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1. Purpose of document 

The purpose of this document is to provide step by step instructions to the person, to 
carry out different transactions in IFS Applications based on the “To Be” processes 
finalized for respective module. This document will act as a user guide and can be also 
referred as trouble shooting guide in a limited manner. The trouble shooting section at 
the end of this document will evolved over a period of time. It is the responsibility of the 
AP TRANSCO process owners or execution team to update the trouble shooting section 
on a continuous basis as newer issues and solutions are progressively experienced. 

 

2.  Assumptions 

It is assumed that the person, who is referring this document, has undergone the IFS 
training for the respective module as per the finalized curriculum. The person should 
also knows the domain function of the respective module. 
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3. Operational Procedure 

3.1 Starting IFS Application 

Locate the icon for the application on the desktop and double-click on the same. 
Alternately, you may select the icon and press ‘ENTER’ key. Icon would appear on your 
desktop by the name “SHORTCUT TO IFS-PAYROLL”. 

  
Once the icon is clicked, an application start up window would appear on your screen. 
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Note: 

• The application may take a while to appear on the screen; no need to click again. 
Double-clicking more than once would lead to having multiple instances of the 
application open on your desktop. In such a case you can click cancel on the 
logon dialog, and then close each application window. 

 

3.2 Log On Process 

 

Before that the application can be made use of, the system needs to identify the user 
account that would be made use of in order to execute ones responsibilities; and this 
requires user credentials to be entered. 

• In the first field ‘Username’, the user-ID be entered. 

• In the second field ‘Password’, the password applicable for the user-login be 
entered. 

• In the third item, a drop-down ‘Database’, the database you want to work 
upon needs to be identified from the options available. 

In case that the user-ID - password combination entered, is not a valid one for the 
selected database, the system would not allow entry into the application. The system 
would flash the following message. 
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Click ‘OK’ and proceed to enter the valid user-ID and password combination allocated to 
you, applicable for an identified database. The logon dialogue box would disappear and 
various components of the application would appropriately appear in the window frame, 
as per the rights available for the user account that the user has logged in with. 

Note:  

• Based upon the user credentials, the system would facilitate access to various 
functionalities in specified manner, viz., no access, referential access, 
read-only access, new-record-creation access, record-updation access, approval 
access, full-access (read-write-execute), etc., selectively across modules. This is 
the control mechanism in any standard system for identification of different users 
or user-groups. This is the methodology for segregation of duties in an 
organization, though that everybody is working on the same centralized system. 
So, availability of reports as well gets controlled with the user account. 

• The User-ID and Password are not case-sensitive in IFS. Herein, they may be 
entered either in upper, lower, or mixed case; so, whether Caps Lock is on 
doesn’t have any impact during logon process. However, other application 
screens may be case-sensitive as applicable. 

• The User-ID and Password combination may be one for a given database, and 
may be different for another database.  

• The password should be changed periodically.  

• The password should never be the same as the User-ID. Such a case would 
allow somebody else in the organization (who has an access to a networked 
system having IFS installed on it) to logon as ‘you’ and ‘play around with’ the 
authority or accountability attached to ‘your job role’. 

• The options available on the Database dropdown are controlled by a system file. 
In case, your system is not showing the desired database names in the 
dropdown option, contact IT Department. In such situation, you wouldn’t be able 
to type the database name and continue with the logon process. Only when the 
required entry has been created in the system file, IFS would show-up that 
database name on logon dialog. 

• One of the features on logon dialog is ‘Options’ button. When you click on this, 
the logon screen expands showing various logon options. It is recommended not 
to click this button and change any preset value. ‘Remember Password’ is one of 
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the options that would allow the system to remember your password on the given 
system once you have logged on furnishing the password for your user logon. 
The next time you (or somebody else) starts the application, the logon dialog 
would appear having your password preloaded, and it would require just a click 
on the OK button (and no more) to enter the application and have access to the 
functionalities that are available (to you or whosoever tries to click on). Therefore, 
it is being reiterated that the options should not be changed at all.  

3.3 Key Short Cuts 

S. No. Button Shortcut Key Description  

1.  
 

F5 To create a new record 

2.  
 

F6 To create a duplicate record 

3.  
 

F7 To remove a record 

4.  
 

F4 To clear previous query and data from the screen 

5.  
 

