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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. High Level Process Flow 

This document contains execution instructions for the following process flow. 
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4. Operational Procedure 

4.1 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. 
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4.2 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 should be entered. 

• In the second field ‘Password’, the password applicable for the user-login should 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 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.  
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4.3 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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5. Enterprise 

5.1 Person 

Creation of Person:  

Path: IFS Applications���� Enterprise���� Person 

Person has to be created before starting with the Payroll process 

 

 Steps involved: 

1) Click New  or F5 

2) Give the Person Id and Name & User ID 

3) Set the default language and country. 

4) Save  or F12 

5) Enter the information’s like Address, Communication method. 

6) Save  or F12 

Note: Person ID and Employee ID & User ID are same in AP TRANSCO 
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5.2 Employee 

Creation of Employee:  

Path: IFS Applications���� Enterprise���� Company���� Employee Tab 

 

Steps involved: 

1) On the above screen select the company Id  or press F8 for LOV. 

2) At the line level click New  or F5. 

3) Enter the Employee Id and select the corresponding Person Id. We are already made in the 
Person as     the employee of the company. 

4) Save  or F12. 
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5.3 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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6. General data for payroll & leave accounting 

6.1 Miscellaneous Master 

Path: IFS Applications����  IFS Payroll���� General Data for Payroll & Leave Accounting���� 
Miscellaneous Master 

 

This master is used to define various miscellaneous rule groups such as eligibility rules, 

calculation rules, marital status etc. The rule groups are system defined. This master is system 

master and most of the rules are system defined. We can add records only for the group’s 

marital status and titles.  
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6.2 Account Code Master 

Account codes are basically user-defined fields, which are used in calculation or if required user 
can directly enter the values into it. Though a few systems defined account codes are already 
created, we can always define our own codes. Create all the required account codes along with 
their corresponding account groups.  

Path: IFS Applications����  IFS Payroll���� General Data for Payroll & Leave Accounting���� 
Account Code Master 

 

Step Process:  

a. Create new account code in “Account Code master”  

Steps Involved 

1. Click New  or F5 to create a new record. 

2. Enter the new account code in the Account Code field. 

3. Enter short description in the short description field. 

4. Enter long description in the long description field. 

5. Put the account group code from LOV  or press F8 to select account group to which 
the account code belongs like Earning, Deduction, Loan, Interest etc. 

6. Save the record  or press F12. 
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Notes:  

While creating the new account code the account group to which the account code belongs 
must be selected carefully. 

Following groups should be selected as per the nature of account codes 
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6.3 Pre-defined Account Code Master 

There are some pre-defined account codes in the system. After creation of the account codes it 
needs to be mapped with the pre-defined codes in the system. 

Path: IFS Applications����  IFS Payroll���� General Data for Payroll & Leave Accounting���� 
Pre-defined Account Code Master 
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6.4 Sanction Code Master 

Sanction code master is used to define such allowances which are sanctioned by HR in 
between the month. This is the master where sanction code is defined and mapped with the 
account code and the attendance code. There are two flags in the master which identifies 
whether the code is dependent on the variable code or the entitled amount. 

Path: IFS Applications����  IFS Payroll���� General Data for Payroll & Leave Accounting���� 
Sanction Code Master 

 

Steps Involved 

1. Click New  or press F5 to create new record. 

2. Enter the Sanction code. 

3. Enter Description. 

4. Enter corresponding account code from LOV  or press F8 to select account code from 
LOV.  
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5. Enter Attendance Account Code from LOV  or press F8 to select Attendance Account 
Code from LOV. 

6. If the sanction code is variable code dependent then click on Eligibility  

7. If the sanction code is dependent on the entitlement amount then click on Entitlement 

 

8. Save the record   or press F12. 

Note:  

Each sanction allowance must have separate attendance code.  
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7. Master set-up for payroll 

