B %iew Prepayment Applications
Summary Arnount Paid Status
ltems INR|0.00 Status |NeverVaIidated
Accounted |Unprucessed
Prepayments Applied Approval |R‘equired
Huolds
Suktotal Scheduled Payment Halds
Miscellaneous Description
Tatal

( guickmatch | Match ) [ AllDistibutions |

“Find Receipts for Matching “form opens up.
Purchase Order number is coming from bill header.

Click on Find.

hdatching

Type

Supplier

Institute

Name |CPWD

Mumber |152

Site |NEW DELHI

Purchaze Order

Tax Registration |

Num | 15612400975 Release Line Shipment

Receipt Mum
Facking Slip
ltem
Supplier tem
Cantainar

Ship To Deliver To
Bill of Lading WayhilldAirkill
ltemn Desc Shipment ltem Desc
Praject li Task li
Categary

Receipt Date | |

Shipped Date R

Meed-By Dates -

( Cancel | I Clear | I Find )

“Match to Receipts” form opens up.
Check Match Box.

Cluick hMatch tatch

Click on Match Button as shown in figure
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Invoice Amount |[100.00
Line Total |100.00

hdatch  LIOK City Invoiced Unit Price | Match Amount Freight/tisc Receipt Mum Receipt Line Mum | Receipt Date Meed-By T
W Each 10 10 100.00 [ 15612500209 1 11-JUL-2013 06-JUL-2 |

T e

Purchase Order Receipt Quantity Associated Charges
UOM  Each UOM |Each Freight
Ordered 10 Billed 0 Misc
Shipped D Received |10
Unit Price 10 Returned 0
Payment Terms  Immecdiate Met Received |10
Freight Terms Accepted 0

Type Standard

Distributions |1

Wiew Receipt Distribute. . [revoice Ovariew | Match I

Once you click on Match Button then purchase order details will copied to bill form.
The DDO Assistant shall save the bill and the bill is created.

SR DR LEIDD S

Click on this icon to save.

| ICAR PENSION
Institute Bill Type FPengioner Mame | Supplier Mum || Supplier Site | Bill Date Maonth + PPO Bill Murmber File Re
. IARI - Indian Agricult = CPWD 162 MEYY DELHI 11-JUL-2013 11 768 T1-JUL

-

*

Wt 2 Lines 3 Holds 4 Wiew Payments 5 Scheduled Payments | B Wiew Prepayment Applications
Summary Amaunt Paid Status
ltems 100.00 MR 0.00 Status MNeeds Revalidation
Accounted Mo
Frepayments Applied Approval Required
Halds 3
Subtotal 100.00 Scheduled Payment Holds 0
Miscellaneous LSty
Total 100.00
Actions. .. 1 Quick hatch tlatch All Digtributions J

If the user wants to view the populated details, he can go to Lines and see the receipts number,
quantity received, etc.
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=

Institute Bill Type PO Murnber Yendor Nal Supplier Num || Supplier Site|Vendor Invoice D [Vendor Invoice Num | Bill Number Invoice Received Date by DDO | Currency | Bil Amount | [Pre
. IAR| - Indian Agricultt Standard 1561240097 |CPWD 162 MNEW DELHI |1-JUL-2013 1 7EE 11-JUL-2013 00:00:00 INR ‘ 100.00 r:
T [ D
1 General _ 3 Holds 4 Yiew Payments 5 Scheduled Payments B Wiew Prepayment Applications
Total
@ MNet 100.00
Num‘ Type ‘Amuum PO Number PO Re\easeHFO LIHE‘ PO Shipment | Match Basis |FO DISUIbuIIUﬂ‘ Receipt Numher ‘Rece\pt Lme‘ Quantity Invoiced ”UOM ‘ Unit Price || Description
1 Itern 100.00 (15612400978 2 1 Quantity 1 1 03] 1 10 Each |10 Office Equipmerts =
I ¥
[ Discandbinet | | Distibutions | | Alocetons )
( Quick Match ( Match ) ( All Digtributions )

Click on Actions...1 button.

(2] 1car

||Supp|ier MNum ”Supplier Site||Vendur Invoi”\a’endor Invoice Murm

||ill Number

Bill Type ”F'O Number||Vend0r Name
..l.gricultl ‘ dard

1551240097 | CPWD [162 INEW DELHI [11-JUL-2013 |1

768

I3

_ 2 Lines 3 Holds 4 %iew Payments 5 Scheduled Payments

*

B “iew Prepayment Applications

-

Summary Arnount Paid Status

ltermns 100.00 INR - |0.00
Prepayments Applied
Subtotal 100.00

Status |Needs Revalidation

Accounted |ND

Approval |Required

Halds 3

Scheduled Payment Holds |0

Miscellaneous ’— Description
Total 100.00

Actions.. 1 ( Cuick Match
Run ICAR Bill Report, take a Print and forward it to the DDO.

Go to section “How to Run Report” to learn about it.
Close the form and forward the bill file to the DDO for checking.
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S Invoice Warkbench (JARI Payable DD(

(2] car

HEIiII Type ”F'O Number”\»’endor MName ||Supp\ier MNum HSuppIier Site||Vend0r Invoi”\a’endor Irvoice Murn ||EIiII MNumber
B oicuts Standard 1561240097 [CPWD [162 [MEW DELHI [11-JuL-2013 |1 768 =
| | | | | | | | :
| | | | | | | | ’
| | | | | | | | 5
0 T | 3
1 General 2 Lines 3 Holds 4 %iew Fayments 4 Scheduled Payments B Wiew Prepayment Applications
Surmmary Armount Paid Status

Iterns 100.00 INR - |0.00 Status |Needs Revalidation

Accounted |N0

Prepayrments Applied ’— Approval |[HGEIEE
Holds 3
Subtotal |—1DDDD Scheduled Payment Holds ’D—

Miscellaneous l— Description
Tatal 100.00

[ Astions._ 1 ( Quick Match ( Match ) [ AlDistrbutions |

Business Process — Bill Creation Process without PO

Project MIS & FMS in Indian Council of Agricultural Research

Logged In As MB
Oracle Home Page

| Worklist . lavorites

| Fulltist: |
From Subject Sent
There are o ROtHcAtONS in this view.

Navigator

_ IARI Payable DDO Assistant | 1ART Payable DDO Assistant
(38 e Procesong

Diagnostics Logout Preferences Healp

Anoul this Page Privacy Statement

Navigation: CIFT Payable DDO Assistant-Bill Processing
The DDO assistant shall receive a bill file from the purchasing section which he shall use for

entering the bills
Following is the bill form.
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=

2 AR
Operating Unit Bill Type Mature of Gill PO Murnber Wendor Mame Supplier Murn || Supplier Site Narne “Wendor Invoice Date Wendor Invoice Murm

Bill Nurnher

1271 - Indian Agricult Standard

Select Nature of Bill Select vendor name Enter vendor invoice Enter Invoice number
] date
1 General 2 Lines 4 Yiew Payments B View
Summary Arnount Paid Status
Items INR |0.00 Status |Mewer alidated

Accounted \Unprocessed

Prepayments Applied Approval (Mot Required

Halds
Subtotal Scheduled Payment Holds
Miscellaneous Descrption
Total
Actions. 1 Match All Distributions J

Respective Institute’s name will be defaulted automatically.

Bill type-Click on the LOV’s button to select it from List of Values (LOV). It is showing various types
of Bills that can be created in system. .

Standard- It is used for creating a normal invoice, for creating a settlement invoice etc.

Credit Memo- It is used to give some credit to a vendor on receiving a credit memo.

Prepayment- It is used to create a bill for making an advance payment to vendor/employee.
Nature of Bill field — For reading this is detail, please see the section of “Nature of Bill Field”
Select the appropriate Nture of Bill.

£ ICAR O

Operating Unit Eill Type Mature of Bill PO Mumber “endor Mame Supplier Mum  |Supplier Site Name “endor Invoice Date
. IARI - Indian Agricultr Standard

Mature |Other Cthers

1 General

File Recewed Date
Surnrmary

Cancel Clear Help

Appraval Mot Reguired
Holds

ltems

Frepayments Applied

Subtotal Scheduled Payment Holds

. Description
Iiscellaneous i

Tatal

Vendor name- Enter the name of the vendor. You can search the name from the LOV’s attached.
Click on Ok to select.
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2 ICAR
Institute Eill Type PO Number Wendor Nai| Supplier Mum || Supplier Site | Wendor Invoir Yendor Invoice Mum Eill Mumber I

. AR - Indian Agricultr Standard

Trading Partner

Find|Caorporate Infotech Pyt Lid. %

P
Trading Partner Narne Supplier Mumber  Tazpayer 1D Tax Registration Number — Tax Type

m 2 Lines Corporate Infotech Pyt Lid 2
Surmrary
ltems

Prepayments Applied

Subtotal

e
Miscellaneous

Tatal Find Cancel

Guick Match tdatch All Distributions

Supplier number

It is the unique number assigned to every supplier by the system automatically.

On selecting the Vendor name, the supplier number will come automatically.

Supplier site-If the vendor has only one site, it will come automatically. If there are multiple sites of

a vendor than select the relevant supplier site

‘iorkbench {(ARI Payable DD

& 1cAR
Institute
. IAR] - Indian Agricult |Standard Carporate | E = |NEWY DELHI

Bill Type PO Mumber Wendor Mal|Supplier Mum || Supplier Site | %endor Invoit | Yendor Invoice Num Bill Murnber I

1]

L3

1 General 2 Lines 3 Holds 4 %iew Payments 5 Scheduled Payments B Yiew Prepayment Applications

Summary Amount Paid Status
ftems INR|0.00 Status |Mever Validated
Accounted Unprocessed
Frepayments Applied Approval Reguired
Holds
Subtotal Scheduled Payment Holds

. Description
Iiscellaneous P

Tatal

Quick Match Match All Distributions )

Vendor invoice date-Enter the date present on the vendor invoice. You can use the calendar
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=
- ICAR O
Institute Bill Type PO Number | Vendor Nai| Supplier Num || Supplier Site |Yendaor Invoir|Vendar Invoice Mur Bill Murnber Ire
B 4R - ndian Agricutt Standard Corporate | 2 MEYY DELHI =
July 2013 ¥t =
] 3
5 M T W T F S
1 General 2 Lines 2 Haolds 4 W o1 2 3 5 = & %iew Prepayment Applications
. 7 8 9 10 11 12 13
Surmmary Arnount Paid 415 16 17 18 19 20
ltems INR0.00 21 22 23 24 25 2% tus Mever Walidated
28 29 3 M 1 2 3 ted Unprocessed
Prepayments Applied 4 5 B 7 8 910 oval Reguired
04-JUL-2013 lolds
Subtotal
Cancel J it
Miscellaneous Description
Tatal
Cluick katch hatch All Distributions

Vendor invoice number-The system will give you the following message. Click on Cancel and enter
the invoice number as mentioned on the vendor invoice.

= -lolx
2 ICAR O
Institute Bill Type PO Number “vendaor Mal| Supplier Murm || Supplier Site | endor Imvoin| Wendar Invaice Mum Bill Murnber I
. IAR] - Indian Agricultr Standard Corporate | 2 MEW DELHI 04-JUL-2013 =

-

4 »

1 General 2 Lines 3 Halds 4 %iew Payments o Scheduled Fayments B Yiew Prepayment Applications

Summary Amount Paid Status

lterms INR 0,00
© Caution

Prepayments Applied

Subtotal

’ Description
Migcellaneous b

Tatal

CGluick hatch tdatch All Distributions

Bill amount- Enter the amount of invoice to be entered.
Also enter the date on which the invoice is received by the DDO/ DDO assistant in the field ‘Invoice

Received Date by DDO
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Warkbench (IAR]

2| 1cAR

1 Wendor Invoir|Yendor Invaice Num Bill Mumber Invoice Received Date by ODO | Currency Bill Amount Prepaid Amaunt Accountin
. 04-JUL-2013 |1 INR 50000.00 04-JUL-20 =
] »

1 General 2 Lines 3 Holds 4 %iew Payments 5 Scheduled Payments & Yiew Prepayment Applications
Summary Amount Paid Status
Iterns INR|0.00 Statug |Mever Validated

Frepayments Applied

Subtotal

Miscellaneous

Tatal

Accounted Unprocessed

Approval Reguired
Haolds

Scheduled Payment Holds

Desgcription

Cluick Match

tdatch

Al Distributions )

Payment Terms: Will be default.