F12 Save the entry. 

6.  
 

F2 Retrieve all records from the database for the selected 
window 

7.  
 

F3 Retrieve only a selected part of the available data 

8.  

 

F8 Displays the list of Values attached to that field. 

9.  
 

None Move Forward 

10.  

 

None Move Backward 

11.  
 

Ctrl P Prints the selected screen / Display. 
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4. New Employee 
Fetch Employee already created in HR Module (At the time of new employee joining)  

Path: IFS Applications���� IFS Payroll���� Payroll Computation���� Basic data for 
Payroll Computation���� Employee Information 

 

 

Steps involved: 

1. Click New  or F5. 

2. Select the Company Code from LOV  or press F8 and select Company Code. 

3. Select Employee Code from LOV  or press F8 and select Employee Code. 
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4. Select Time Office Code from LOV  or press F8 and select Time Office Code 

5. Select Essential or Non- Essential Services from drop down list. 

6. Select Distribution Centre from LOV  or press F8 and select Distribution Centre. 
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7. Select Comm/Trust Code from LOV  or press F8 and select Comm/Trust Code. 

8. Enter P. F. No. belongs to given Comm/Trust Code. 

 

9. Select Payment Mode from drop down list (e.g. Bank Transfer, Cheque or Cash, as 
applicable to employee) 

10. Select Emp Bank Code from LOV  or press F8 to select Emp Bank Code. 

11. Enter Employee’s Bank Account number. 

12. Select Issue Bank Code from LOV  or press F8 to select Issue Bank Code. 
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13. Addition information such as SSN No., Mobile No, Passport No., or any other 

information can be given in Other Info II tab. (for this create New record , give the 
information and valid from date)  

14. Save the record  or F12. 

Note:  

1) Company Code should be Parent Company code only. 

2) Person ID and Employee ID & User ID are same in AP TRANSCO. 

3) Following data flow automatically from HR while creating new employee in 
payroll. 

• Contact Number 

• Email ID 

• Qualification 
• Date of Birth 

• Marital Status 

• Location 

• Category 

• Grade 
• Designation 

• Date of Joining 

• Location Join Date 

• Date of confirmation 

• Date of Increment 

4) Distribution Centre will be used to segregate EPF Employees, GPF 
Employees and Deputation Employees. 

5) Comm/Trust is used to define whether employee belongs to GPF or EPF or 
No PF. 

6) Emp. Bank Code and Issue Bank Code should be the same for all 
employees having payment mode Bank Transfer. 
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5. Leave Accounting 

5.1 Basic Data Setup for Leave Accounting 

Basic data set up is required to be done for leave accounting before starting leave 
module which includes activities like creating leave codes, defining various leave 
parameters and creating holiday master. 

Process: ENTERING DETAILS FOR BASIC DATA SETUP FOR LEAVE 
ACCOUNTING 

Step A 

Path: IFS Payroll���� Basic Data for Leave Accounting���� Time Office 

 

Steps Involved 

1. Click New ( ) or press F5 at the Time office code for which we want to create 
Time office. 

2. Enter the time office code and its corresponding description. 

3. Enter the location code. 

4. Enter the time office in charge EMP NO. 

5. Save the record ( ) or press F12. 
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Notes:  

1. All the physical locations where we are marking our attendance need to be created 
as Time Office in IFS Payroll. 

2. Time office in charge is mandatory field. 

3. Only an active employee can be designated as time office in charge. 

 

Step B 

Path: IFS Payroll���� Basic Data for Leave Accounting���� Leave Code 
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Steps Involved 

1. Click New ( ) or press F5 at the Leave code field. 

2. Enter the new leave code and its corresponding description. 

3. Enter leave defined by field by default it will be user. 

4. Click the check box if leave is considerable. 

5. Click the check box if leave is compensatory. 

6. Click the check box if leave credit is allowed. 

7. Save the record ( ) or press F12. 

8. Go to line level click New ( ) or press F5. 

9. Put the modified with leave code if the leave at header level is modifiable. 

10. Check the check boxes if substitution or adjustment against that leave is allowed. 

 

Notes:  

1. Create all the leave code at the header level by clicking at the leave code field and 
press new button give the leave code and corresponding description check the 
boxes which ever is applicable and save the record. 