Path: IFS Applications����  IFS Payroll ���� Basic Data for Payroll Computation 

1. COMPANY AND LOCATIONS 

2. PROFESSIONAL TAX SETUP 

3. HR & PAYROLL COMPANY INTEGRATION 

4. CATEGORIES, GRADES, AND DESIGNATIONS 

5. VARIOUS ACCOUNT CODES VALID FOR A PARTICULAR CATEGORY 

6. MINIMUM SALARY LOGIC. 

7. COUPLING CHECK 

8. BANK MASTER. 

9. COST CENTRE. 

10. DISTRIBUTION CENTRE. 

11. RULES AND RATES FOR VARIOUS ACCOUNT CODES. 

12. OTHER DEDUCTION MASTER. 

13. OUTSIDE AGENCY SETUP 

14. COMM (PF) /TRUST MASTER 

15. VOUCHER PARAMETER 

16. OTHER DEDUCTION MASTER 
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7.1 Company and Locations 

A new company is entered in Payroll Company and location. Under one company several 
locations can be created 

Process:  Entering details for new company and its corresponding locations 

Step A 

Path: IFS Payroll���� Basic Data for Payroll Computation���� Payroll Company and 
Location���� General Tab 

 

Steps Involved 

1. Click New  or F5 to create new Record. 

2. Select the company code from list of values  it will give the companies which are 
already defined in IFS Finance. 

3. Enter the address information. 

4. Give the account code for professional tax from LOV  and corresponding state 
applicability like it is distribution centre state or location state. 

5. Save the record  or press F12. 
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Notes:  

1. This Screen is used to create new companies or modify information of the existing 
companies. 

2. Professional tax setup information is also captured here we define the Account code for 
professional tax and the corresponding state applicability i.e. whether it is a distribution 
centre state or location state. 

3. Professional Tax setup for APTRANSCO will always be with the option of “Location 
State”. 
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Step B 

Path: IFS Payroll���� Basic Data for Payroll Computation ���� Payroll Company and Location 
���� Location Tab 

 

Steps Involved 

1. Click New  or F5 to create new record. 

2. Give the new location code from LOV  or press F8 to get the LOV screen and select 
Location code, Give its short name and Long name. 

3. Enter the address information. 

4. Give the account code for Basic, PF, and Round off account code from LOV  or press 
F8 to get List of Value Screen. 

5. Put retirement age and minimum age for joining the corporation. 

6. Save the record  or F12. 
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Notes:  

1. This screen is used to create new locations in a company.  

2. If the company has different business centres we can create different location for each 
location. 

3. We can have reports and other MIS queries for each of the locations separately or 
consolidated into one company.  

4. Retirement age is applicable 58 and 60 years in entire AP Transco, in this case put 58 
year in retirement age of Location Tab & those who have retirement age 60 year that 
can be change in employee information Screen. (Assumption: - 60 years retirement age 
cases are less then 58 year retirement age cases). 
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Step C 

Path: IFS Payroll���� Basic Data for Payroll Computation ���� Payroll Company and Location 
���� Prof.Tax Tab 

 

Steps Involved 

1. Click New  or F5 to create new record. 

2. Give the new state code and country code will automatically be selected. 

3. Select the base code from LOV  or press F8 to get the LOV screen,  

4. Put professional tax type and its deduction type from drop down menu. 

5. Click the check boxes for Active, Projection, and Refund (As Applicable). 

6. Go to line level, Click new  or press F5 at line level and put the start slab amount, Tax 
amount Applicable to State. 

7. Put effective from date and effective till date. 

8. Save the record  or press F12. 
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Notes:  

1. The system will take the slab from start slab amount till the next starting slab. 

2. We can have different state codes and depending on them various different slab rates. 

3. If we want to change the tax rate put the till month. 

4. Create a new line and put the new tax amount and start month. 

5. Base Code for professional Tax should be created first in “Base” tab of “Other Masters 
“screen. 
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7.2 HR & PR Company Integration 

This Screen facilitate to integrate HR Company with Payroll Location, it has one to many 
relation. 

Process: Integration of HR Company and PR Location. 

 

Steps Involved 

1. Click New  or F5 to create new record. 

2. Enter HR Company from LOV . 

3. Enter Payroll Company Code from LOV . 

4. Enter Payroll Location code from LOV . 

5. Check on “Default” flag. 

6. Click on save . 

Note: 

In APTRANSCO HR company and PR Location will be identical and Payroll Company will 
always be “APTRANSCO”. 
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7.3 Category, Grade and Designations   

This screen is used to create categories and there corresponding grades. Each category can 
have number of grades. We can give starting amount increment amount and the maximum 
amount to which the slab is valid. If the multiplication factor check box is checked then system 
will automatically check for the slab. 