Payment Method: It will always be default from the supplier level. However, at the time of creation
of bill, the user can change the payment method to the desired. For making the payment method

as Electronic, the user shall make sure that the Bank details are available.

o =Ialx
2 ICAR [}
Date Terms Payment Method Prepayment Type Settlement Date | Remit-To Supplier Man Remit-To Supplier Site|Rem
| B! Irnnedizte B

Find %

1

1 General 2 Lines

Surnmary

ltems

Payment Method

-

»
For Bills Payahle =

5 Echeduled Payments B Wiew Prepayment Applications

Prapayments Applisd

Subtotal

Miscellaneous
Total

Electronic —
a mernesn | 3
Status Never Validated
w % Accounted Unprocessed
Approval Required
Holds

Scheduled Payrment Holds

Description

Now, Click on Lines.
Line Type will be Item (automatic).
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Enter Amount and click on Distributions

= ICAR
+[Vendor lrvain Yendor Invoice Murm Bill Murnber Invoice Received Date by DDO || Currency Bill Arnount Prepaid Amount
. 04-JUL-2013 1 7562 IR 50000.00

0 R

1 General 2 Lines

=

Num | Type PO Nurmber

a0000

Amount

1 ltern

3 Holds

4 View Payments

5 Scheduled Payments B View Prepayment Applications

Accountin
04-JUL-20 =

-

»

Total

PO Release |PO Line ||PO Shipment ||Match Basis||PO Distribution || Receipt Number ||Receipt Line | Gu:

et

Digcard Line 1 |

Distributions | Allocations

-

=)

»

Fund type-

Cluick Match

atch

All Distributions )I

It means the source of funds from which the funds will be disbursed.
Select the appropriate fund type from the LOV’s attached. Whether the expenditure is from Grants,

deposit scheme, etc
Click OK.

g
Line Mumber 1

Line Description

Account

=3
Murn | Type Armount GL Date
l 1 ltem 50000.00 04-JUL-2013

Status  Never Validated
Accounted  Unprocessed
Account Description

Reverse 1

. [=]E7
Line Total 50000.00
Distribution Total | 50000.00

Asset Book Description

Institute 156
Fund Type
Scheme Code[ R
Account]
Division| Find|%
Future 1

Future 2/

Tax Distributions 502

IARI, FUSA WEW DELHI

Description

Plan Schemes

Plan Schemes - TSP

Plan Schemes - NEH

Mon Flan

MNon Plan AP Cess

Man Plan Schemes
Rewenue Receipts{IRGS)
StaffWWelfare Fund

Deposit Schemes - Domestic
Ceposit Schemes - Foreign
Rewalwing Schemes Flan
Rewolving Schemes AP Cess

Eind

Cancel

Help

If the Source of fund is Grants, select default scheme code. If the source of fund is other than Grants,
select the relevant scheme code from the list.
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B _lolx

Line Number 1 Line Total  A0000 00
Line Description Distribution Total 5000000
=
Mum | Type Amount GL Date Account Asset Book Description
-
l 1 Item 5000000 04-JUL-2013
= 3
Institute 156 IARI, PUSA MEW DELHI
Fund Type 101 Flan Schermes
Scheme Code

Account

Division Find|%

Future 1 0 -
SCHEME CODE Description =

Future 2 0 Diefault

EIRRAAL Mational Bureau of Plant Genetics Resources, Mew Delhi 3
11102 AICRF an Under Utilised Crops, Mew Delhi
11201 ISR, Wew Delhi + OBC In
11202 AICRF on Pesticides Residues, New Delhi NI
L Iz AICRP on Nematodes, New Delhi L4
11204 MRC Biotechnology Centre for Crop Science, Mew Delhi Preview
11205 Directorate of Maize Research, Mew Delhi
11206 AICRP on Maize, Mew Delhi
Account| | 11207 MCIPH, Nev Delhi
11208 Directorate of Floriculture, Mew Delhi
11208 AIGRP Flaricullure, New Delhi WView Receipt
- |/ nzm Metwark Programme on Ingect Biosysteratics (Part of IARD
11211 Metwark Progject on Transgenice (Part of MRC Plant Biotechnology)
11201 Central Rice Research Institute, Cuttack
11302 DRR, Hyderabad -
find Gorce

Account- Select the correct natural account from the list given.

It signifies the account in which the invoice should be accounted.

User can search for the required account by using % and finding it in the Find field.
This LOV contains all the accounts.

Division- It contains the names of the Regional Stations, KVK’s, State agriculture universities etc. If
the bill that is being created is related to any of them, then select the appropriate division and click
on OK.

Other two fields will be default always and user need not enter them.
Click on Ok and a budget message would come which will tell the availability of funds in that
particular fund type, Scheme code, Budget head, division.

\"j Budget Head-EQUIPMENTS, Budget Entered=3500000, Funds
Available with Institute = 2975355

Click on Ok and save the bill.

Close the distribution screen and note down automated generated unique bill number.

Now run ICAR Bill report and take a print of this report and forward the file to DDO for checking
purposes.

Process for Running ICAR Bill report is discussed in other section.
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Business Process — Bill Creation Process for Projects

Note: It is mandatory that budget for this project should be entered in the system. Only then will you
be able to carry out the below mentioned process:

In case of creation of bills related to a particular project, please follow the additional steps as shown
below at the LINES Level.

Select the Project number at the Lines Level for which the bill is to be made. As in below screenshot,
project number, PIMS/RPPI No and duration is visible

Select the Project number at the Lines Level for which the bill is to be made. As in below screenshot,
project number, PIMS/RPPI No and duration is visible

In Lines, select the correct Project number. Details of Project number and other expenditure details
shall come from the scientists only.

[=3
Operating Unit Bill Type PO Number || Mature of Bill Supplier Num ||%endor Name Supplier Site Mame “endor Invoice Date W
IASRI - Indian Agricull Standard Others. 3737 WAIBHAY ENTERPRISINEYY DELHIIASRI F1-MAY-2014 31
4
2 Lines
Total
( Net 100000 }
Irvvice Withholding Tax | Payment Withholding Ta}{| Project | Task Expenditure lterm Date | Expenditure Type | Expenditure Organizaho‘ Froject Quantity
100%
L Project Project Name Start Date Camp~
1000028 133410282 16-AUG-2013 18-FE
1000030 eI 0314 03-SEP-2013  31-Al tions
1000031 [:x10706 04-JAN-2014 1-D
Actions... 1 1000033 100124 01-APR-2007 stributions
-~ 1000034 [}x00125 01-JAN-2009 3-M. -
1000035 Qx0oo07 04-MAY-2009 3-MA
1000036 Q00014 20-APR-2009 3-m
1000037 0Xx00989 01-APR-2010 31-Mm,
1000038 001 266 01-JUN-2007
1000039 001269 18-FEB-2012
1000040 Qxx01270 01-0CT-2011 30-5
1000041 Q}H01271 18-FEB-2012 o
T 5

Once you select the Project Number and click on Ok, the following message shall appear showing
the name of the project

132



Vithholding Tax | Payrent Withholding Tax Project
1000032

The next field is Major category. Click on the list of value attached and select the category under
which the bill is to be made

Total —
=} [ Net 1000.00 J

[Payment Witholding Tax Project  Task | Expendture hom Date | Expenditure Tyge | Expunddure Organizatio Praject Guantity

1000032 . [31-pay-204

X

| | Task Namsa
Il Grants - Capial Grams - Capital

Grants - Balaries Grants - Salaries

Expenditure Item date will default from the bill date.
Select the Minor Category for which the budget has been entered.

However, while creating project related bills for a project, only those Major Category and Minor
Category values would be available in List of values under which client has allocated the budget in

his/her project .
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Tatal : -
( Met 1m:|£i_l_|

ing Tax Project Task | Expenditurs em Date | Expenditurs Type | Expenditurs Organizatia Project Quantity  Intercomgany Invaice Nam
1000032 | Gearils - Geners 31-MAY-2014 | | | I

Expenditure Tipe . Desediplan o
GAD-REM-Equip Vehicles & Oth Ganeral-Administraive Expenses-Repairs & Mairde,.  Cung
GAD-REM-Minor Walks General-Adminisiatve Expenses-Repairs & Mainde..  Cune
A0 R EM Office Build Genaral-Administralve Expenses-Repairs £ Mairde Cund
GAD-REM-Residential Build. General-Adminisratve Expenses-Repairs & Mainte...  Cume
GME-Gues! Houte Mair Generak-Mescellaneows Expendes-Guest House Ma

GME-Omer Hems (Falliw, St) General-Wiscellaneous Expenses-Other llems Fell..  Cund
GME-Omar Mescallanaous Ganeral-Omar Miscellangous Expenses Cune
OME-FPublitity S Exhibions Generak-Wiscellansous Expenses-Publiciy & Exhibl . Cume
GPO-Pansicn & Ofhes Genaral-Pansicn £ Othes Relirement Benfils Cund
GRO-Operational Expenses General-Research & Operabonal Expenses-Operali. . Cund
GRO-Reseanch Expendes General-Research & Opersbonal Expentes-Resea . Cumel]
?T.H-Dnmaam TATransiar GeneralTraveling Allwance- Domestic TATrangfe

Once you select the Minor category, the system will give you a message showing the budget and the
fund available in that minor category for that project.

2 Linas | Hald

[‘Tﬂld
mect Task | Expandture hem Date
00022 liGrants - Geners 31-MAY-2014

Quick Match

Click on Distribution.

The account shall automatically default from the minor category you select. You can change the
account in case you want .
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B0 ORGP L )RR LD R 2

1

=)
Murn |Typa Armount ||GL Date || Account |Aszat Book Dazcription
1 Item 100000 §31-MAY-2014 552 B01.19111 534004, 10003.00

19111
34004
10003
4
0l (0] 4 Cancel Combinations Clear
Unprocessed
LASRI, NEW DELHI.Deposit Schermes - Domesti, 12-45\ ~Plant Pathology-C.HRD - Domestic. Plant
Reverse 1 Tax Distributions Wiew B0 View §

NOTE: In case the Invoice Type is Prepayment, the account details shall not default from the
expenditure type and user will have to enter it manually.
NOTE: The budget amount will also get displayed when user will click on Action button (to validate

the bill).

Business Process — Advances to Employees

CIFT Payables Audit & Account->Bill Processing

Following Bill form will open.
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EI ICAR Employee
Institute Type Employee Emmployee Wendar Num | Employee Site Narme || Bill Received Date Irvoice Mumber Bill Mumk:

B 2R - indian Agricutn S

=

4 »
1 General 2 Lines 3 Holds 4 Yiew Payments 5 Scheduled Payments B Wiew Prepayrent Applications
Sumrmary Amount Paid Status
Iterns INR|0.00 Status Mever Walidated
Accounted Unprocessed
Prepayments Applied Approval Required
Halde
Subtotal Scheduled Payment Holds
D t
Miscellaneous L
Total

Quick Match Match ' All Distributions )

Institute name will always be defaulted as the respective institute
For giving an employee advance the DDO assistant shall use Bill type as ‘Prepayment’.

= M [=[ B3
£ ICAR Employee O
Institute Type Ermployee Ermployee Wendor Murn | Employee Site Name | Bill Received Date Irvgice Mumber Bill Nurnk
. IARI - Indian Agricult -
Find|% -
L Invoice Type Description J
1 General ?:a’:lan:ldemn i‘rael;?lah;“elr:zme 5 Scheduled Payments | B Wiew Prepayment Applications
Summary Dehit liemo Dehit hemo Status
Expense Report
LEIOER Frepayment Status Mever alidated
Retainage Release Accounted Unprocessed
Prepayments Applie Mk Mized bype invoica Approval Required
Holds
Subtota Scheduled Payment Holds
Miscellaneou il E Description
Tota| w Cancel
CQuick Match hatch All Distributions

Select the Employee name to whom the advance is to be given. The Employee vendor number will
come automatically.

For making an advance to an employee, the site shall always be taken as ‘HOME'.

The DDO assistant has to select ‘HOME’ for making employee advance of this nature.

Bill received date shall be the date on which DDO assistant receives the request file to process
employee advance.
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@ ICAR Ermployes

|Institute ||Type

”Employee ||Emp|oyee Yendar Mum ||Emp|oyee Site Marme ||EI\II Received Date Hlnvoice Murmber ||EIiII Murmk

.‘IARI - Indian Agricult |Prepaymem

|Ashish Sehra |86

HOME 22-JUL-2013

A e |

1 General

2 Lines

-

L3

3 Holds 4 Yiew Payments 5 Scheduled Payments B View Prepayment Applications

Summary

ltems
Prepayments Applied
Subtotal

Miscellaneous
Total

Amaount Paid

e oo

Status

Status ‘Never Yalidated

Accounted ‘Unprocessed

Approval ‘Required

Holds

Scheduled Payment Holds

Description

[ Quick Match ( Match ) [ AlDistibutions |

Enter the Invoice Number in the following format-Date-Employee Vendor Number as explained

below.

@ ICAR Employee

||Inv0ice Currency ||Eli|| Amaount

”Tax Amount”Tax Contral Amount”F’repaid Arnount ||GL Date

INR

:I Invoice Murnber |Eli|| Nurmber
B E ;

[22:JuL2013 =

10000.00 |
|

T 2 0

1 General

2 Lines

| | 5]
| 3

3 Holds 4 Yiew Payrments S Scheduled Payrments B View Prepayment Applications

Summary

ltemns
Prepayments Applied
Subtotal

Miscellaneous
Total

Amaount Paid Status

e oo

Status |NeverVaIidated

Accounted |Unprocessed

Appraval |Required

Holds [ |

Scheduled Payment Holds

Description

( Quick Match ( Match ) [ ANDistributions |

Now, Click on Lines.
Line Type will be Item (automatic).

Enter Amount and click on Distributions.
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= ICAR Employee

Institute Type Employee Employee Yendor Mum | Employee Site Name || Bill Received Date Irvoice Mumber Bill Mumk
. IARI - Indian Agricultt Prepayment Ashish Sehra 86 HOME 22-JUL-2013 22-JUL-2m3, 86 809 =

-

»

1 General 2 Lines 2 Holds 4 Yiew Payments 5 Scheduled Payments | B View Prepayment Applications

1

Tatal

=3 Met
MNum| | Type Amaount PO MNumber PO Release||PO Line| PO Shipment | Match Basis ||PO Distribution | Receipt Number | Receipt Line ||Gu:
1 ltem 10000 =

1

Discard Line 1 Distributions Allocations

Quick Match hatch J All Distributions J

hench (AR Employ

% ICAR Employee

Institute Type Employee Employee Vendaor Murm || Erployee Site Name | Bill Received Date Invaice Mumber Bill Mumk:
. AR - Indian Agriculti |[Prepayment Ashish Sehra (G5 HOME 22-JUL-2013 22-JUL-2013, 86 ﬂ =

-

3

1 General 2 Lines 3 Holds 4 Yiew Payments 5 Scheduled Payments B Yiew Prepayment Applications

Tatal

1

=

et 10000.00

Mum| | Type Arnount FO MNurmnber PO Release | PO Line | PO Shipment ||Match Basis |PO Distribution || Receipt Mumber | Receipt Line | Gu:
1 Itarm 10000.00 =

-

»

Discard Line Distributions Allocations
Quick katch tdateh l All Distributions J

Distributions form open up.
Enter the Amount in distributions.