2. At line level enter the modified with leave code only if the leave which is defined at 
header level is modifiable else do not enter any record. 
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Step C 

Path: IFS Payroll / Basic Data for Leave Accounting >> Holiday Type 

 

 
 

Steps Involved 

1. Click New ( ) or press F5 at the Holiday type field. 

2. Put the new holiday type and its corresponding description. 

3. Save the record ( ) or press F12. 

4. Go to line level Click New or F5. 

5. Enter Essential or Non essential code. 

6. Save the record ( ) or press F12. 

 

Notes:  

1. It is advisable to create both essential and non essential holiday types for each 
region.  
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Step D 

Path: IFS Payroll���� Basic Data for Leave Accounting���� Shift Master 

 

 

 

Steps Involved 

1. Click New ( ) or press F5 at the Line. 

2. Enter new shift code and its corresponding description. 

3. Enter the total no of hours of the shift. 

4. Enter from hours and from minutes, To hours and to minutes. 

5. Capture the break duration. 

6. Check the check box if it is a night shift. 

7. Save the record ( ) or press F12. 

 

Notes:  

1. All the shifts are captured in this screen. 

2. For multiple shift records click at the line level and create new record by putting 
all the relevant information and save the record. 
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Step E 

Path: IFS Payroll���� Basic Data for Leave Accounting���� Leave Parameters 

This screen is used to define various leave parameters pertaining to a particular leave 
code. It is to be created time office, category and leave code wise  

e.g. To code ‘9100A’ category code ‘NW’ and leave code ‘EL’ then we define the 
various leave parameters. Select the company, time office, and category and leave code 
save the information. 

Go to leave parameters give effective from month and save the record. 

 

 

Steps Involved 

1. Populate the records ( ) or press F2. 

2. Enter the Time office code. 

3. Enter the Category code. 

4. Enter the Leave code. 

5. Enter effective from month. 

6. Save the record ( ) or press F12. 
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Give the following parameters which ever is applicable: 

1. Max per year: Give the maximum no of leaves allowed per year. 

2. Max accumulation: Maximum accumulation allowed per year. 

3. Max cont days: Maximum continuous days a person is allowed to take that leave. 

4. Max cont hrs: Maximum continuous hrs a person is allowed to take the leave. 

5. Occurrences: The maximum no of occurrences that a person is allowed to take 
the leave in a leave financial year. 

6.  Unit code: Daily; Hourly; Monthly; Yearly 

7. Min Cont days: Minimum continuous days which is necessary for a person to 
take that particular leave. 

8. Min Cont hours: Minimum continuous hours which is necessary for a person to 
take that particular leave. 

9. Min En cash leave balance: Minimum balance required to En cash a particular 
leave. 

10.  Min En cash days: Minimum no of days which can be en cashed. 

11. Leave due from: From which month the leave is due. 

12. Check the check box if Advance is allowed (Adv. Allowed). 

13. Check the check box if the leave balances to be kept for next year (Keep 
Balance). 

14. Check the check box if the leave is En cashable (En cashable). 

15. Check the check box if Carry forward is allowed (Carry Forward). 

16. Check the check box if leave is to be calculated at prorate basis (Prorata). 

17. Check the check box if the deduction of leaves if holidays falls in between to be 
done (Deduct Holidays). 

Notes:  

1. For all the categories leave parameters to be defined. 

2. For all the leaves these parameters to be defined. 
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Step F 

Path: IFS Payroll���� Basic Data for Leave Accounting���� Invalid Leave Sequence 

On this screen we can define invalid leave sequence like if we want after casual leave 
earn leave can not be taken. 

So select the category for which this sequence is invalid and save the record go to line 
level put casual leave code (CL) followed by earn leave code(EL) and save the record. 

E.g. ‘CLEL’. 

 

 

Steps Involved 

1. Enter the category code. 

2. Enter the invalid sequence string. 

3. Save the record ( ) or press F12. 

 

Notes:  

1. For all the categories invalid sequence string for leaves to be defined. 
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Step G 

Path: IFS Payroll���� Basic Data for Leave Accounting ���� Account & Leave Code 
Mapping 

 

 

Steps Involved 

1. Select the company code from drop down menu ( ). 

2. Select the Time office code from drop down menu ( ). 

3. Select the category code from drop down menu ( ). 

4. Select the attendance account code (401- SAL-Days). 

5. Select the calculation criteria whether full days, No base days, Working days (as 
applicable). 

6. If leave is encashable check the encashable check box. 
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7. Go to line level click New ( ) or press F5 at the Line. 