Process: CREATING A NEW CATEGORY, GRADE AND DESIGNATIONS   

Step A 

Path: IFS Payroll���� Basic Data for Payroll Computation���� Other Master���� Category���� 
Minimum Salary Tab 

 

Steps Involved 

1. Populate the data  or press F2 

2. Click New  or press F5 at category code field. 

3. Enter the category code and description. 

4. Enter the category Level. 

5. Enter minimum salary base code and the minimum salary %age (If Applicable). 

6. Save the record  or Press F12. 
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Note: If Minimum Salary obligation is exist, then this setup is required. The Minimum salary 
obligation should be in correspondence with category. 

Step B 

Path: IFS Payroll���� Basic Data for Payroll Computation���� Other Master����Category���� 
Designation Tab 

 

 

Steps Involved 

1. Populate the data  or press F2 

2. Click New  or press F5 at the designation code field. 

3. Give the new designation code and its corresponding description. 

4. Save the record  or press F12. 
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Notes:  

1. We have to create all the designations which are applicable to this category. 

2. For all the categories we need to create the designations. 

3. If same designations we want to create for different category code then we can copy all 
the designation from one category to other. 

4. Designation should be the same position id exists in HR. 
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Step C 

Path: IFS Payroll���� Basic Data for Payroll Computation ���� Other master���� 
Category����Grade Tab 

 

Steps Involved 

1. Populate the data  or press F2. 

2. Click New  or press F5 at the Grade field 

3. Give the grade code and its corresponding description. 

4. Give the grade Level 

5. Select Grade Scale code thru LOV. 

6. Select Master Scale code from List of Values applicable to grade code. 

7. Save the record  or press F12. 

8. Click at the line level and click new  or press F5. 

9. Put the starting amount, Increment amount and Maximum amount 

10. Similarly create all the slabs which are valid for that particular category by adding new 
lines. 

11. Save the record  or press F12. 
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Step D 

Path: IFS Payroll���� Basic Data for Payroll Computation���� Other master���� Category���� 
Account Tab 

 

Steps Involved 

1. Populate the data  or press F2. 

2. Click New  or press F5 at the Account field. 

3. Give the account code. 

4. Check the arrear check box if we wish to calculate the arrear on this account code. 

5. Save the record  or press F12. 

Notes:  

1. Whenever a new category is created we have to attach the account codes which are 
valid for that particular category. 

2. First the new account code must be defined in the account code master. 
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Step E 

This screen is used to make coupling check. Check variable dependent, if check Account code 
is variable dependent. If check code is defined then codes at line level are not counted. 

Path: IFS Payroll���� Basic Data for Payroll Computation���� Other master���� Category���� 
Coupling Check Tab 

 

Steps Involved 

1. Populate the data  or press F2. 

2. Click New  or press F5 at the Account code field. 

3. Give the account code. 

4. Check the Variable Dependent check box if check account code. If variable dependent. 

5. Save the record  or press F12. 

6. Come at Line Level and Create New  or press F5. 

7. Fill the entries with Similar Account Codes as shown in the example of GPF & EPF. 

Note: All Control checks have been developed, no mapping required in couplink check. 
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7.4 Bank Master 

This screen is used to create bank master with all the details of the bank, in order to distribute 
salaries through bank statement or through cheques. Enter full name and address. The bank 
name and branch address will be shown in the LOV for bank wherever required. Check the 
issue bank check box, if the salary is distributed from this bank. 

Path IFS Payroll���� Basic Data for Payroll Computation���� Other master���� Bank Master 
Tab. 

 

Steps Involved 

1. Click New  or press F5 at the bank code field. 

2. Give the bank code name and its corresponding address. 

3. Select the state from list of values . 

4. The country will automatically select. 

5. Check the issue bank check box. 

6. Save the record  or press F12. 
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Notes:  

1. All the banks whether it is an employee or company bank we need to define in bank 
Master. 

2. Employee bank and issue bank will be the same. 



    

USER MANUAL- PAYROLL 
  

 

   
I FS APPLICATION USER MANUAL FOR PAYROLL Page 42 of 165 

  

7.5 Cost Centre  

This master is used to define cost centres. Each location can have multiple cost centres or 
departments. We can also define direct or indirect cost centre. 