In Distributions window, user will be entering the code combinations where the accounting of the
bill shall take place.

It is one of the crucial steps of bill creation, because the distribution will be deciding the impact of
the bill.

Institute name will come automatically once you click on the LOV button.

Select the relevant Fund type, Scheme code, Account and Division.

Save the bill and close the distributions screen.

A bill number will automatically get generated.

After this, the bill file will be forwarded to DDO
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Adjustment of Advances given to Employees

Employee shall take advance for incurring some expenditure only.

Once the expenditure is done, employee shall produce the details of the expenditure incurred along
with the supporting invoices.

Now, since payment was already being made to the employee, now the adjustment of the expense
bills shall be done.

The expense bills shall be applied against the paid, prepayment bill.

If there is some difference between the amount that was taken as advance and the amount of
expenditure incurred, that amount shall become the unspent amount.

That Unspent amount shall be recovered from the employee along with the Penal interest.

Create a bill for the expenses incurred by the employee against the advance taken.

Create a ‘Standard’ type bill.

Upon selecting the Employee name, a Pop up message will appear as shown below. It will give a
reminder that prepayments are available for application for this vendor. Click on ok and proceed.

2 ==

£ ICAR Employee O
Institute Type Employee Employee Yendor Mum ||[Employee Site NMame | |Invoice Received Date ||Invoice Mumber Bill Murnk

B 4R - indian Agricutty Standard

hshich Sehralls =

-

4 13

1 General 2 Lines 3 Holds 4 Yiew Payrments 5 Scheduled Payments B Yiew Prepayment Applications
Surmmary Amount Paid OLHE
ltems INR | 0.00 : APP-SQLAP-10146: 1 prepayments are available for application

to invoices for this supplier.
PGS Aot To apply or unapply prepayments, choose the Actions button
and enable the Apply/Unapply

Subtotal Prepayments check hox in the Invoice Actions window.

Miscellaneous
Total

The process for creation of bill shall be the same as bill creation process without PO.
Enter all the information in the distributions and save the bill.
Close the Distribution screen.
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Line Numbar |1

Ling Dazcnpticn

| AR

funliTs_Amint ELods e
1 [hem

" 10000.00 [13-AUG-2014

Stahes  Mever Valdatod

Accsunted Ungeocessod

Bevirse |

Click on Actions....1 button.

Az, T

Eile Gd2 Yiew Foider Toals Repors

HP® o 0a@

ors Windew Help

£ 1D M P
il

| of| 1caR

Oprsting Lina Bill Typa Nature of Bl
[Cotme

5 - nian Agnev ST

PO Nurnber

10000 00

Achions_. 1

Actout Descrptien WAR1,NEW DELHI Non Plan Difault Trava) - Teur Domostic Defauh Dafaul Dafaut

o 1

PO Relvage| PO Line |Project

Assol Book | Duscrptien Frsjact

55 201 00000, 523001 00000 0000 00000 | I

Distrbution Clags |Proview
Asancisted Chages |

LG ?

PO Number Vandor Nama Supplier Mum | Supglier Site Nama
- Ashish Sahrs XO¥  NEWDELML NEIAUGE
4 View Paymants rnls § Wiew Pregayment Applications.
et | 10000 05

age: Catvgny

\andor Imvnica Date | Vendor kwaice Nam | |Bil Number

oo Expintize baiDals Jl Epu.

Invoice Received C

abel 16017528

Mgt Dt

Maior Category | Minar Categery

[ masten

Al Distnbubeons |

Select the check box for application of the prepayment bill.

Click Ok.

0 ICAR Employee

|\nsmute HType

. AR - Indian Agricultl Standard

«
1 General 2 Ling|
Summary

ltems

Frepayments Applied

Subtotal

Miscellaneous
Total

Agtions... 1

“alidate

[“walidate Related Invoices

¢ il

Pay in Full

Create Accounting
® Draft
*Final
Final Post

[initiate Approval

Stop Approval Hald Mame

Release Holds Release Mame

Release Reason
Print Motice

Printer

Sender Name

Sender Title

Cance| J

PO Shipment | Match Basis | PO Distrkation | Receipt Line | B

_JOix
O
Date H\ﬂvuice Number ”Ehll Numk
1 g7 [
=5

nts B Wiew Prepayment Applications

tatus “alidated
nted Mo

roval Reguired
Holds O

Holds ©

tdatch All Distributions
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Following screen shall open.

It will show all the prepayments available for application, along with the amount available as well as
the details of the existing prepayment applications in the second half of the window.

Here prepayment number is the Invoice number of the prepayment bills.

These prepayment invoices can be used to apply them on an unpaid bill.

Check the box ‘Apply’ to apply the prepayment on the selected bill.

Click on the ‘Apply/Unapply’ button to apply.

Invoice Amount 10000.00
Invoice Amount Unpaid 10000.00
[ | Prepayment Prepayment Line Amount of
Apply on Invoice Amount To Apply GL Date Nurnber Nurm Amount Available  Included Tax Site Print
1 v 10000.00 13-AUG-2014 [abe | 10000.00 MEW DELHI El
Description ¢ FO Num
Receipt Num
Existing Prepayment Applications
Unapply Iterm Armount Applied Tax Amount Applied GL Date Prepayrment Nurnber Invoice Line Murn Site
Description PO Num
Receipt Num
Distrilute Iwice Overview ‘ ApplyUnapply

Upon saving the available amount will get reduced by the amount of application and only balance
shall be available for any further application.

This will take the details of the prepayment in the lower section of the window, with the name
‘Existing Prepayment application’.

O Appidlinapoly Frépayments (AR Farable DDO AzsiEtanD - AR - WMdian Agricultural Resaarch Inslitule, abdl, Ashish Sahra

Irwoice Amount 0 (X
Irmoice Amourt Unpaid 0.00 ==
. Pregayment Prepayment Lirea. Amount of F201
Apply an Irvoice Arnound Ta Apply  GL Date Murnbie Mum Arnnund Awilable Inchuded Tae Site Prnt
Dazcription PO Mur
Receipt Murn
ity
Existing Propayment Applications
Unapply Item Armount Applied Tax Amourd Applied GL Date Prepayment Mumbar Invosce Line Mum Site.
W, RLULIRTE] 13AUGANSE jabe 1 INEW DELHI ~
Descuption (€ PO Nurn
Recaipt Murm
Irrvgice Overiew Applylinapply )

Similarly, if some mistake is done, then click on the ‘Apply/Unapply’ button and it will undo the
application done before.
After, applying or unapplying the payment, close the screen of Apply/Unapply prepayments.
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The status of the bill shall change as ‘amount paid’.

3| ican
Oiparating Linit Bl Typs Hatirn of Bll PO} Number “andor Name Suppher Num | Supplier Site Name Vandar Invoice Diate | Vendos [waice Mum | Bill Number Invoica Recarad Data | Bl Amou
l LA - Bdian Agnoult SR |Cither WAshish Sehea R02G NEW DELHI 13-ALG-2014 b 16017528 {E 2014 00.00.0C 06—
| 1Geest | 2 Lines o1 £ igw Payments 5 Soliedaled Barrenls G View Prepayment Apphcations
Sumenary Amaunt Paid Statut
Ry 10000 00 INg - [{0000 00 Status [Neods Revalidation
Accounted [No
Prepayments Apphod 10000 00 Approeal Mot Reguird
Helds [0
Subtetal 000 Schedulad Payment Huds 1
Miscellansous Doy
Tetal 0w
| Agtions.. 1 A Mitc (s )| A istrbion

In lines, a negative line will be reflected with the type as ‘Prepayment’ reflecting the fact that
prepayment has been applied on this bill.

= IcAR
Oparating Unit Bl Type Nature of Ell PO Murnber Vardor Name Suppher Num | Suppher Site Name Wendos Ivoice Date | Vendor Imorce Nam || Bi Nusber trroice Recered Date | Bill Amou
[ 125 - bndian Agricult Standard |Piher Ashish Sehra wiv) NEW DELHI 13-ALIG-2014 ahc 15017620 13-ALIG-2014 00000 1™

1Gewral | 2 Lines i 4 VewPaymens 5 Sl Pt < Ve Propayment Agplcatien;

Tatal
B3| icar Mot 10000 00
Mum Type | Amount PO Number | PO Redease | PO Ling | Project Majoe Category | Minor Category Experditiey om Date | Expenditue Cuganizatio PO Shipment | Match Basis | PO Distribation | Receipt Line | Rocegt Mumb
B rem 1000000 .
2 [Prapaym 000
3 [Prepuyrn 1000003
Distribubions | Allocations )
Actians 1 Mater ( fat ) Al Diistibutions

Click on ‘View prepayment application’ tab to view all the details of the prepayment application on
this bill.
He shall now validate the bill and initiate the approval, in the regular manner.

2 IGAR
Operaling Unit Bl Type Nt of Bl PO Nurnbes Vendor Name Suppher Num | Supgiber Site Name Vendor knvoice Diste Vendor Invce Num Bl Nurmber Imvice Recewved Date | Bl Amou
I 451 - tndian Agiiculy Stanidard |Cther, Ashish Sehea 26029 NEW DELH 13AUG-2014 abic! 15017528 [134056-2014 000000 "
1 General 2 Lines Ll A Vigw Faymants st | Vimw Prapayment Applications.|
Amount Applied GLDOste  Prepayment Mumber Prepayment Line Number  Supplier Sate
. RN 13 G201 [abe 1 Ashigh Suhea NEW DELHI
Doscription |© PO Murn
Racegt Mum
—
Agtong. 1 e, Wt | ut _} AN Distpbutions:
I ]



Adjustment of bill where the expenditure is less than the advance

e The amount of excess advance taken by the employee, for incurring expenditure, shall be
recovered from the employee.

e Since employee took an excess advance than the requirement, a penal interest shall also be
collected from the employee along with the unspent amount.

e A standard bill shall be created for recovering unspent amount and then application shall be done.

e This recovery shall be done from the AP module and the Penal interest amount shall be routed from
AR module.

Creation of Recovery Bill

Create a standard bill.. Let us take an example that advance is 10000 and the expense is 8000.
First the cashier will create a standard bill of Rs 2000 .
In the lines, the cashier will. Enter an amount of 2000

© Ivobca Workbench (1AFR1 Favable D00 Assistaot HED
ICAR
1 Site Name ‘Wandor invoice Date | Vendor invesce Num || Bill Number Imece Recened Date | Edl Amount | Descrption Currency Payment Curr | Functional Cusrency |Functions! Ciar Amaunt Accounting Dat
ELHI 13-ALG-2014 1 S075E 13AUG-201 4 O0HO0HE 200,00 INR 1 MR 13AUG201E =
Gengral 2 Linus 4 Voww Payments 6 Vi Propayment Applicaliong
Tenal
B IcAR et 1200000
Num Type | Amount PO Number PO Release] PO Line | Project Mapes Calegary| Minor Calegory Expendilues Rem Date | Expendure Organizaba PO Shipment | Match Bass | PO Drstobation | Receipt Line | Recespt Nurnb
200000
Digeard Ling 1 Qistributions |
Ag \ Match J ristibe

Enter the distribution level information. Click on OK and save the bill.
Close the Distributions screen.

Now the cashier will forward the bill file to DDO Assistant for further processing.

DDO Assistant shall open the same bill and change the bill amount to 10000.
At lines level as well, he will change the amount to 10000.
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|
| (= can
MName Suppher Num .Swgller&le Mame Wendor Imorce Dile | Vendos Invoice Murn || Bill Murriber Irwoice Recened Date B Amourt Descoption Currency Payment Curr Functionsl Curreney
| B e INEW DELHI 13-ALG-2014 [abet [15017520 13.ALG-2014 00000 1000000 | [INR = ] =
4
1 Genaral 3 Helde 4 View Paymants £ Sehoduial Phyimatie | G VIW
: Total -
o icar Mot 12000.00
Mum| Types Amount PO Numboe PO Releass PO Ling | Projoct Mager Categosy | Minor Categary Expenditure Bom Date | Expanditure Organizatio PO Shipmant | Match Basis PO Distritutian| Rocaipt Ling | Racaipt Numb
1 [item oo oo | | | |
Digcaed Line 1 | Distributions | I albeations )
Aglionz... | ek Match ek Al Distpbations - |
[

At Distribution level, DDO Assistant shall add another line of 8000 and will take account as the

relevant expenditure account.
After this save the bill.

| Line Mumber | Ling Total (1000000
| Line Descrgtion Digtribution Total 1000000
2] A =
Hum | Type | Amount 6L Date |Account Asset Book | Description Froject
1 fem 2000.00 (124062014 165.000.00000. 121851 00000, 00000 00000 | l
1z |rem 800000 [13-AUG-2014 158, 201 00000 523001 00000, K000, 0000

Status [Novir Validated Dustribution Class |[Proview

Accounted [Unproceszed

Agsociated Charges
Beroumd Razrrinkinn AR NEW NIFLHE N Plan Dalad® Traed - Toos Pamatic Datas Dafaolt Datail

Click on Action. and apply the bill against the advance of 10000.
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AL Check the box 200452 Amount l
o “Apply’ available for - 0

application

Prepayment | il fgie o

number Jmoice Dateendor lwaice Nun | Bil Bumber hwaice Receied Date | Bill Aoy
I Preparment Fregarm, ; Amoure of 14 b 01755 FAUG- 014 00

Al on hvnice AmortToAply G Dae  fymber am Amourd gAlable  Inchded Tay Site Prim

[i W00 134G Jabe | 10000.00 N [E -

Descrigtion ¢ PO Humn
Recept Hum
Existing Prepaymeat Applicatioes

Linapply It Armount Applied Tat Arount Agpled B Cata Preggmart Humber Imaice L fm ~ Sike

Click on
*Apply/Unapply”’
button

[escrption PO Hum
Peceyt Murn

Distrbute Imgice Overdew ApplyUnzgply

Now the DDO Assistant shall forward the bill to DDO for further processing

Business Process- Petty Cash system

e Petty Cash system is the system in which an advance shall be given to the petty cashier for
meeting day-to-day petty expenses.

e Petty cashier does all the expenses out of that advance amount and takes the recoupment
for the expenses incurred.