8. Enter the leave code and its corresponding effect. 

9. Save the record ( ) or press F12. 

Notes:  

If a person is taking a CL then no effect will come on his attendance so effect is no effect 
but if a person is absent then it has to be subtracted from total no of days in a month so 
effect will be subtract. 
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5.2 Leave Recasting 

Path: IFS Payroll���� Leave Accounting ���� Leave Recasting ���� Leave Recasting 
Application 

 

 

Steps Involved: 

1. Click New. 

2. Enter Application date, Payroll Company, Leave Code, Old and New Time office. 

3. Save or F12 

4. RMB – Confirm / Cancel 

 

5. RMB – Generate / Cancel. 

 

6. RMB – Re-Generate / Post / Cancel. 
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7. After “Post”, Recasted EL Balance can be view to employee’s new Time Office. 

 

 

 

8. All Leave Recasting application can be view in separate overview screen viz. 
“Overview Leave Recasting Applications” with RMB – Detail Option. 
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5.3 Leave Accounting Transactions 

PROCESS A:  

ENTER / UPDATE / MODIFY EMPLOYEE LEAVE BALANCES 

Path: IFS Payroll���� Leave Accounting Transactions���� Employee Leave Balances 

 

Steps Involved 

9. This screen is used to Enter/Update employee leave balances 

10. Select Calendar year from drop down menu ( ).  

11. Select the employee code from drop down menu ( ) or query ( ) for employee 
code. 

12. Go to line level click New ( ) or F5 at the Line Level. 

13. Enter the Leave code, Leave credit, Leave brought forward, Total leave, Leave 
taken, Leave Encashed, Current balance. 

14. Once this set up is done it will automatically update the employees leave 
balances. 

15. Save the record ( ) or press F12. 

Notes:  

1. First time this set up needs to be done for each employee. 

2. After wards it will be automatically updated based on the employee leave 
entered. 
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PROCESS B:  

ENTER / MODIFY / UPDATE HOLIDAY MASTER 

Path: IFS Payroll���� Leave Accounting Transactions���� Holiday Master 

 

 

Steps Involved 

1. This screen is used to set up holiday master.  

2. Select the Financial year from drop down menu ( ). 

3. Select the time office code from drop down menu ( ). 

4. Select the holiday type from LOV ( ) or press F8. 

5. Select the week day from drop down menu ( ).(If Applicable) 
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6. Select Occurrence (only for all Sundays and 2nd Saturdays). 

7. Enter the first date of the year for that particular day. 

8. Save the record ( ) or press F12. 

9. Refresh the screen or press Shift + F5. 

10. System will generate list for all the days (Say Sunday). 

Notes:  

1. Once the weekly holiday list is generated. 

2. Go to line level click New ( ) or F5 at the Line. 

3. Enter the individual holiday dates and give its corresponding description. 

4. Check the check box payable or deductible depending on the holiday. 

5. Save the records ( ) or press F12. 
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PROCESS C:  

ENTER / MODIFY / UPDATE LEAVE ENTERIES 

Path: IFS Payroll���� Leave Accounting Transactions���� Leave / OD Entry 

 

 

 

Steps Involved 

1. This screen is used to enter leave details of an employee. 

2. Click  on leave code. 

3. Save  header. 

4. Click  at line level. 

5. Enter leave from date, to date, purpose, prefix and suffix dates (if any). 

6. Save . 

7. RMB – Submit 

8. RMB – Recommend 

9. RMB – Authorize 
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PROCESS D:  

ENTER AND POST LEAVE ENCASHMENTS 

Path: IFS Payroll���� Leave Accounting Transactions���� Leave Encashment 

 

 

Steps Involved 

1. This screen is used to enter leave Encashments of employees. 

2. Click  at line level. 

3. Enter Employee Code from . 

4. Leave balance will display automatically. 

5. Enter Number of days to be encashed by employee. 

6. Enter Payroll account code. “161”. 

7. Save . 

8. RMB – “Post to Payroll”. 
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6. LTC 

6.1 LTC Master Set-Up 

Path: Employee Organization & Definition ���� LTC ���� LTC Master 

 