Path: IFS Payroll���� Basic Data for Payroll Computation���� Other master���� Cost Centre Tab 

 

Steps Involved 

1. Click New  or press F5 at the Cost Centre field. 

2. Give the Cost Centre name and its corresponding description. 

3. Put the Direct/Indirect Cost Centre. 

4. Save the record  or press F12. 

Notes:  

1. The entire Cost centre we need to define. 

2. It is important for reporting purposes. 
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7.6 Distribution Centre 

This screen is used to define distribution centres, Further this will be used to distinguish 
EPF/GPF and DEP Employees.  

Path: IFS Payroll���� Basic Data for Payroll Computation���� Other master���� Distribution 
Centre Tab 

 

Steps Involved 

1. Click New  or press F5 at the Distribution Centre field. 

2. Put the new distribution centre code and its corresponding description. 

3. Save the record  or press F12. 
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7.7 Base  

This master is used to define bases to calculate account codes which depend upon the other 
account codes. E.g. if we want to calculate professional tax based on gross pay then. We need 
to create the base code for that. 

Path: IFS Payroll���� Basic Data for Payroll Computation���� Other master���� Base Tab 

 

Steps Involved 

1. Click New  or press F5 at the Base code field. 

2. Put the new base code and its corresponding description. 

3. Put the base code type. 

4. Click New  or press F5 at the Account code field. 

5. Put all the account codes on which the base will depend. 

6. Put Actual/Base and percentage we want to consider. 

7. Save the record  or press F12. 
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7.8 Rule and Rate  

This master is used to define the rule for calculation and its corresponding rates. 

Path: IFS Payroll���� Basic Data for Payroll Computation���� Other master���� Rule & Rate Tab 

 

Steps Involved 

1 Click New  or press F5 at the Account code field which is already created in Account 
Code master. After defining Account Code press Tab Button, Description will come. Save 

the Header  or press F12. 

2 Define rules and rate in this master for each account code applicable to the company. An 
eligibility rule for particular account is defined in the Eligibility rule field; it can be defined 
employee, category, grade, cost centre, variable code wise or any combination of these. 

3 Calculation of particular account will be dependent on Calculation Rule. Various calculation 
rules are defined in the system we have to select from the drop down menu as per the 

calculation required. Save it by clicking on . 

4 Click on Parameter Tab. Define the slab base or percentage slab base on which the 
account code is dependent. If define the %age Base, then, it must be defined in Base Tab 
Give the unit code and attendance account code if any on which this particular account 
code is dependent. 

 



    

USER MANUAL- PAYROLL 
  

 

   
I FS APPLICATION USER MANUAL FOR PAYROLL Page 46 of 165 

  

 

 



    

USER MANUAL- PAYROLL 
  

 

   
I FS APPLICATION USER MANUAL FOR PAYROLL Page 47 of 165 

  

 

 



    

USER MANUAL- PAYROLL 
  

 

   
I FS APPLICATION USER MANUAL FOR PAYROLL Page 48 of 165 

  

 

 

5 Give the calculation and pay slip print priority. 

6 For deduction account codes give whether it is mandatory, partially deducted, recovery 
carry forward or quarter dependent. 

7 Check the check box if this account code has payroll impact. 

8 If we want to generate compensation check the box and give the base code for which the 
compensation percentage is to be calculated. 

9 Give the round off parameters if it is applicable. 

10 Save the record  or press F12. 

 

Notes:  

1. We must be careful while defining various parameters since based on these rules the 
system will calculate for a particular account code. 

2. The percentage slab base must be selected carefully. 

3. Unit code and attendance account code must be selected carefully. 

4. If account group is loan put loan type and its interest account code. 
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7.9 Other Deductions  

This master is used to define the account codes which will be available in other earning and 
deductions. The account codes for which we want to make entries in other earning and 
deduction in employee entitlement and eligibility needs to define first on this screen. 