Bill Creation for Petty cash Advance

A prepayment bill shall be created for giving a petty cash advance.

Select “Drawing Disbursing Officer (DDO)” and Supplier Number “3719” will come automatically.
For making an advance to petty cashier, site shall always be taken as ‘Division Name’.

The DDO assistant has to select ‘Division’ from list of values for making an advance to petty cashier.
Bill received date shall be the date on which DDO assistant receives the request file to process
advance for imprest.
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O Inynice Workberch (AR Paysble O

Vendor name: Drawing Select site as Drvision ; }
Tvpe as Prepayment Disbursine Officer (DDO) N Bill received date
& Ican
Operating Uric |Bil Type Mature of Gill | PO Mumbar |\.-'9m10l Mama Suppliar Nun | Suppliar Site Mama |\,f9nﬂor Invoice Data | endor Irvoice Mum | Bill Numbar
1R - intian dggicuin Frepaprnm Othr. | |- Drstaing Dichursing On 3710 lagRicUTURE ECON 12:5EP 2014 la.5er.2011 |

1 General | 2 Lines 1 Haldz | A View Payments 5 Scheduled Paymenis § Yiew Prepayrnent Applications

Summary Amount Paid Stlus
lams | MR bm Sfatug |rdzuer “alidated
Accaunted |Unprocessed
Frapayments Agplied | Agpraal [Not Reguired

Holds |

Subtedal Schedled Payment Holds |

Miscellaneous Desenpion
Total

Enter the Invoice Number in the following format: PC-Date-Employee Name as explained below.
Enter the bill amount in the header as well as in the lines and click on distributions.

Enter Bill amo /mjjgm Description —

e Date |VendurlmuN Hury Bill Murnber Irrnice Received Datel Eill Amourﬂ Descnmlun | Currancy Payrmeni Cur |Func’rmnal Cumency |Func1|0nal Cur rlmnum"Acc,u
[ | PC-19.5EP-2014-Lad 15017639 [19-5EP2002 000000 1000000 Imprest Acheznce [G] IR R 1251

| | | | |
————— | -

Invoice Nu.mb-er

1 Genaral 1 Linag|

[ can

urn -Type |..\l.m0un

Enter the 4 Viaw Paymers 5 Echedulad Payments B View Prepaymeni 4pplications

amount 1 the
lines et

PO Mumbar PO Reluasn| PO Ling | Project Major Category |h-'|innr Catagory |E ditura Ham Date | Expenditure Qrganizatio PO Shipmard | Maich Bagis PO

F L2

Now click on

| | | | |
| | | | |
[ | [ the distributions | |
| | | | |
| | | | |

button

I Digcard Ling 1 | Dlistributions | Allocations
[ Ains. 1| | QuickMach [ Watoh ) [ AlDistibuions |

Distributions form open up with defaulted values in the Amount and Account field.
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Line Mumber |1 Line Total |10000.00
Line Description Disttibution Total |10000.00
@ 2
MNurn | Type Amount GL Date Account Asset Book Description
l 1 Iterm 10000.00 23-JUL-2013 w
O e [ y =
Status |Mever Validated Distribution Class Preview
Accounted |Unprocessed Associated Charges
Account Description [IARI, PUSA MNEWY DELHL Mon Plan. Default. Petty Cash Advance. Default. Default. Default
Reverse 1 Tax Distributions “iewy BO “iew Receipt

Save the bill and close the distributions screen.

A bill number will automatically get generated.

Run the “Bill Report” for the bill number as explained before. (View = Requests = Submit a new
Request = Single Request—=>0OK—> ICAR Bill Report =2 Bill Number = Submit 2 No—>Find=> View
Output)

Take Print out of bill report and attach with manual documents.

Now forward the bill file to the DDO for further actions.

tkbench (AR Employee

gl ICAR Employee

Type Employee Employee Yendor Num | Employee Site Mame | Bill Received Date Invoice Mumber Bill Mumber
.1 Agricultt Prepayment Anil Kumar 7B OFFICE 23-JUL-2013 PC-23-IUL13-76 E =
0 e | 3
1 General 2 Lines 3 Haolds A %fiew Payments 5 Scheduled Payments B View Prepayment Applications
Summary Amount Paid Status
ltems 10000.00 INR|0.00 Status Unvalidated
Accounted Mo
Prepayments Applied Appraval Required
Halds O
Subtotal 10000.00 Scheduled Payment Holds 0
Miscellaneous Description
Tatal 10000.00
Actions... 1 Cluick hatch Idatch l All Distributions )I
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How To Run Bill Report

Navigation

CIFT Payables Audit & Accounts—> Bill Processing

LD 25 1%

Functions

Bill Processing

Bill Processing Top Ten List

o [% [0 [®

View > Requests 2 Submit a new Request
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Single Request—>0OK—> ICAR Bill Report = Bill Number - OK->Submit>NO->Find

. Cracle Applications

mit

ICAR Bill Report

- American English

pletion. ..

(

ICAR Bill Report

=il noprint

Help (C)

Click Refresh Data until the Phase is Completed

"

Help

Language Settings... Debug Options
Sl As Soon as Possible

| Output Files CLRLLY 18001452

MNarme

][IC.AR Budget - Funds Ing

Completed

&

2021, 50374, 1, 506, 506, 2, X

][DQM Serial Sync Index F| Completed ][Normal
|ICAR Purchase Requisitit Completed  |Normal 221, 50618100049, , ,
|ICAR_PAYSLIP_FORM_P Completed  |Normal . - 011585, JAN2017, , , ,

|DQM Serial Sync Index F| Completed |Normal

Click View Output to view the output of the bill created
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Creation of Cheque Series in ERP
Login to ERP

Navigator

Personalize
[ CIFT Asset BANK Accounts
[ CIFT DDO Payroll Access ™ EEfxasmmn ‘

] CIFT Employee Self Service

] CIFT Establishment & Personnel Section
|_] CIFT General Ledger

[ CIFT HRMS View Only

[ CIFT Payables Audit & Account

[ CIFT Payment Section

[ CIFT Projects

[ aFr Purchasing Requisitioner

[ CIFT Receivables Audit & Accounts
| | Define Cheque Series

] EMS ADMIN

Click Define Cheque Series Responsibility
Click Bank Account

Manage Bank Accounts

Bank Accounts

Simple Scarch
| Advanued Searth |
*mmlml Hame |Gll - Altermate Account Name 4
Short Account Hame | ACCOURE Name Account Bumber  Alternate Account Bame Short Account Name Currancy 1egal Entity
CIFT - 10569078336 10569078338 iR CIFT
Account OWNET [ erry ok NAIP Al - 30316827851 30316827951 MR CFT
' Bank Name | CITT DDO Cash Dook CIFT DDO Cash Dock TR T
| Go || Clear Al a 1-1
Selecl Aount Name AILETTIALE ALLUUNL i DIUTL ALLUGIIL Hdiile: ALLUUIIL MUmuer BT i Bank Number Branch Name Branch Humber

No search conducted.

A new Window will open
Search by Account Name and Click Go

arsa b s T T .
Bank Accounts

simple Search

Account Hame | CIFT - 10589078336 4 Alernate Account Name 4
Short Account Name 4, Account Humbser
Account Cwiner A Currency -
Bank Name &, Branch Name 2,
_1:.4_1_‘ L Chear All _‘
Select Account| Manage Payment Documents
Select Account Hame Alternate Account Name Short Account Hame Account Number Hank Name Bank Number Branch Name Branch Number
B |G - 1059507533 10586070336 =tate pank of India WILLINGOON ISLAND IR
L3}

Select the account and Click Manage Payment Documents button

A new window will open with the existing Series
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Manage Bank Accounts

Manage Bank Accounts =

Bayment [
Bank Name State Bank of Indla Account Name  CIFT - 10589078336
Branch Hame W LTHGDON TSLAND BRANCH Account Humber 10589078336
Country INR Currency Hame  Indian Rupes
avious | 1-10 (=] Next 40 (@
Hame Paper Stock Type Format Status Skipped Documents Update
Cheque Series : 711801 to 711900 Blank Stock Standard Check Format Acthve a »
Cheque Series 841801 to 841900 Blank Stock Standard Check Format Acthve ﬂ .
Cheque 564201-564300 Blank Stock Standard Check Format Active & >
Chegue Series 7R4001-784100 Alank Stock Standard Check Format Acthe 3 .
2014-15 Fleclionic Series Blank Stock Standard Check Format (Stub After Payment) Acthr & »
Cheque Series 609601 - 605700 Blank Stock Standard Check Format Active & »
Cheque Series 899301 - 899400 Hlank Stock Standard Check Format Actre & »
cheque series I46776-346875 Blank Stock Standard Check Format Acthr & >
J0E5-16 Elactronic Series Hiank Stock standard Chack Format (Stub After Faymant) Actwa &
cheque sernes 127826-127925 Hlank Stock Standard Check Format Active = .
Create s[110 =] Meg 10 G
amien b Insaenal Bank Sreninte

Click Create Button

Manage Bank Accounts > Payment Documents >
Create Payment Document

Cance] Apply
Bank Name State Bank of India

Branch Name WILLINGDON ISLAND BRANCH Account Number 10589078336

Country
* Indicates required field
Document Information
* Name
* Paper Stock Type
Number of Lines per Stub

Cheque Series : 100201
Blank Stock j

[Tl attached Remittance Stub

Number of Setup Documents
= Format

* Payment Document Category

* First Available Document Number
Last Available Document Humber

Standard Check Format.|
CIFT_INV =

100201
100300

Account Name  CIFT - 10589078336 '

Currency Indian Rupee

12l Checkbooks
Additional Information

Context Value [ =]
Cancel Apply

Enter Name of the Cheque Series

Select Paper Stock Type as Blank Stock

Select Format as Standard Check Format

Select Payment Document Category as CIFT_INV

Type First Available Document Number and Last Available Document Number

Click Apply

151



Manage Bank Accounts

Manage Bank Accounts >

|4 Confirmation
Cheque Series : 100201 to 100300 was created. ‘

Payment Documents

Bank Name State Bank of India
Branch Name WILLINGDON ISLAND BRANCH

Country THR
Create

Name Paper Stock Type Format

Cheque Series : 711801 to 711900 Blank Stock Standard Check Format

Cheque Series 841801 to 841900 Blank Stock Standard Check Format

Cheque 564201-564300 Blank Stock Standard Check Format

Cheque Series 784001-784100 Blank Stock Standard Check Format

2014-15 Electronic Series Blank Stock Standard Check Format (Stub After Payment)
Cheque Series 609601 - 609700 Blank Stock Standard Check Format

Cheque Series 899301 - 899400 Blank Stock Standard Check Format

cheque series 346776-346875 Blank Stock Standard Check Format

2015-16 Electronic Series Blank Stock Standard Check Format (Stub After Payment)
cheque series 127826-127925 Blank Stock Standard Check Format

A Confirmation Message will be shown

Account Name
Account Number
Currency Name

Status
Active

Active
Active
Active
Active
Active
Active
Active
Active

Active

CIFT - 10589078336

9 Previous [1-10 =] Next10 &

skipped Documents Update
7
7
7
s
7
s
7
2 z
] 7
s
<) Previous m Next 10 (2

T e e .

Manage Bank Accounts >
Payment Documents

Bank Name  State Bank of India
Bremch Name  WILLINGDON ISLAND BRANCH

Country  INR
[Create] |

Havme Paper Stock Type Format

Cheue Serles 257076 - 257175 Olank Stock Standard Check Format

Cheue Serles 712776 - 712800 Blank Stock Standard Check Format

Cheue Serles 774651 - 774750 Blank Stock Standard Check Format

CHQ SERIES 695576-695675 Blank Stock Standard Check Format

CHOE 635226-635250 Blank Stock Standard Check Format

2017-18 Clectronic series lank Stock Standard Chedk Format (Stub After Payment)
Cheque Series @ 100201 to 100300 ‘ Dlank Stock Standard Chedk Format

You can Update the cheque series by clicking the Update Icon
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105089078336
Currency Hame  Indian Rupes

Account Number

O Frevious 10 | 41-47 of 47 = 1

skipped Documents update
o 7
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° P
) 7
o s

E,



ERP TRAINING MANUAL

Payments
Audit Section

Prepared by

Anilkumar P P
Joshy C. G
Shyla N C



Login to ERP
Validation of already created Bills
HNavigator

Payments

Personalize

7 CIFT Asset

£ CIFT DDO Payroll Access

3 CIFT Emplovee Self Service

7 CIFT Establishment & Personnel Section
£ CIFT General Ledger

£ CIFT HRMS View Only

[ CIFT Payables Audit &A{munt‘
£ CIFT Payment Section

£ CIFT Projects

CJarr Purchasing Reguisitioner

3 CIFT Receivables Audit & Accounts

7 Define Cheque Series

£ FMs ADMIN

£ ICAR Transfer

[J VENDOR CREATION

Oracle Application opens up a new window.
Click the Search % Icon to search for a bill.