 

Steps Involved: 

1. Click . 

2. Enter LTC Block Year From and Till in YYYYMM format. 

3. Enter Minimum Completion of Service condition. 

4. Enter Claim days – Number of days within LTC should be claimed. 

5. Save the header. 

6. Click at line level of LTC detail tab. 

7. Enter Domestic and Hometown Block year period. 

8. Save. 

9. Click new at LTC leave Master. 

10. Enter Leave code – which should be applied during LTC travel Period. 

11. Save 
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6.2 Employee LTC Information 

Path: Employee Organization & Definition ���� LTC ���� Employee LTC Information 

 

 

Steps Involved: 

1. Click . 

2. Enter Employee Code. 

3. Enter Application date, Departure date, Arrival date, LTC Type and claimed 
amount. 

4. Click on Submit. 
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5. Enter Ref. detail, Document checked or not, passed amount and dependent 
ID, if claimed for dependent. 

 

 

6. Click on Recommend. 

7. Click on Approve. 
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7. Medical Re-Imbursement 

15.1 Medical Reimbursement Master Set-up 

A. Path: IFS Payroll � General Data for Payroll & Leave Accounting ���� Account 
code Master 

This is one time setup – Two Account code has been created one for Medical 
reimbursement Application setup and another for Medical Reimbursement Entitlement. 

 

B. Path: IFS Payroll ���� Payroll Computation ���� Basic Data for Payroll Computation 
���� Other Master ���� Rule and Rate 

This is one time setup – As per the reimbursement policy, rule and rate already set in the 
above mentioned path. 

 

C. Path: IFS Payroll ���� Employee Self-Service ���� ESS Lu Rule 

 

Steps Involved: 

1. Click . 

2. Select “EssMedicalBillHdr” from . 

3. Enter Account code in “Rule code” 

4. Save . 
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D. Path: IFS Payroll ���� Employee Self-Service ���� Ess Rule Set Up 

 

 

Steps Involved: 

1. Click . 

2. Enter Account code from . 

3. Enter Base Code from . 

4. Save . 

 

E. Path: IFS Payroll ���� Employee Self-Service ���� Ess Application Medical Bill 
Master 
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Steps Involved: 

1. Click . 

2. Enter Max. Claim Amount, Patient Type, No. of Claim Months etc. 

3. Check on Discharge Summary Flag – If Applicable. 

4. Save . 

5. Click  at line level. 

6. Enter Board Approved Hospital List as per the header patient type viz. In 
patient or Out Patient. 

7. Save . 

 



    

USER MANUAL- PAYROLL 
  

 

   

I FS APPLICATION USER MANUAL FOR PAYROLL Page 37 of 75 

  

15.2 Entry & Approval of Medical reimbursement Applications 

 

A. Path: IFS Payroll ���� Employee Self-Service ����Ess Application Medical Bill 

 

 

Steps Involved: 

1. Query for Employee by clicking on . 

2. Click  at line level – Detail Tab. 

3. Save . 

4. Click on Application Detail Tab. 

5. Enter Application Detail such as, patient detail, treatment dates, discharge 
dated, hospital, doctor name, disease etc. 

 

6. Click on Bill Details 

7. Enter Bill Dates and bill amount 
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8. Go to Detail Tab. 

9. RMB – Confirm application 

 

A. Path: IFS Payroll ���� Employee Self-Service ����Ess Approval Medical Bill 

 

 

Steps Involved: 

1. RMB – Click on Recommend. 



    

USER MANUAL- PAYROLL 
  

 

   

I FS APPLICATION USER MANUAL FOR PAYROLL Page 39 of 75 

  

2. RMB – Click on Approve / Reject. 

 

 

B. Path: IFS Payroll ���� Employee Self-Service ����Ess Authorize Medical Bill 

 

Steps Involved: 

1. RMB – Click on Authorize / Reject. 
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C. Path: IFS Payroll ���� Employee Self-Service ����Employee Payment 

 

 

Steps Involved: 

1. Query for Authorize bill for payment process. 

2. RMB – Create Mixed payment 
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3. Enter Cash Account. 

4. Click – OK 
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5. Mixed Payment Details can be view in Employee payment screen. 