Path: IFS Payroll���� Basic Data for Payroll Computation���� Other master���� Other 
Deductions Tab 

 

Steps Involved 

1. Click New  or Press F5 at the Account code field; put account code as applicable to 
other earning and deduction. 

2. Save the record  or press F12. 

3. Put the payroll month for which this account code will be valid. 

4. Check the Monthly, Quarterly, and Bi annually, Yearly check box depending on the 
deduction or earning. 

5. Save the record  or press F12. 



    

USER MANUAL- PAYROLL 
  

 

   
I FS APPLICATION USER MANUAL FOR PAYROLL Page 50 of 165 

  

Notes:  

1. We must be careful while defining various parameters since based on these rules the 
system will calculate for a particular account code. 

2. In the master of other earning and deduction, enter the recovery or earning which has 
some reference details and reference Amount such as LIC, APGLIS etc. 
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7.10 PF Information  

This master is used to capture PF (GPF/EPF) information.  

Path: IFS Payroll���� Basic Data for Payroll Computation���� Other master���� Comm /Trust 
Tab 

 

Steps Involved 

1. Click New  or press F5 at the Commissioner Trust field. 

2. Give the Name and corresponding Address information. 

3. Give the Comm. Trust account no 

4. Check the box if it is a PF commissioner address. 

5. Save the record  or press F12. 
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7.11 Outside Agency 

This master is used to define VARIOUS OUTSIDE AGENCIES THERE MAPPING WITH IFS 
FINANCE I.E. CORRESPONDING GL ACCOUNT CODES.  

Path: IFS Payroll ���� Basic Data for Payroll Computation ���� Other master ���� Out Side 
Agency 

 

Steps Involved 

1. Click New ( ) or F5 at the Out side agency field. 

2. Put the out side agency code and its corresponding description. 

3. Put the GL A/c Code. 

4. Check the active check box if the code is active. 

5. Save the record ( ) or press F12. 

6. Put the corresponding payroll A/c code. 

7. Save the record ( ) or press F12. 

Notes:  

1. We need to define all the outside agency codes and there corresponding account codes. 
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7.12 Vouchers 

Define voucher parameters, based on these voucher will be created in IFS Financials. We have 
to map payroll account code with IFS Financials account code and define whether the posting 
should be done code part wise or just a summary. For all earning codes the debit check box 
must be checked. 

Path: IFS Payroll���� Basic Data for Payroll Computation���� Other master���� Voucher Param 
Tab 
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Steps Involved 

1. The voucher parameters at the header level are already defined. 

2. Click New  or press F5 at the Account code field at the line level. 

3. Put the account code from LOV  or press F8 to select account code. 
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4. Put the corresponding main GL- code from LOV  or press F8 to select GL code. 

5. For further division of Particular Account Code, select Account Code & Do RMB (Right 
Mouse Button) and click on Details. 

6. Add all the GL Codes in respect of main Account Head. 

7. Check the corresponding Distribution centre, Cost centre, Employee Check box 
depending upon the posting of that particular account code in IFS Finance.  

8. Save the record. 

 

Note  

Posting of payroll Account code to GL code is distribution centre wise, so carefully 
segregate employees in EPF, GPF and DEP distribution Centres. 
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8. Variable Group Codes 

Process: ENTERING & MODIFYING DETAILS FOR VARIABLE GROUP CODES 

THIS MASTER IS USED TO DEFINE VARIABLE CODE FOR CALCULATING THE 
DIFFERENT ACCOUNT HEADS E.G. IF FOR THE SAME GRADE OF EMPLOYEE WE WANT 
TO DEDUCT DIFFERENT AMOUNT UNDER A SAME ACCOUNT CODE THEN THIS CAN BE 
DONE THROUGH THIS SCREEN. VARIOUS VARIABLE GROUPS CAN BE CREATED AND 
DIFFERENT RATES CAN BE DEFINED IN RULE AND RATE MASTER DEPENDING ON THE 
VARIABLE CODE THEN THE VARIABLE CODE CAN BE ATTACHED TO EMPLOYEE IN THE 
EMPLOYEE ENTITLEMENT AND ELIGIBILITY.  

AN EXAMPLE OF THIS USED AT APTRANSCO IS OF ACCOUNT CODE 105 & 107 
(VARIABLE DEARNESS ALLOWANCE & HRA) THE VARIBLE GROUP CREATED FOR THIS 
ACCOUNT CODE ARE Y AND N. 