CIFT Payables Audit & Account
Bill Processing

(HZPO G HVSP REDE L LDIPE?

(2] car
|Operatmg Unit | Bill Type ”Nature of Bill ||F'O Murnber H\/’endori‘ Etnp Narne ||\/end0rf’Emp “endor Kurm H\/endor;‘ Ermp Site H@
.‘CIFT— Central Institu [EEREL |—‘ ‘ | | | ,7
\ \ \ \ | | | [
\ \ \ \ | | | [
\ \ \ \ | | | [
A e e e GO |
1 General 2 Lines 3 Holds 4 Wiew Payrents 5 Scheduled Payrments 6 Yiew Prepayment Applications
Sumrnary Armount Paid Status
fterms W 0.00 Status Never Walidated
Accounted Unprocessed
Prepayments Applied Approval Mot Required
Holds
Subtotal Scheduled Payment Holds
Miscellaneous Descrption
Total
Actions. _ 1 (" Quick Match ( tach ) [ A Distibutions

Enter the Bill Number in the new window and click Find
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HY O

58869

€ DRI LED 2%

D

= ICAR
g r— e Trading Partner N
erating Lnit i = =l
P g ¥p Mame
CIFT - Central Institu. Standar -
. Supplier Site Taxpayer 1D
PO Nurn PO Shipment: -
Irvoice
MNumber Terms: -
4
Type ~ Pay Group: -
1 General Amounts Invaice Batch
Dates Currency
Surmmary
Irwoice Status
ltems .
Status = Accounting =
. Approval ~ Payment ~
Prepayments Applied PP ¥
Youcher Audit Holds
-
Subtotal Sizilue
Marne
’Bill MNumber Reason
Miscellaneous
Total Calculate Balance Owed. . J Clear )I WS Find
The Bill will open will all the details and the Amount
=
L ICAR v °
Operating Unit Bill Type Nature of Bill PO Number [alidate Related Invoices p Site Invoices Bill Date Invoices File
. CIFT - Central Institu| Standard Other [l Cancel Invices 07-JUL-2017 CB2BPLIT
[ Apply/Unapply Prepayment
Pay in Full
Create Accounting
Al * Draft
1 General 2 Lines 3 Holds 4 View Pal Fingl
Final Post
Summary Amount Paid
Iterns 51842.00 INR 0.00
Hold Mame
Prepayments Applied Releage Holds Release Mame
Release Reason
Sliiie s1842.00 [ Print Motice
Printer
Sender MName
Miscellaneaus Sandsr Title
Total 5184200

-

Actions... 1

Cancel J

Click Actions... 1 Button
Click Validate Check mark and OK Button.
Note : If the bill has TDS amount Click the check mark on Validate Related Invoices along

with Validate .
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] AR

‘Operahng Unit Mature of Bill PO Murnber “endor / Ermp Marme “endor / Emp YVendar Nurm “endor / Emp Site Irvenices Bill Date Irvenices File
. CIFT - Central Institu [SEHEER Cther.. Security Guards Boards for Brihan b 32884 IMDIA 07-JuL2m7 CB/2B/PLAT.
A 2 A e e B ey el |
':ifGénaral 2 Lines 3 Holds 4 View Payments 5 Scheduled Payments B iew Prepayment Applications
Summary Amount Paid Status
tems | 51842.00 R 000 ‘ Status [Validated
INR  |0.00 Accounted |No
Prepayments Applied Approval [Not Reguired
Holds |0
Subtotal 51842.00 Scheduled Payment Holds |0

You can see the status is now changed to Validated.

Go to the CIFT Payments Responsibility

Click the Show Navigator &3 icon and then the Switch Responsibility o Icon

cile Edit “iew Falder Tools Reports Actions YWindow Help

wa

BYO GoBSP ARADDE A ALETDIIHE?

=

|Operating Unit ||Eli|| Type ||Nature of Bill ||F'O MNurmber ||\.”endur.-r Ernp MN:
P(CFT- Central Institu BB | |
| |
| |
| |

1

1 General l 2 Lines 3 Holds 4 “iew Payments 5 Sct

Surmrmary Arnount Paid Status

tems | INR | j0.00

Prepayments Applied |
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Documents

Functions

Bill Frocessing

Bill Pror

nsibilities

Find %

Fesponsibility
CIFT Asset
CIFT DDO Payroll Access
CIFT Employee Self Service
CIFT Establishment & Personnel Section
CIFT General Ledger
CIFT HRMS Yiew Only
CIFT Payahles Audit & Account
FT P: nt ion
CIFT Projects
CIFT Purchasing Reguisitioner
CIFT Receivables Audit & Accounts
Cefine Chegue Series
FMS ADMIMN
ICAR Transfer
WENDOR CREATION

[ Find

Cancel

Select CIFT Payment Section and click OK.

(HEY0 GBS P R D EH LD 5]

| Functons | Documents

Payments

FPayments
+ Bills
+ EFT Payment

Top Ten List

( COpen

Select Payments and click Open.
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2 IcaR
Type | Institute
B cuick  CIFT- Central Institute ¢

Mame|Vendor/Empl Site

ndorEmpl

Find|%

Trading Parner

7 . Industrial Security Services

Mis. Rakshana Industrial Security & Investigation 3
PA Star Security Services

Mg Care Security and Allied Services

Protection Group Security Services

Mfs. Accord Seeurity & Allied Services (P) Ltd

his. Care Security & Allied Services

Care Security & Allied Services

hifs. Universal Security Services

Number

Description

Supplier Murm

67512
27022
24562
16915
575692
81289
38075
10222
32547

Taxpayer (D

Vendor/Employee Address

Tax Registration Num  Active

A

Payment Date | Payment Amount

Payrmer

PAYABL
PAYABL
PAYABL
FPAYABL
PAYABL
PAYABL
FPAYABL
PAYABL
PAYABL

Search and Select the Vendor/Employee Name and the Payment Date.

2
2 ICAR
Payment Date Payrent Amount | Payment Currency Functional Amaount
B 28-JUL2017 MR

Number Date

Functional Currency

INR

Amount GL Date

Bank Account

Payment Method
CIFT - 105890783 Electronic

Find|201%

Mame

2016-17 Electronic s
2014-15 Electronic 5.
2015-16 Electronic 5

Faper Stock Type

Blank Stock
Blank Stock
EBlank Stock

Format

16
Standard Che:
Standard Che:
Standard Che:

Select the Bank Account, Payment Method and Payment Document

Click on Actions ... 1 Button

Payrment Document

Payment Curre

Payment Amount

Invaice
Mumber

Payment
Amount

Find|CB26/P L1 7-18/Mum dated 06-06-2017%

. Inyoi

Murnber

Py Alone

Search the Invoice Number.

Note : Only the validated Invoice Number will be listed under the selected Vendor Number.

Total
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Payment Number  Amount Remaining

= =] £3

bnt Hu| Payment Process Profile

Document Category

ICAR_ELECTRONIC_PAYMENT CIFT - PAYMENTS

yrment

iscount Availa

mount | ]

|Remit-to Account
315801010029316

Wl




O Bedire! Irvmicos (CIFT Paymunl Beclion) - CIFT - Cenlral Instibule of Fishories Tochnalogy, 514, Secunby Gaards Boards for Bril M = B
Paymon Anmount bt ol [Brapment Prociess Bt Document Category Humedlo Account | Vol
Toial SiB4z00 ICAR_ELECTRONIC_FAYMENT CIFT - PAYMENTS AERINOEE1E
=
Invoice
Nurnber Ll
| EEEEEE CREN
Payment
. Armount [ ]
Interest Irvoice
r Al Phanians ] =

Paymont Amount Paymard Docurmant ChaguaFaymant Nu| Payment Process Profie Docurs
Total BB 2017-18 Elgetronic serie 514 ICAR_ELECTRONC_PAYMENT CIFT -
=) F017-18 Electronic sorie 515 ICAR_ELECTRONK_PAYMENT CIFT -
2017-18 Electronic serie 516 ICAR_ELECTRONC_PAYMENT CIFT -
Invoice Paymert B Elactieiic te5e 5 STEOME PAYMENT ©
. i el ( 2017-18 Electeonic serin 517 IEAR_ELECTROMIC_PAYMENT CIFT-
CB 5871718 1842782 (0 15 (=
| e ars] [ 3204.00} 18
Payment
" Aot | ]
Interes Iroosce
| Inashic & Mhsrdsw ] e
|
© Bibit lrmvnic s (GIFT Pagmiel Sl - GIFT - Comlral livslilub of Eiabisiies Tochnalogy anwing Diskimsing Ofcer oD E B
Payment Amourt Payment Document ChequePayment My Payment Process Profile Docume
Toil J37E00 201718 Electronic sare 514 [CAR_ELECTRONIC_PAYMENT CIFT- 7
v 21718 Electrone sene 515 IGAR_ELECTROMIC_BAYMENT CIFT - B
. 2017-10 Elecironic sere 516 ICAR_ELECTROMIC_PAYMENT CIFT- R
il pRras; 18718 Elactrane ser 517 IGAR_ELECTRONIC_BAYMENT CIFT - £
Nurnbe Armount I
TR | e ] 2017-18 Elsctranic sarie 518 IGAR_ELECTRONIC_PAYMENT CIFT- F
l CBLAIABLNAIF/ 15000.00 18 Cheua Series 070201 - [67S227 ICAR_Chague PAYMENTS CIFT- R
G Mo SE6N1 17 00 e
MIE 11t 145500 5 Fayrnent
I .-wa 12002017-1¢ 305 00} 18 Amount [ ]
Interest kvnice
I [ — )]

After Adding all the Vendor Numbers and the associated Invoice Numbers Click on Save @
Payments is complete now.

Reports

Click on View >Requests—>Submit a new Request—> 0K
Select the Request Name as ICAR Electronic Fund Transfer

Enter the Payment Date and Bank A/C No. and other parameters as required
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U]

Run this Reguest..

Name
l Operating Unit
Parameters

Language
At these Times
Run the Job

Upon Completian...

Layout
Iotify
Print to

Help (C)

ICAR Electronic Fund Transfer
CIFT - Central Institute of Fisheries Technology
O Pararnet
Fayment Date £ 17|
Wendar Type |
Supplier |
“Woucher Mo |

Woucher Mo To |

Bank A/C No [XXXXXKX

Copy...

”VEndurﬁ'Emp\nyEE Address

Payment
Amount [ ]

IQEHEE|J (ClearJI ( Help J

noprint

Submit

T

Cancel

-

Click OK->Opti

Run this Reguest

Name
I Operating Unit
Patameters

Language

At these Times...
Run the Joh

Upon Cornpletion

Layout
Motify
Print to

Help ()

ons

| Copy

‘\CAF! Electronic Fund Transfer

‘CIFT - Central Institute of Fisheries Technology

‘QEVJULQDW ::10535078336

‘Amencaﬂ English

( Language Settings... [ Debug Options

As Soon As Possible

W Save all Output Files

( Schedule

‘\CAR Electronic Fund Transfer

‘moprim

Options. ..
Delivery Opts

Submit

| I Cancel

159

-
Invoice Cueniew
x
H\r’endorfEmp\uyee Address | Payr
FPayment
Amount | ]
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=
o]

1 Save all Output Files
Layout
Ternplate Name Template Language
l\CAR Electronic Fund Tran English: India

Motify the following people

Mame For Language

Print the Output To

n

Format  For Language
AMERICAN -

Farmat Type LOY

Find %

Format
FO
HTML
PDF
RTF

Printer Copies For Language
noprint 0 All languages k) »
Eind Cancel
= Anct
J Help oK Cancel
Select Format as Excel.
Click OK=>OK->Submit—=>No—>Find.
Refresh Data until phase is Completed.
Click Output.
An Excel file will be saved in the system.
ICAR Electronic Fund Transfer
Report Print Date: 28-JUL-2017 12:52
To,
The Manager,
Institute Name CIFT - Central Institute of
Payment Date 28-Jul-17
Institute Bank Name State Bank of India
Institute Bank Account Name CIFT - 10589078336
Institute Bank IFSC Code SBIN006367
Institute Branch Name WILLINGDON ISLAND BRANCH
Institute Bank Account Mumber 10589078336
S.No |Beneficiary Name Beneficiary Alc IFSC Code Bank Name Payment Payment |Payment
Number Date Voucher |[Amount
1|Security Guards Boards for Brihan Mumbai & Thane 315801010029316|UBIN0531588 [Union Bank India 28-Jul17| 1800883 51842
2|M/s. Kumar Travel Bureau 1705300000373 |DLXB000001T |DHANLAXMI 28-Jul-17| 1800884 6787
3|M/s. Hira Facility 851120110000176(BKID0O008511  |BANK OF INDIA 28-Jul-17| 1800885 145918
41Mfs. Frisk Senices 43183070000175|SYNB0004320 |SYNDICATE 28-Jul-17| 1800886 181028
Total 385575

[Three Lakh Eighty-Five Thousand Five Hundred Seventy-Five Only

1=t Signatory

2nd Signatory

If the Bill is addressed to the DDO the Request Name will be ICAR PAYMENT ADVICE
Below is an example of the output of the request.
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b
\
o

gy
W

Bd
’
Hd

ICAR PAYMENT ADVICE

To,
Drawing Disbursing Officer (DDO)
CIFT

IN

From,

CIFT - Central Institute of Fisheries

Technology

Matsyapuri,P.O.