6. Generated statement number will be use by Accounts people to Approve 
payment voucher and release payment to employee. 
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8. Loan & Advances 

8.1 Loan & Advances Master Set-up 

A. Path: IFS Payroll � General Data for Payroll & Leave Accounting ���� Account 
code Master 

This is one time setup – All Loan Account code has been created 

 

B. Path: IFS Payroll ���� Payroll Computation ���� Basic Data for Payroll Computation 
���� Other Master ���� Rule and Rate 

This is one time setup – As per the Loan & Advances Recovery policy, rule and rate 
already set in the above mentioned path. 

 

C. Path: IFS Payroll ���� Employee Self-Service ���� ESS Lu Rule 

 

Steps Involved: 

1. Click . 

2. Select “EssSamadhanAdvances” from . 

3. Enter All Loan Account code one by one in “Rule code” 

4. Save . 

 

 



    

USER MANUAL- PAYROLL 
  

 

   

I FS APPLICATION USER MANUAL FOR PAYROLL Page 44 of 75 

  

D. Path: IFS Payroll ���� Employee Self-Service ���� ESS Lu Rule 

 

 

Steps Involved: 

1. Click . 

2. Enter Account code from . 

3. Enter Base Code from . 

4. Enter No. of Service Year and Super Annuation Years Left. 

5. Check on “Advance” flag 

6. Save . 

7. Click  at line level. 

8. Enter Loan Condition as per TOO. 

9. Save . 

Note: All Advance account code Ess Rule set up can be created, this is one time 
setup. 
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8.2 Entry & Approval of Loan Applications 

A. Path: IFS Payroll ���� Employee Self-Service ���� ESS Application Samadhan 

 

Steps Involved: 

1. Click  at line level. 

2. Enter Advance code, Date of Loan Application, Loan Amount and loan type. 

3. Save. 

4. RMB – Confirm. 

 

B. Path: IFS Payroll ���� Employee Self-Service ���� ESS Approval Samadhan 

 

 

Steps Involved: 

1. Populate data by clicking . 

2. RMB – Click on Recommend / Approve / Reject Application 
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C. Path: IFS Payroll ���� Employee Self-Service ���� ESS Authorize Samadhan 

 

 

 

Steps Involved: 

1. Populate data by clicking . 

2. RMB – Click on Authorize. 

 

 

 

3. RMB – Create Mixed Payment 

4. Enter Cash Account from 

5. Click “Create”. 
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6. Payroll Generated Payment further should be approve in Finance Module and 
pay to employees. 
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9. Pay Fixation 
Path: IFS Payroll ���� Payroll Computation ���� Payroll Transaction ���� Pay Fixation 

Before Starting Pay fixation Process: Ensure following points: 

� Employee Promotion must be done in HR Module 

� Increment Dates must be exist in Employee Information 

 

 

 

Steps Involved: 

1. Click On New 

2. Enter Company Code & Location Code from LOV. 

3. Enter Pay order Date (Date of Joining in Promoted Post). 

4. Enter Current Payroll Month. 

5. Save. 

 

6. RMB – Fetch Employee for Pay Fixation. 

7. Enter Employee regulation Type Viz. 30 (A) or 30 (a) (i). 
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8. Enter 101 – “Basic Pay” in Fixation Parameter 2. 

 

 

 

9. RMB – Header – Generate 

 

 

10. RMB – Header – Final 
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11. RMB – Line Level – Confirm / Approve / Post. 

 

 

Note: after “Post” Option data can be view at below path Location & Employee 
wise 

Path: IFS Payroll ���� Payroll Computation ���� Payroll Transaction ���� Promotion / 
Increment. 
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10. Annual Grade Increment 
Path: IFS Payroll ���� Payroll Computation ���� Payroll Transaction ���� Annual Grade 
Increment 

 

Steps Involved: 

1. Click On New. 

2. Enter Company code and payroll Month 

3. Save header. 

4. Enter Location code from LOV in Location Tab. 

5. Save. 

6. Enter Account 101 – Basic Pay in Account Tab. 

7. Save 
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8. Enter Leave Code in Leave param tab. 

9. Save. 

10. Ensure that Increment Due date must be Exist in Employee information. 

 

11. Click on Generate / Re-Generate as applicable. 

12. Ensure increment Amount and Grade (Scale) is correct. 
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13. Select Records at line level. 