IF THE RATE OF VDA OR HRA OF A PERSON HAS TO BE GIVEN, THE ACCOUNT CODE 
105 & 107 CAN BE ENTERED IN THE EMPLOYEE ENTITLEMENT / ELIGIBILITY SCREEN 
UNDER THE ELIGIBILITY TAB AND THE VARIABLE GROUP CODE (VALUE) CAN BE 
SELECTED FROM LIST OF VALUES. 

Path: IFS Payroll����Payroll Computation ���� Basic Data for Payroll Computation���� Variable 
Group Codes 
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Steps Involved 

1. Click New ( ) or press F5 at the Account Code for which we want to create variable 
group code. 

2. Select Account code from LOV ( ) or press F8 

3. In data type put “through variable code master details”. 

4. Check the check box “Check employee eligibility”. 

5. Click New ( ) or press F5 at the line level. 

6. Put the variable code and its corresponding description. 

7. Save the record ( ) or press F12. 
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9. Entering & modifying transactions 

9.1 Fresh Employment - Entering a New Employee 

A new employee is entered in HR module and the EMP No. of the same is picked up in the 
payroll module. However, in case, the employees are not to be maintained in the P&A 
department, the same shall be entered directly for generation of payroll. 

Process: ENTERING DETAILS FOR FRESH EMPLOYEMENT 

Step Process: 

a. Enter information in “Employee Information”  

b. Enter information in “Employee Entitlement / Eligibilities”.  

Step A 

Path: IFS Payroll���� Basic Data for Payroll Computation���� Employee Information���� 
General Tab 

This employee information data flows from HR by using RMB “Update employee from HR” or 
using RMB button of “Update all Employee from HR”. This Update All Employee from HR option 
will update Payroll employee from HR according to Location. 
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Steps Involved: 

1. Click New  or press F5. 

2. Enter the company from LOV  or press F8 to get the List of Values. 

3. Enter the Employee Code in the EMP Code field from LOV  or press F8 to get the List 
of Values. 

4. Enter Title, Name, and Date of Birth & Martial Status.  

5. Now move to the Sensitive Tab. 

Path: IFS Payroll--> Basic Data for Payroll Computation���� Employee Information���� 
Sensitive Tab 

All the following entries will flow from HR database to Payroll automatically. 

• 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 
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Steps Involved: 

1. Enter time office code from LOV  or press F8. 

2. Select services from the drop down menu. 

3. Enter the distribution centre, select from LOV  or F8 

4. Save the record  or press F12. 

Note:  

Since the information is entered in the Employee Master, any wrong entry will lead to distorted 
payroll for the Employee. Therefore the data needs to be entered with high care and 
counterchecked. 
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Step B: 

Path: IFS Payroll���� Basic Data for Payroll Computation���� Employee Information���� PF/ESI 
Tab 

This screen is mandatory to save any Employee database. Select Com. /Trust from LOV (List of 
Values). Fill all the entries and Save it. 

 

 



    

USER MANUAL- PAYROLL 
  

 

   
I FS APPLICATION USER MANUAL FOR PAYROLL Page 62 of 165 

  

Step C: 

Path: IFS Payroll���� Basic Data for Payroll Computation���� Employee Information���� Others 
Tab 

This Screen is used for defining Payment Mode, Employee Bank Code, Bank Account No., 
Issue Bank code, PAN no., Promotion Date, Retirement. Date of particular Employee.  
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Step D: 

Path: IFS Payroll���� Basic Data for Payroll Computation���� Employee Information���� Other 
Info-II Tab 

This Screen is used to capture any specific information that an organization requires an 
employee. 
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9.2 Bank Details 

IFS have provisions to maintain bank information for each employee where the net salary shall 
be credited. The same is also reflected in the reports on bank transfer. 

Process:  Entering / Modifying Bank Details 

Path: IFS Payroll���� Basic Data for Payroll Computation���� Employee Information���� others 
tab 

 

Steps Involved 

1. Press F3 or Query Button  and select the Employee for which entries need to be 
made. 

2. Select the payment mode from drop down menu. Payment Mode can be one of the 
following: 

BANK 
TRANSFER 

If payment is made through SBI then put the issue bank code for SBI 

Cheque If payment is made through Cheques. 
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3. Move to next field and select the employee bank code from the List of Values   or (F8). 