IN
682029

Cheque Number : 8792227 Cheque Date : 28-JUL-17
[ Chequ [ Chequ
Invoice | Invoice Bill Total Pre Descri | Payment | Amount | TDS | Net
No Date Number Bill Pavment ption Voucher | Paid Paid | Amount
Amount | Applied Number Paid
CB 18-JUL-17 | 18001962 14917 14900 Tol“aindim 1800888 17 0 17
/ SEpe
N0_566.: 2 v ai per
017-18/A state
ditt.
MB 24-TUL-17 | 18002090 | 2308 0 Medical 1800888 2308 0 2308
129/2017 h]l_l].nr.-o
LM SHKS. A
-18
MB 24-TUL-17 | 18002094 1459 0 Medical 1800888 1459 0 1459
130/2017 e
18 ﬁent ball
CB4/AB | 25-JUL-17 | 18002115 15000 0 C‘m-l 1800888 15000 0 15000
) emolumen
I-NATF/2 ts inro
017-18 Shri. §
ACB 596 | 25-JUL-17 | 18002130 5000 0 Temp.Ad | 1800888 5000 0 5000
/2017-18 e
/Adv. to
Total | 23784
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Excel Options

Open Microsoft Excel>Click On Excel Options.

Recent Documents

Project Approval Hierarchy - MRCSS
Publish ¥ Project_Team_Contact_W2.1

project approval hierarchy-1 (1)
project approval hierarchy-1

) v
1 Projects’ Approval Hierarchy Template 1=

7 Open 2 Chegue Series
3 MNCIPM_Purchase Order Approval 1=
I I 4 MNCIPM all emp 1Al

Save
5 ICAR_FUND_INGQUIRY_DIVISION_WIS_250814 1=
= & ICAR_PLAMN_SCHEMES 4=
ﬁ Save As b

7 ICAR Code List_ 220814 4=
8 ICAR_Vendor Mastres vennila 1=
@ Bint " 9 NCIPM- Vendor Master 1A
NCIPM_Employee_Payment_Methode 1=
@ Prepare ¢ NCIPM_Budget _progre {a
projects H{al
E Send 4 MNCIPM_Mew Delhi_Priority area =l
.D:]
=’ 4 =
_D;]
3 4=

LClose

2] Bxcel Options | | X Exit Excel

Click on Trust Center Settings..

™3

Popular
i @ Help keep your documents safe and your computer secure and healthy.
Formulas
Proofing Protecting your privacy
save Microsoft cares about your privacy. For more information about how Microsoft Office Excel helps to protect your privacy,
please see the privacy statements,
Advanced

Show the Microsoft Office Excel privacy statement
Customize Microsoft Office Online privacy statement
Customer Experience Improvement Program

Add-Ins
© Trust Center Security & more
Resources Learn more about protecting your privacy and security from Microsoft Office Online,

Microsoft Trustworthy Computing
Microsoft Office Excel Trust Center

The Trust Center contains security and privacy settings, These settings help keep your computer
secure. We recommend that you do not change these settings.

coce
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Click on ActiveX Settings and select the following options.

Trusted Publishers _ ings for all Ap ions

Trusted Locations

For ActiveX controls in documents not in a trusted location:
Add-ins O Disable all controls without notification

O Prompt me before enabling Unsafe for Initialization (UFI) controls with additional restrictions and Safe for
Initialization (5FI} controls with minimal restrictions

Macro Settings (@) Prompt me befare enabling all contrals with minimal restrictions

O Enable all controls without restrictions and without prompting (not recommended; potentially dangerous cantrals
Message Bar can run)

External Content
Safe mode (helps limit the control's access to your computer)
Privacy Options

Click on Macro Settings and select the following options.

Trusted Publishers

Macro Settings

Trusted Locations i . i
For macros in documents not in a trusted location:

Add-ins O Disable a]l macros without notification
. X O Disable all macros with notification
ActiveX Settings
() Disable all macros except digitally signed macros

E @ Enable all macras (not recommended; potentially dangerous code can run)

Message Bar Developer M Settings

Exct: | Content
srnal bonten Trust access to the VBA praject object model

Privacy Options

Click on Message Bar and do the following settings.

Trusted Publishers

Message Bar Settings for all Office Applications

Trusted Locations .
Showing the Message Bar

Add-ins () show the Message Bar in all applications when content has been blocked

) _ (®) Mever show information about blocked content
ActiveX Settings

Macro Settings

| Messagegar |

External Content

Privacy Options
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Internet Options Setting for using WEB ADI in Internet Explorer

1. Open Internet Explorer.

2. Press Alt key from Keyboard if Menu Bar is not appearing.

3. Go To Tools > Internet Options
Change the Options as follows

o =]

Internet Opticns

e TR e W W 3§

| General | Security | Privacy I Content I Connections | Programs I Advancedl

Select a zone to view or change security settings.

T |
P-adc @ Business Analytics: [BM Busine... Google

27 1BM Standard Software Ins... £ IBM VIRUS Computer Eme... 2T

Security level for this zone

Custom
Custom settings.
- To change the settings, dick Custom level.
- To use the recommended settings, dick Default level,

Enable Protected Mode {requires restarting Internet Explorer)

[ Custom level... H Default level

[ Reset all zones to default level

% .NET Framework-reliant components

4 | 1 | 3

@ &« v O L ,
Internet  Localintranet Trusted sites  Restricted Security Settings - Internet Zone
sites
Internet = 3 ERICE
q This zone is for Internet websites, == L @g .NET Framework -
except those listed in trusted and &% Loose XAML (Hl
restricted zones. = =

() Disable
Enable

) Prompt

.93 ¥AML browser applications

() Disable
Enable

) Prompt

.93 ¥P5 documents
() Disable

Enable

) Prompt

& Permissions for companents with manifests

71 _Piezhla

*Takes effect after you restart your computer

Reset custom settings

[ o J[ conce soo| | Resetto: [yegumhioh (efauld) »| | Reset. |

[ CK J [ Cancel ]

Settings

(7) Disable
@ High Safety

() Disable
@ Enable
) Prompt

(") Disable

) Prompt
| @] ActiveX controls and plug-ins
|| Allow ActiveX Filtering
() Disable
i@ Frnahla

¥ .MET Framework-reliant components (4]
% Permissions for components with manifests

B Run components not signed with Authenticode

% Run components signed with Authenticode

4| 1
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Settings

]

ActiveX controls and plug-ins -
\#| Allow ActiveX Filtering
() Disable I
@ Enable (M
Allow previously unused ActiveX controls to run without prom
() Disable
@ Enable
\#| Allow Scriptiets

@ Disable

[«

(") Prompt
Automatic prompting for ActiveX controls
@ Disable
) Enable

\#| Binary and script behaviors

(T Adreimictrabar snnesoad

[«

(L k

Settings
|#| Binary and script behaviors |L|
| Administrator approved
Disable
Enable

|#| Display video and animation on a webpage that does not use| |
Disable

) Enable

|#| Download signed ActiveX controls

) Disable

Enable (not secure)

Frompt {recommended)

|#¢| Download unsigned ActiveX controls

Disable (recommended)

Enable (not secure)

Prompt E
| Tmitisliza and errint Artiva¥ roantrale nnt markad ac cafc for o

[T | ¢

|#| Initiglize and script ActiveX controls not marked as safe for s +|
() Disable (recommended)
) Enable (not secure)
@ Prompt
|#| Only allow approved domains to use ActiveX without prompt
@) Disable |:|
(7) Enable
Run ActiveX controls and plug-ns

(7)) Administrator approved

3

) Disable
@ Enable
) Prompt

|| Script ActiveX controls marked safe for scripting™
() Disable

O nable | E

(T _Drarned

4

m k
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Settings

Lﬂﬁ Downloads
Lﬂﬁ File download

() Disable
Enable
ﬁ Font download
() Disable
Enable D
) Prompt
ng Enable .MET Framework setup
() Disable
Enable
|| Miscellaneous
|| Access data sources across domains

Disable

© B E

7 Drarmnt
4 1 b

Settings

|| Miscellaneous
|| Access data sources across domains

Disable
(7) Enable
) Prompt
__| Allow dragging of content between domains into separate wi
Disable
() Enable (
__| Allow dragging of content between domains into the same wi
Disable
(7) Enable
L1 Allow META REFRESH
() Disable
Enable

[} Allow scripting of Microsoft web browser control E

@ Mieshla
4 Tl | b

Settings

|| Allow scripting of Microsoft web browser contral
Disable
() Enable

|| Allow script-nitiated windows without size or position constrz
Disable
() Enable

|| Allow webpages to use restricted protocols for active conten
() Disable
(") Enable (a
Prompt

|| Allow websites to open windows without address or status bi
() Disable
Enable

|| Display mixed content

e =

' Tl 3
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Settings

|| Display mixed content
(7)) Disable
(C) Enable
Prompt
|_| Don't prompt for dient certificate selection when only one ce
Disable
() Enable
| | Drag and drop er copy and paste files
(7)) Disable
Enable |
Z) Prompt
|| Enable MIME Sniffing
() Disable
Enable

[} \nclude local directory path when uploading files to a server E

T Pieshla
' T | 3

Settings

|| Indude local directory path when uploading files to a server
() Disable
Enable
|| Launching applications and unsafe files
(7)) Disable
() Enable (not secure)
Prompt (recommended)
|| Launching programs and files in an IFRAME
() Disable
(C) Enable (not secure)
Prompt (recommended) |:|
|| Mavigate windows and frames across different domains
Disable
() Enable

@Fprompt] E

Damdar lanzr fltare

< | 1 3

Settings

|| Render legacy filters
Disable
C) Enable
|| Submit non-encrypted form data
() Disable
Enable
) Prompt
|| Use Pop-up Blocker
) Disable
Enable
|| Use SmartScreen Filter
) Disable |:|
Enable
|| Userdata persistence

© =N E
(@ Frzhls
i [t
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Settings

| | Userdats persistence I
() Disable
@ Enable

|| Websites in less privileged web content zone can navigate in
() Disable
@ Enable
) Prompt

| Saripting

| Active scripting
() Disable
@ Enable
) Prompt

% Allow Programmatic dipboard access |:|
() Disable

OF Encble | E

(T Drarmnt
14| 1 | 3

Settings

gl Allow status bar updates via script
() Disable
@ Enable

gl Allow websites to prompt for information using scripted wind:
(7)) Disable
@ Enable

5| Enable %55 filter
@ Disable
(7} Enable

| Seripting of Java applets
() Disable
@ Enable
C) Prompt

% User Authentication

Y Logon %

i Ananuranne lnnsn

< Tl 3

Settings

() Disable
@ Enable
7| Enable %55 filter
@ Disable
) Enable
5| Saripting of Java applets
() Disable
@ Enable
) Prompt
ﬂa_?) User Authentication
% Logon
) Anonymous logon
@ Automatic logon only in Intranet zone
() Automatic logon with current user name and password D
Prompt for user name and password E

4 1 | 3

Click on Ok and Try Running Web ADI
Restart The system..
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Budget Upload

Login to ERP
CIFT General Ledger > BUDGET UPLAOD

Personalize
] CIFT DDO Payroll Access CIFT General Ledger
1 CIFT Emploves Payables DDO E Enter
] CIFT Emploves Payables DDO Assstant 3
1 CIFT Employee Seff Sernvice
1 CIFT Estabishment & Personnel Section m
| CIFT Gener = H T UPLOA
(3 CIFT Pavables Audt & Account @ Funds nauiy
L] CIFT Pavment Section
= CFT Pus Officer E Import Joumnak
B3 OFT Purchasing ReguERianer [ Enter Budget Journa
] CIET Report Managet [ Combinations
] CIFT Stores Offiger
] EM3 ADMIN Request Reports
] VENDOR CREATION [E Financal
2| Standard
Viewer
@ @ € € o
Integrator Viewer Layout Content Review
Intearator XX_ICAR_GL_BUDGET
Select Viewer
Select the application on your desktop that wil be used to view the document. If Reporting is checked, the document you create wil not allow upload.
Viewer

Repurt\ng

Cancel

Copyright 20 Corporation. All rights

Click Next

Content
@ @ @ @ ©
Integrator Viewer Layout Content Review
Integrator XX_ICAR_GL_BUDGET Viewer Excel 2000 Reporting No Layout XX_ICAR_GL_BUDGET
Select Content
Select a Content to import data into your document. Create an empty document by selecting None.
Content lNone j

Copyright 2005, O oration. All rights reserved

Click Next

Review
@ @ & @ @
Integrator Viewer Layout Content Review
- -

The following parameters will be used to create your document. The Viewer will automatically leunch when you press the Create Document button. Press the Back button to make changes. Press the Save button to save these
selections to a Create Document Shortcut,

Integrator XX_ICAR_GL_BUDGET
Viewer Excel 2000
Reporting  Ne
Layout XX _ICAR_GL_BUDGET
Content None

Cancel Back Save I Create Document I

Ora cration. Al rights ressrved

Click Create Document
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A file will be downloaded to your desktop.
‘When prompted, choose to open the file and to enable macros. If no prompt appears, ensure your browser security settings allow files to be downloaded.

You have chosen to open:

WebADLxls

which is: Microsoft Office Excel 97-2003 Worksheet (340 KB)
from: hitp://training.iasri.res.in:8001

What should Firefox do with this file?