14. RMB – Confirm / Hold. 

15. RMB – Release / Un Hold. 

16. RMB – Post. 

17. Enter Payroll Month in YYYYMM format. 

18. Click OK. 

19. Posted Increment can be viewed in Promotion/Increment Screen. 

 

20. RMB – Confirm 

21. RMB – Approve 

 

 

 



    

USER MANUAL- PAYROLL 
  

 

   

I FS APPLICATION USER MANUAL FOR PAYROLL Page 54 of 75 

  

11. Pay Anomaly 
Path: IFS Payroll ���� Payroll Computation ���� Payroll Transaction ���� Pay Anomaly 

 

 

Steps Involved: 

1. Click On New. 

2. Enter Application date on which Senior applied for Pay Anomaly. 

3. Enter Company Code from LOV. 

4. Enter Senior Employee – HRD ID, and junior Employee – HRD ID 

5. Save. 

 

6. All data will display in pay anomaly screen. 

7. Check Senior and junior system generated comparative statement. 

8. Enter Final Pay Anomaly figure in Promotion / increment Screen below 
mentioned path and save the record. 

9. RMB – Confirm / Approve. 

Path: IFS Payroll ���� Payroll Computation ���� Payroll Transaction ���� 
Promotion / Increment 
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12. Pay revision 

12.1 General Instructions for RPS 

Ensure Following prerequisites before starting Pay revision process: - 

Path: IFS Payroll ���� Payroll Computation ���� Basic Data for Payroll computation ���� 
Other Masters ���� Category Tab 

� Category and Grade specific “Automatic Scale upgrade” option should check on 
as per the applicability of pay revision on scales. 

 

Note: -  

Automatic Scale upgrade will be used to pay revision of existing old scale in new 
revised scale, as in master 4 years old scales are there, so it must be check on 
very carefully, only checked scale will be fetch by system for revision of all time 
and master scales. 

Automatic scale upgrade option is applicable to Non workmen and Workmen 
categories only. 
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Path: IFS Payroll ���� Payroll Computation ���� Basic Data for Payroll computation ���� 
Other Masters ���� Category Tab 

� New Grade (Time scale and Master Scale Code in ERP) Code should be defined 
with null Values at Line level. 

 

 

Note: -  

Grade Code is ERP defined term which means Time Scales and Master scales. 

Blank New Grade code is required to post system revised Scales in grade masters 
at category tab. 

All pay revision process is location specific, all location have to run this process 
at the time of RPS once in 4 Year. 
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Path: IFS Payroll ���� Payroll Computation ���� Basic Data for Payroll computation ���� 
Other Masters ���� Category Tab 

� New Grade should be carefully mapped with Grade Level, Grade Scale Code 
and Master Scale. 

 

 

Note: - 

Ensure that Grade level, Scale Code and master scale should be entered 
carefully and correctly in maters, as this functionality has impact on scale 
master classification and normal and advancement increments. 
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12.2 RPS of Time and Master Scales 

Path: IFS Payroll ���� Payroll Computation ���� Payroll Transaction ���� Pay revision 

 

 

 

Steps Involved: 

1. Click New. 

2. Enter company code 

3. Enter DA Percentage 

4. Enter Fitment Percentage 

5. Enter Round off code applicable to scales. 

6. Enter Round off value. 

7. Enter Effective from date and Arrear months – if any 

8. Save or F 12 

 

9. Enter Location Code in Location parameter Tab. 

10. Enter Accounting parameter – 101 basic pay with 100 “Perc value”. 
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11. Enter Service Weightages as declared in RPS Orders. 

 

12. Click on Save or F 12. 

13. Click on Scale Tab. 

14. RMB – Header – Fetch Existing Scale. 

 

15. Click on Generate New Scale. 
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16. Enter New Grade Code which RPS needs to be done. 

17. Save or F12. 

18. Check and verify generated scale start, increment and end amount. 

19. If any changes is there in RPS system generated and declared scales, manually 
edit amounts. 

20. Save or F12. 

 

 

 

21. All New scales will automatically get posted in Grade tab of other masters >> 
category. 

22. After this process, “Fetch Existing Scale” and “Scale Posted” will automatically 
checked on. 
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12.3 Employee Pay Revision 

Path: IFS Payroll ���� Payroll Computation ���� Payroll Transaction ���� Pay revision 

 

Steps Involved: 

1. RMB –click on Fetch Employee Information. 

2. Enter New Grade of employees for RPS. 

 

3. Modify Effective from date as per the option form submitted by Employees. 
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4. If Employee RPS should be kept on HOLD, then enter the reason for Hold and 
check on HOLD Check Box. 