4. Write the employee bank account no in the field “Emp Bank A/c No.” 

      5. save the record  or press F12. 

Notes:  

Enter all these details VERY CAREFULLY, as these details would impact all major payroll       
Reports later. 

For all bank employees punt only bank account number without adding any branch code or 
bank product code. 

Bank transfer file will be generated as per the issue bank selected for an employee. 

It is highly recommended that put same bank code in Emp. Bank and Issue Bank. 
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MOST OF THE INFORMATION RELATED TO EMPLOYEE PAYROLL DETAILS (OTHER 
THAN LOANS) IS MAINTAINED IN A SINGLE SCREEN IN IFS, THE PATH OF WHICH IS AS 
UNDER: 

Path: IFS Payroll���� Payroll Computation����  Basic data for payroll���� Employee Entitlement 
/ Eligibility ���� Eligibility. 

This screen contains multiple tabs. The following key tabs are discussed as under:  

a) Entitlement. 

b) Eligibility 

c) Adjustment Amount. 

d) FA-Adjustment 

e) Sanction Info. 

g) Other Earns / Deductions. 
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Hints for easy identification of account codes which one should be fall in entitlement or 
eligibility or sanction info or other earning / deductions :- 

Entitlement: -  

Account code having no rates in rule and rate master 

Account code having no variable group code in rule and rate master 

Amount against account code should be in fixed amount / percentage and may vary employee 
to employee. E.g. Basic Pay 

Eligibility: - 

Account code having variable group code in rule and rate master. 

Account code having multiple rates in rule and rate master. E.g. DA, HRA, Convy. Etc 

Adjustment Amount: - 

If any adjustment amount need to be passing against “INCOME TAX” that amount should be 
enter in this screen only, NOT in Entitlement. 

FA-Adjustment: - 

Any payment release through Direct Mixed payment mid of the month from Finance will flow 
here after posting of “Loan Info to Payroll” from Finance. Such payment detail will be appearing 
here for the purpose of payment regularization along with regular payroll processing (Monthly). 

Sanction Info: - 

Allowances sanctioned by HR department & starts from sanction date that vary from employee 
to employee, will be consider as the sanction allowance. All Sanction Allowance first need to be 
define in Sanction Master before assigning it to an employee 

Other Earns / Deductions: - 

If any Account code need to be assign to an employee with some reference details, for example 
LIC recovery with Policy Number, must be entered in Other Earns/ & Deduction Tab NOT in 
Entitlement/ Eligibility Tab. 
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9.3 Entitlements 

Process:  ENTERING / MODIFYING ENTITLEMENTS 

It refers to any account that an employee will be entitled to in his salary each month. Entitlement 
account can either be earning accounts or deduction account and can be fixed amount. 

Path: IFS Payroll���� Basic Data for Payroll Computation���� Employee Entitlement / 
Eligibility ���� Entitlement Tab 

 

Any Earning or Deductions account codes for which same amount / percentage has to be given 
to/ deducted from the employee can be used as Entitlements in IFS.  Entitlement account can 
either be earning accounts or deduction account and can be fixed amount. 

Example of Entitlements is given as under: 

Steps Involved: 

1. Select the employee by clicking at EMP# and pressing F3 or click on query .  

2. Move to details window (Line Level) 
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3. To add any entitlement, create a new row by clicking new  or press F5 at line level, 
select the relevant account code and move to the amount column. You can enter the 
amount as fixed value (like in case of Basic pay) or fixed percentage.  

4. Select the appropriate amount type in the next column and give valid from and valid to (If 
Applicable) months for the earnings / deductions. 

5. Save the record  or press F12. 
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9.4 Eligibility 

Process:  ENTERING / MODIFYING ELIGIBILITY 

It refers to any membership that an employee has subscribed to. This will entail monthly 
deduction/ earning for the amount of this allowances/ recoveries as per the prescribed rates.  

Path: IFS Payroll���� Basic Data for Payroll Computation���� Employee Entitlement / 
Eligibility ���� Eligibility Tab 
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Steps Involved: 

1. Select the employee by clicking at Emp# and pressing F3 or click on query .  

2. Move to details window (Line Level) 

3. To add any eligibility, create a new row  or press F5, select the relevant account code 

from LOV  and move to the variable code column. 