@) Open with | Microsoft Office Excel (default)

) SaveFile

Do this autmatically for files like this from now on.

Select Open with & Click OK

New Excel File will open. Wait for few moments then click on Close.

Home [ Tnsert Page layout  Formulas Data Review  View (7]

Pkt

= L (| (8 2=/ IR e SR | ekl Y A

=3 Copy 8] Fill -
Paste I u- -, i Merge & Center - Conditional Format  Cell Insert Delete Format Sort & Find &
- Format Painter | = |‘ | o Merg i CE L G i 5 <2 Clear~  Filter~ Selact~
Clipboard & Font = Alignment = Number & Styles Cells Editing
B9 - I Download = |
O o
View Header | View Line = 1
PERIOD_NAME =List -Text
BUDGET_NAME =List -Text
upl Institute Fund Type | Your document has been created. I CREDIT(To Reduce Budget) Messs]
“List - Text “List - Text

=

Corporation. All rights reserved

eI e B P e R e Rl
(sl e 0 8 e 2 e o e

[ IUUUUU ‘UUUUU IUUUUU [
0oooa ooooo ooooo
0oooa ooooo ooooo
0oooa ooooo ooooo
0oooa ooooo ooooo
35 0oooa ooooo ooooo
4 4 » | Sheetl <%0 & I m
Ready | e
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Insert

Page Layout

Formulas

Add-Ins

== et B
;;("'l Wingdings 'I:' S Wrap Text - ﬂ ﬂ ;a' E E* @ é‘m”sum ? [ﬁ
Copy = — Fill ~
PREte p rormatpanner (B0 (] [Oa A ] ftierge & Center - o ||| et Deete Fommat |, (o pord s

Clipboard & Font & Alignment & Humber & Styles Cells Editing

B9 - £ ¥
ale] c ] D ] E | 3 G | H 1 | K []
3 View Header | View Line |
4 | PERIOD_NAME *List - Text
"5 BUDGET_NAME st -Text
_6 |
7
8
E 1 00000 00000 00000
0] 00000 ooono 00000
1 00000 00000 00000
1z 00000 00000 00000 1
13 00000 00000 00000 3
14 00000 ooono 00000
15 00000 00000 00000
16 00000 00000 00000
7 00000 00000 00000
18 00000 ooono 00000
19 00000 00000 00000
20 00000 00000 00000
o1 00000 00000 00000 |
22| 00000 ooono 00000
23 00000 00000 0000
Fa 00000 00000 00000
25 00000 00000 00000
26 00000 ooono 00000
27 00000 00000 0000
28 00000 00000 00000
E 00000 00000 00000
30 00000 00000 00000
En 00000 00000 0000
32 00000 00000 00000
33 00000 00000 00000
Ea 00000 00000 00000
35 00000 00000 0000
Il

Double click on the text box PERIOD NAME, new window will open up for login.

Pagelayout  Formulss  Data View  Addlns @ - = x
.o (CEEEER i e | BB s o D) 2 S
oy Lo B : > ; Fill ~
Paste e e = - = Conditional Format  Cell || Insert Delete Format Sort & Find &
v Format Painter |B it |——‘<> i | 7‘“%&“’““' Formatting - as Table - Styles - - - b <2 Clear ~ Filter - Select~
Ciipboard el Font = Alignment 5 Number = Styles cells Editing
E4 (2 3 ¥
| 4 AEN G [ D I E [ F | | H I 1 J I K L] E
3 View Header | View Line |
"4 | PERIOD_NAME “List - Text] 1
5 BUDGET_NAME st - Text
5
Sl ——
&
3

IS

Sheet1 %3

22

I
ICAR

Impllementation

ICAR-ERP User Support and TBM H:
Please contact at IASRL Librarv Avenue. Pusa. New Delhi-1 7
—— (2

00000
00000
00000

00000
00000
00000

‘o000
00000
|00000
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Insert Page Layout Formulas Data Review View Add-Ins x

I} Tl ] o -
A e b - e I— e 7R R [ i S 6] (s T
- Copy = =3 Fill ~
Paste B I U- Z- A= spagaCenter] - || BmAntm Conditional Format  Cell | Insert Delete Format Sort & Find &
~ . Format Painter [ u H:” HE ([ | ‘ Formatting - as Table - Styles= ||~ - - 2 Clear~  Filter - Select~
Clipboard G Font i} Alignment i} Number & Styles Cells Editing
2 - £
Ale] c | b \ ] | K [c]
View Header | View Line
PERIOD_NAME *List - Text]
BUDGET_NAME “List - Text

Choose a responsibility and press Select.

CIFT DDO Payroll Access

CIFT Employee Payables DDO

CIFT Employee Payables DDO Assistant |z
CIFT Employee Self Service

CIFT Establishment & Personnel Section
CIFT General Ledger

CIFT Payables Audit & Account

CIFT Payment Section

] o o

ooooo 00000 ooooo
0oooo 00000 0oooo
ooooo 00000 ooooo
goooo 0oooo goooo
0oooo 00000 0oooo
ooooo 00000 ooooo
0oooo 00000 0oooo
I » M| Sheetl [1] m

Ready |

After Logging in select CIFT General Ledger
A new Window will open

@ Home | Inset  Pagelayout  Formulas  Data

Add-Ins o x
Cut 1 P |22 i || = AutoSum -
AU e s EL e — ;R R ] S
Paste X ||; I U .”Z”@;,- A v‘ ‘ Conditional Format  Cell || Insert Delete Format Sort & Find &
~ . Format Painter — Formatting -~ as Table ~ Styles = - - 2 Clear - Filter - Select =
Clipboard £} Font i Styles Cells Editing
E4 - 5 ¥
Pials] c [ o ] \ K [l |
q View Header | View Line |
4 PERIOD_NAME AList - Text|
5 BUDGET_NAME *List - Text
6 Select a filter item in the Search By list and enter reduction criteria in the text field,
7 then press the Go button. To see a list of all items, clear the text field and press the
8 GO button.
9
10 Search bylPeriod Namejl%apr ‘ Go ||
1
12 3
=  Results =
14
15| Results table contains 5 items.
= seect tem
18 Select|Period Name ~
19 © APR-12
—;‘; © APR-13
22 © APR-14
23 ~
— APR-15
Ly
25
26
27
28
29
30
31
32
23
L
35
H » M| Sheet1 <%0 m
Ready | [EEE 0] ()

Search the Period Name (MMM-YY), select the appropriate period & Click Select
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Double click on the text box BUDGET NAME, a new window will open, select the budget
&click Select.

Home | Inset  Pagelayout  Formulas i View  AddIns @ - = x
- ) == [a= <
o T T i I— = -+ - 15 e e e ) sl T
Copy = = Fill ~
Paste T i o A [ werge o center] - |[§ - % » |[58 5%||| Concitional Format _cell || insert Delete Format Sort & Find &
- Format Painter | = “ | ‘ | _ | (e rar o B S o = g 2 Cear~  Filter- Select~
Clipboard = Font i Alignment = Number i Styles Cells Editing
[ E5 -0 A =

alB] c | D ] E J | K |
View Header | View Line |
PERIOD_NAME “List - Text APR-16 Search by [Budget Name ] [o
BUDGET_NAME gt -Text]

Results table contains 11 items.

Select Item (2 Previous m Next1 &
Select|Budget Name = L
©  BE2013-2014
© BE 2014-2015
 BE 2015-2016
& BE 2016-2017
FUNDING
RE 2012-2013

RE 2013-2014

RE 2014-2015

RE 2015-2016
00000 00000 00000
00000 00000 00000
00000 ooooo ooooo
00000 00000 00000
00000 0oooo ooooo
00000 00000 00000
00000 00000 00000

m

o e o 8 e e o ol [

M 4+ 4| Sheet1 ~¥J / 1

5 )
Home Insert Page Layout Formulas Data, - @ - 7 x
o = —— .
b s op H= G () |20 AT
123 Copy 8] Fin -
Paste - - - Insert Delete Format Sort & Find &
- Format Painter w M > 5 5 2 Clear ~ e G
Clipboard r] Font & Cells Editing
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Double click on the text box Fund Type, a new window will open, search the appropriate
Fund Type ,select the Fund Type &click Select.
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Double click on the text box Scheme Code, a new window will open ,search the appropriate
Scheme code ,select the Scheme Code &click Select.
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Double click on the text box Budget Account, a new window will open, search the
appropriate Budget head, select the budget account &click Select.
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Enter the Amount in the box DEBIT for the particular budget head.
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Likewise enter the total budget as shown in the Screenshot below.
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Click ADD-Ins—>Oracle>Upload
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A new window will open Select Flagged Rows and Click Upload

on Plan Budget Upload APR-16
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Import Journals.
Once the Data is uploaded, you need to run Program - Import Journals.

Navigator
Personalize

| CIFT Asset CIFT General Ledger
|._| CIFT DDOlPayroH ,chcess @ Enter
[__] CIFT Employee Self Service
[] CIFT Establishment & Personnel Section @ EO=E
|| CIFT General Ledger |5/ BUDGET UPLOAD
[ CIFT HRMS View Only |j EFC BUDGET UFLOAD
|_| CIFT Payables Audit & Account [& Funds mquin
|_| CIFT Projects

— . e L —;
] CIFT Purchasing Requisitioner (& 1mport Journale

[ CIFT Receivables Audit & Accounts (3 Enter Budget Journals
[ Define Cheque Series [E Combinations

[ Ems ADmIN
Request Reporis
[E Financial
[ standard

Import Journals > New window will open > Enter the Source (Spreadsheet), Ledger
(ICAR),
Specific value will be created automatically - Import.

B0 GG P € I REg L2512

O Import Journals (AR

Group 1D

Source Ledger Selection Criteria Specific Value
Spreadshest ICAR Specific Group [d | =

Run Options Date Range

['Post Errors to Suspense Start

[ Create Summary Journals End

Impart Descriptive Flexfields

* Mo CHith alidation CoWithout Validation

( Irmport )

A new window will open messaging “Sure that you want to start Journal Import” > Yes.
Unique ID number will be created > OKk.
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View->Requests = Find > Select the request ID->View Output.

mFomer Tools Yindow Help
3 S | Show Navigator BE R j =] ['ﬁ@‘\)_/é/ C:r | ?

Zoom

Find...
Find Al 7
Query By Example ¥

Documents  Processes

Record 3
urnals:
Translations...

ter, generate, and post actual and encumbrance journals
Aftachments...

Journals Top Ten List

SummaryDetail

Budgets

Inguiry

Currency S

Consolidation

Reports

Setup A
Other

BUDGET UPLOAD

EFC ITEM LISTING FORM
EFC BUDGET UPLOAD

+ o+ + + + + +

For viewing the output of the report you have submitted
Click on Refresh Data until the Phase is changed to Completed
Click on View Output.

File Edit Wiew Folder Tools Window Help

HeO GRS P ADDER LB 282

( Befresh Data | [ Find Requests J ( Subrmnit a Mew Request... J
B
Request D Parent
MName | Phase Status Parameters
[ e o i mport | Pending | Standby | 2438, 1000, N, N MY 2
1573881 [Report Manager FO Gener: [Completed  Mormal 1626, AD-MAR-13, ,, NON_F
| (1573852 [Non Plan Grant Type Wise | [Completed  Mormal 1573851, , 1451, ADJ-MAR-3 <
1573851 [Non Plan Grant Type Wise | Completed  [Mormal 1000, , FEG-ADHOC-, C, GLLI
[1873826  Report Manager FO Gener: (Completed  [Normal 1625, ADFMAR-13, , , NON_F
[1573789  [Non Plan Grant Type Wise | (Completed  Normal 1573768, , 1451, ADFMAR-13
1573788 [Non Plan Grant Type Wise | [Completed  [Mormal 1000, , FSG-ADHOC-, C, GLLI
[1573426  [Non Plan Grant Type Wise | [Completed  [Mormal 1000, 101, FSG-ADHOC-, C,
1573116 |Report Manager FO Gener: [Completed  Mormal 1624, AD-MAR-13, ,, NON_F
1573108 [Non Plan Grant Type Wise | Completed  [Mormal 1573107, , 1451, ADJ-MAR13 -
( Hold Reguest | [ Wiew Details. . J ( Siew Output
( Cancel Request | [ Diagnostics J ( iew Log...

179



A new tab will open in firefox, Copy the batch number.

ICAR
Concurrent Regquest ID: 1593950

Journal Import Execution Report Date: 26-JUN-13 13:10
Page: 1

Total Total Total Total Unbalanced Total Unbalanced Total Flex Total Hon-Flex

Journal Entry Source Name Group Id Status Lines Batches Headers Batches Headers Errors Errors
Spreadsheet 0 Success 21 1 1 a 0 0 0
*%=% TQIALS **> 21 1 1 0 [} [} [}

Batches Created

Total Total Total Total
Warning Batch Name Period Name Lines Headers Accounted Debits Accounted Credits
Spreadsheet B 0 1553850 APR-13 21 1 3370 0

Error

Unbalanced Journal Entries®#

Total
Code Journal Entry Name Batch Name Lines Period Name Total Debits Total Credits
Error Lines
Accounting
Source Date Currency Entered Debit Entered Credit Accounting Flexfield/CCID

Error Code

Error Key

Close the Tab, go back to Oracle Application and click the navigator < lcon
Enter Journal > Open - A new window will open

Functions [ Documents

Enter Journals

Enter Journals

. Top Ten List

Fost
ﬂ Irmport Journals
ﬂ BUDGET LPLOAD ﬂ

EFC ITEM LISTING
y EFC BUDGET UPLOAD
j + Budgets
ﬂ Funds

Reports
=

( COpen
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Enter the Batch number =2 Find.