5. Save or F12. 

6. Check on . 

7. Save or F12. 

 

8. RMB – click on - Apply Pay revision. 

 

9. If any Data is wrong then click on “Reset pay Revision”, correct data and again 
click on “Apply Pay Revision”. 

10. Check Increment Data. 
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11. RMB – Click on Confirm / Cancel. 

 

12. RMB – Click on Cancel / stop / Hold / Release. 

 

13. RMB – Click on “POST”. 

14. Enter Payroll Month. 

15. Click OK. 
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16. Confirm and Approve posted record in Promotion / Increment Screen. 
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13. Advancement Increment 
 

Path: IFS Payroll ���� Payroll Computation ���� Payroll Transaction ���� Advancement 
Increment 

 

 

Steps Involved: 

1. Click New. 

2. Enter Application Date. 

3. Enter Company Code from LOV. 

4. Enter Employee Code and Type of Increment. 

5. Save or F 12. 

6. RMB – Click on “Fetch”. 

7. RMB – Click on “Generate”. 
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8. Check all parameter displayed in deferent Tabs. 

9. RMB – Update Manually. 
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10. Enter New Grade. 

11. Verify new Basic Pay and Increment Amount. 

12. Verify With Effective Date. 

 

 

 

13. Save or F12. 

14. RMB – Click on Authorize or Hold as applicable. 

15. RMB – Click on “Post” 

16. Enter Current Payroll Month in YYYYMM Format. 

17. Click – “OK” 

18. Go to Promotion / Increment Screen from below path: 

Path: IFS Payroll ���� Payroll Computation ���� Payroll Transaction ���� Promotion / 
Increment. 

19. RMB – Confirm. 

20. RMB – Approve. 
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Note:  

New SGP Time Scale and Grade with Incremented basic pay can be viewed in 
Promotion / Increment Screen 
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14. Terminal Benefit 
Path: IFS Payroll ���� Payroll Computation ���� Processing ���� Terminal benefit ���� 
Qualifying Service Rule 

 

1. Click New. 

2. Enter Company Code. 

3. Enter Reason of Leaving from drop down menu. 

4. Enter type of terminal benefit in Transaction code. 

5. Enter qualifying service rule as applicable for calculation of terminal benefits. 

6. Save or F12. 

Path: IFS Payroll ���� Payroll Computation ���� Processing ���� Terminal benefit ���� 
Terminal benefit 

 

1. Query for Employee. 

2. Go to terminal benefit Detail Tab. 

3. Headers RMB – Click on calculate Gratuity. 
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4. Headers RMB – Incentives 

5. Enter Incentive Amount Declared by the Board. 

6. Click “OK” 

 

 

7. Headers RMB – Calculate GPF. 

8. Enter GPF balance Amount. 

 

9. Click “OK” 
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10. Headers RMB - Click on “Calculate Monthly pension” and then “Calculate Family 
pension”. 

 

11. Headers RMB – Calculate Commutation Pension. 

12. Enter Commutation Percentage and Rate per rupee. 

13. Click “OK” 
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14. Headers RMB – Create Mixed payment 

15. Enter cash Account 

16. Click “OK” 

 

 

17. Payroll Generated Mixed Payment will be approved in finance module and 
release the payment. 
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15. Full & Final Settlement 
This Process include HR Functions, Payroll Function and Finance Function to deal with 

Final Payment to an Employee 

Process A – HR Function in F & F 

Full & Final Settlement  

Path: IFS Payroll���� Payroll Computation ���� Basic data for payroll computation ���� 
Employee Information 

 

Steps Involved: 

1. Enter “date of Leaving: and click on . 

2. Settlement Month will come automatically. 

3. Do RMB on “Sensitive Tab”. 

4. Click on “Full & Final Settlement” as indicated below: 
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5. Select Calendar year from . 

 

6. Select settlement month from  and click on “OK” 

 