D Find Journals

Batch |Spreadsheet B 0 1593950

Journal |
Ledger |
Source | Period |
Category | Currency |
Status Control Total
Posting | Batch |
Funds | Journal |
Mlore
( Clear )I ( Mew Batch | I Mew Journal Find

Select the Id = Review Journal = Post.

HYO GBS PI AP EHE LB L2 D

© Enter Journals {(|CAR)

Journal Deb\t”

Journal Credil|

|
Batch Status ‘Source ||Categ0ry ||F'eri0d ||Elatch MName ||Juurna| MName ||Currency“

[ Junposted |Spreadsheet  |Budget |8PR-13 [Spreadshest B0 1553 [Budget NR 1002 MR | 370,00 | 0o =
U | | | | | | | |
U | | | | | | | |
U | | | | | | | |
| | | | | | | | |
U | | | | | | | |
U | | | | | | | |
U | | | | | | | |
U | | | | | | | |
| | | | | | | | |
U | | | | | | | |
U | | | | | | | |
U | | | | | | | |
U | | | | | | | |
| | | | | | | | |
| | | | | | | | | <
I R e D
( Reviesy Journal | [ Review Batch )I ( Post | [ Beverse Batch ( Reguery
( Wew Journal ‘ [ Mew Batch )I ( Tax Batch { Approve ( AutoCopy

System will generate a message = Ok > The entry will get posted.
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Reports of Budget Upload

Go to View>Requests—> Submit a New Request—=>(Single Request) OK

E
=

oll

Vol s8G P IDEKILEI 252

Run th

Language Settings... Depuy Options

As Soon as Possible Sehedule..

. Delivery Opts

1Tt
Run thi

Mame | Applicat
Purchase Order Distribution Detail Report Purchas
Reguisition Distribution Detail Report Purchas
ICAR Account Analysis Report

Run the Job : t- Fuy L port- For Institute

ICAR Cash Based Budget- Funds Ingquiry Repart - For Institute

ICAR FUND INQUIRY Report Division wise

ICAR General Ledger Status Repart

ICAR Invoice Renister

ICAR Objection Book Repoart

ICAR Project Annexure Report

ICAR Receipts and Payments Report

ICAR SUPPLIER REFORT

Print to

Help (] Cancel
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Enter the Parameters

Institute Lower/Higher Page Break Range : 506/506
Budget : Funding

Period Name : MMM-YY

Fund Type : 200 Grants/Non Plan

Scheme Code : 00000 Default

File Edit Yiew Foldzr Tools Window Help
BovolGs8aPls Vel LE8 0512

Copy Journal Dehit Journal Credit
ICAR Budget - Funds Inguiry Report - For Institute!
American English
Language Settings... [Debug Optiofs
o
As Soo
506
506
FUNDING
JUL-17
XXGBEU
200
. 00000
noprint
T »
Help (C) ok | cancel | { Clear Help
MNew Journal Mew Batch Approve AutoCopy...

Click OK->Submit->NO->Find
Click Refresh Data until the Phase is Completed
Click View Output

A new tab will be opened in Firefox
Save/open the Excel File to view the Report
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Funds Available Analysis Report
Institute Range 506 to 506
CIFT, COCHIN
Book Name:|ICAR

Account Pericd: APR-16 Fieport Print Date: 19-0CT-2016 12:00

Budget Name:BE 2016-2017
Fund Type:Non Plan
Zcheme MName: Default

AfC ACCOUNT | Description Budget Amount |Encumbrance Amount (Actual Amount |FundsAvailable
Azzet 700001 | LAND 0.00 0.00 0.00 0.00
700003 | RESIDENTIAL BUILDING 0.00 0.00 0.00 0.00
700004 | MINCR WORKS 0.00 0.00 0.00 0.00
700005 | EQUIFMENTES 1,000, D0 DD 0.00 46,749.00 853,251.00
700006 | INFORMATION TECHNOLOGY 0.00 0.00 0.00 0.00
700007 | LIBRARY BOOKS AND JOURNAL 200,000.00 0.00 0.00 200,000.00
700008 | VEHICLES AND WESSELS 0.00 0.00 0.00 0.00
700010 | FURNITURE AND FIXTURES 500,000.00 0.00 0.00 500,000.00
700011 | OTHER CAPITAL ASSETS 0.00 0.00 0.00 0.00
700032 | LOANS & ADWVANCE 2,000,000.00 0.00 -35,099.00 2,085,099.00
Total 3,700,000.00 0.00 -38,350.00 3,738,350.00
Expens 700012 | ESTABLISHMENT CHARGES 254,950,000.00 0.00 14,744 113.00| 240,205,837.00
g 700013 | WAGES 0.00 0.00 0.00 0.00
700014 | OVERTIME ALLOWANCE 50,000.00 0.00 0.00 50,000.00
700015 | PENSION 25,000,000.00 0.00 1,499,994.00 23,500,006.00
700016 | TA DOMESTIC 2,000,000.00 0.00 264,020.00 1,735,980.00
700018 | RESEARCH EXPEMNSES 2,500,000.00 0.00 204,419.00 2,295,581.00
700019 | INFRASTRUCTURE 3,500,000.00 0.00 £3,860.00 3,436,140.00
700020 | COMMUNICATON 700,000.00 0.00 10,800.00 6£89,200.00
700021 | REPAIRSEMAINTENANCE EQUIP 4,500, 00:0.00 0.00 306,945.00 4,193,055.00
700023 | REPAIRS & MAINTENANCE OFF 7,000,000.00 0.00 0.00 7,000,000.00
700024 |REFPAIRS & MAINTENANCE RES 2,000,000.00 0.00 51,200.00 1,948, 800.00
700025 | REPAIRSEMAINTENANCE MINOR 1,500,000.00 0.00 0.00 1,500,000.00
700027 |HRD 200,000.00 0.00 0.00 200,000.00
700029 | PUBLICITYZEXHIBITIONS 100,000.00 0.00 0.00 100,000.00
700030 | GUESTHOUSE MAINTENANCE 100,000.00 0.00 0.00 100,000.00
700031 | OTHER MISCELLANEOUS 500,000.00 0.00 27,632.00 472,363.00
700023 | OTHER ADMIN EXP [Excl TA) 7,000,000.00 0.00 1,261 360.00 5,738,640.00
700034 | OPERATIONAL EXPENSES 700,000.00 0.00 25,370.00 674,630.00
Total 312,300,000.00 0.00 18,459,713.00| 293,840,237.00
FUMD _TYPE Total 316,000,000.00 0.00 18,421,363.00| 297,578,637.00
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FINANCE

0 How to Upload Fund in General Ledger
(o]
0 Funding Upload (Using WebADI)

Before upload process, Excel Setting and Internet Options need to be changed.
Both PDF files are attached.

Login

CIFT General Ledger > BUDGET UPLAOD

Personalze

1 CIFT DDO Payroll Access CIFT General Ledger
0 CIFT Employes Payables DDO G Enter

] OFT Emplovee Payables DDO Assstant =@
£ CIFT Emplovee Self Service .
_J COIFT Estahishment & Personnel Section
| CIFT General Ledger \S| EFC BUDGET UPLOAD
1 CIFT Pavables Audit & Account (B Eunds Inguiry
] CIFT Pavment Sectio - o

E]l ¥ ET‘; n n _nr [E Import Joumak
:J CIFT Pyrchasing R = CRioner @ Enter Budget Journals

"] CIET Report Manager [ Combinations

1 CIFT Stores Officer

] EMS ADMIN Request Reports

" VENDOR CREATION & Einancal

[E standard

& -

Integrator Viewer Layout Content Reaew
Iitegrater XX _ICAR_GL_BUDGET

Select the spphcation on your desitop that will be used to

Click Next

5 &

Imegratar Layeut Content Revew

Vigwar
Invegrater XX_ICAR_GL_BUDGET Vewer Excel 2000 Rapertng Mo Layeut JO_ICAR_GL_BUDGET

Select @ Content 2 import dats nto your document. Creste an &m
content [Hone

nit by selecting None.

Click Next

@ @ @ @
Integrator Viewer Layout Content Review
Document Creation Review
The following parameters will be used to create your document. The Viewer wil automatically lBunch when you press the Create Document butten. Press the Back button to make changes. Press the Save button to save these
selections to a Create Document Shortcut.
Integrator XX_ICAR_GL_BUDGET
Viewer Excel 2000
Reporting No
Layout XX_ICAR_GL_BUDGET
Content  None

Copyright 2005, Oracle Corporation. Al rights reserved
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Click Create Document

A file will be downloaded to your desktop.
‘When prompted, choose to open the file and to enable macros. If no prompt appears, ensure your browser security settings allow files to be downloaded.

You have chosen to open:

] WebADLxls

which is: Microsoft Office Excel 97-2003 Worksheet (340 KB)
from: hitp://training.iasri.res.in:8001

‘What should Firefox do with this file?

pen with | Microsoft Office Excel (default)

SaveFile

Do this automatically for files like this from now on.

Select Open with & Click OK

New Excel File will open. Wait for a few moments, then click on Close.
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Please contact at IASRL Librarv Avenue. Pusa. New Delhi-1 ™
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Choose a responsibility and press Select.
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After Logging in select CIFT General Ledger
A new Window will open
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Results table contains 74 items.
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Search the Period Name (MMM-YY), select the appropriate period & Click Select
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Double click on the text box FUNDINGs,a new window will open ,select the budget &click

Select

s Book1 - Microsoft Excel
—Jm Insert Page Layout Formulas Data Review View Add-Ins

-LL‘ “ Tah =9
& anoms [
Pate g (B m B @A |

Clipboard ™ Font E}

General A

WEI=EL
<

== ™ Delete ~ m'

Conditional Format Cell Sort & Find &

Formatting - as Table = Styles ~ @ Format ~ | (2~ Fijter- Select~
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View Header |
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Results table contains 15 items.
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[<] - | Select a filter itern In the Search By list and enter reductan criteria in the text fleld,
e~ — - then press the Co button, To see 2 list of all ems, clear the texd field and press the Go
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__Viewneoser | wiewine | Search by [Flex value =] [% fo
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BUDGET_NAME "Lt -Text BE 2016
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Results table contains 1 tams
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Double click on the text box Fund Type,a new window will open ,search the appropriate
Fund Type ,select the Fund Type &click Select.
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Double click on the text box Scheme Code,a new window will open ,search the appropriate
Scheme code ,select the Scheme Code &click Select.
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BUDGET_NAME #List - Text BE 2016-201

Results table contains 4 items.
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Ready |

Double click on the text box Budget Account, a new window will open, search the
appropriate Budget head, select the budget account &click Select.
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Friday, November 18, 2016

Enter the Amount in the box DEBIT for the particular budget head.
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Likewise, enter the total budget as shown in the Screenshot below.
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Click ADD-Ins=>Oracle>Upload
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A new window will open Click Upload
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Once the data is uploaded, system will generate the upload message
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Close the Excel Sheet.

Once the Data is Uploaded, you need to run Program - Import Journals.
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Navigator

Personalize
[T CIFT Asset CIFT General Ledger
[ CIFT DDO Payroll Access & Enter
3 CIFT Employee Self Service = post
[ CIFT Establishment & Personnel Section —
[ CIFT General Ledger BUDGET UPLOAD
3 CIFT HRMS View Only EFC BUDGET UPLOAD
3 gg Eav_abclfs Audit & Account & Funds Inquiry
rojects
- & [Import
[C3 CIFT Purchasing Requisitioner (2 {imoort Journals
[ CIFT Receivables Audit & Accounts (& Enter Budget Joumals
3 FMs ADMIN [E combinations

3 VENDOR CREATION
Request Reports
[E Financisl
[= standard

e Import Journals > New window will open -> Enter the Source
(Spreadsheet), Ledger (ICAR),
0 Specific value will be created automatically 2> Import.

B0 H8SP € DA LEILE 2

O Import Journals 3
Group 1D
Source Ledger Selection Criteria Specific Walue
Spreadsheet ICAR Specific Group Id | =
Run Options Date Range
[ Post Errors to Suspense Start
[ Create Summary Journals End

Import Descriptive Flexfields
® o Cith Yalidation Chithout “alidation

)

e A new window will open messaging “Sure that you want to start Journal
Import” >Yes.
¢ Unique ID number will be created = Ok.

¢ View—>Requests - Find ->Select the request ID>View Output.
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¢ For viewing the output of the report you have submitted, click on View Output.
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BUDGET UPLOAD
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File Edit Wiew Faolder Toaols Window Help
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157826 [Report Manager FO Gener: (Completed  [Normal 1625, ADI-MAR-13, , , MOM_F
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( Hold Request | [ “iew Detailg... ) ( e Output
( Cancel Request | [ Diagnostics ) ( Wiew Lag..

e Copy the batch number.
e You need to find this journal with this batch name.
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ICRR Journal Import Execution Report Date: 26-JUN-13 13:10
Concurrent Regquest ID: 1593950

Page: 1
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e Enter Journal = Enter 2 A new window will open = Enter the Batch
number - Find.
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W=E =

( Clpen
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D Find Journals

Batch |Spreadsheet B 0 1593950 =
Journal |

Ledger |

Source | Period |
Category | Currency |

Status Contral Total
Fosting | Batch |
Funds | Journal |
hore
( Clear JI Mew: Batch | I Mewe Journal Find )

Select the Id > Review Journal = Post.
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3]
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System will generate a message = Ok =>The entry will get posted.
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