4. Select variable group code as per the employee wise eligibility. (code should be select 

from LOV  or press F8 to get the List of values Screen) 

5. Save the record  or press F12. 

Note:  

Carefully select variable group code, further this have major impacts on employee’s salary 
calculation, system calculate as per the rate given to employee in eligibility master. 
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9.5 Adjustments 

Adjustments Refer To Any Amount Which Has To Be Paid To / Deducted From an Employee for 
a Single Month (You Can Also Use the Screen Below To Pass Adjustments for More Than One 
Month) 

Process:  PASSING ADJUSTMENTS FOR AN EMPLOYEE 

Path: IFS Payroll���� Payroll Computation���� Basic Data for Payroll Computation���� 
Employee Entitlement/Eligibility���� Adjustment Amount. 

 

Steps Involved: 

1. Select the employee by clicking on query  at EMP# or pressing F3.  

2. Move to details window. 

3. To pass any adjustments for this employee, create a new line and select the account 
code for which the adjustments needs to be made. 

4. Enter the amount in the amount column. 

5. Give the “Accounting from Month” and “Accounting to Month” in the respective columns. 
The adjustment (Whether Earning or Deduction will be made for all the months, as 
entered in this column). 

6. Enter Remarks, as required. 

7. Save the adjustment by click on  or press F12. 
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Process:  PASSING ADJUSTMENTS FOR A GROUP OF EMPLOYEES 

Path: IFS Payroll���� Basic Data for Payroll Computation���� Payroll Transactions���� 
Employee Adjustment Amount���� Adjustment II Tab 

 

Steps Involved: 

1. The data entry in this screen is very similar to data Entry in MS Excel Sheet. 

2. Select the payroll month from drop down menu  

3. Click on the Tab Adjustment I or II 

4. Click on the details and create a new line  or press F5 at Line Level. 

5. Enter the EMP Code, account code, amount & accounting month in the respective 
column. 

6. Enter Remarks, as required. 

7. Save the adjustment by click on  or press F12. 
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Notes: 

The tabs Adjustment-I and Adjustment-II are exactly the same in all respects except for one. 
The user can make multiple entries for a same Employee code and account combination in the 
Adjustment – II, which is not possible in the Adjustment – I tab. 



    

USER MANUAL- PAYROLL 
  

 

   
I FS APPLICATION USER MANUAL FOR PAYROLL Page 75 of 165 

  

9.6 Sanction Info. 

Allowances sanctioned by HR department & starts from sanction date and that vary from 
employee to employee, will be consider as the sanction allowance. Those allowances will be 
entered in employees sanction info screen. 

Process:  MAKING ENTRIES FOR ALLOWANCES (SANCTIONED BY HR) 

Path: IFS Payroll���� Payroll computation���� Basic Data for Payroll Computation���� 
Employee Entitlements / Eligibilities���� Sanction Info. 

 

Steps Involved: 

1. Query for employee code ( ) or press F3. 

2. Click on Sanction Info. (Tab). 

3. Go to Line Level. 

4. Click new ( ) or press F5. 

5. Enter Application Reference Number. 
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6. Enter Application Date of applied allowance. 

7. Select Allowance Sanction Code from LOV ( ) or press F8. 

8. Enter Claimed Amount. (If any Allowance is based on Eligibility, Select Variable 

group code from list of values ( ) or press F8. 

9. Enter Allowance Sanction date. 

10. Save the record ( ) or press F12 

11. Select Record, do RMB, “Confirm” allowance. 

12. Enter Approve Amount. (In case of Entitlement based Allowance). 

13. Save the record ( ) or press F12. 

14. Select Record, do RMB, “Approve” allowance. 
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9.7 Other Earnings / Deductions 

Insurance Policies as Opted by the Employees, Who’s Premium Gets Deducted as a Part of 
Salary Can Be Stored in IFS. Further More Any Similar Earning Or Deduction, Which Is For A 
Specified Period Or Indefinite Period Can Also Be Entered And Stored. Such as: - LIC, Society 
Recovery, Court Attachments, Bank Loan – Personal and House Finance and APGLIS 

Process:  MAKING ENTRIES FOR EXTERNAL RECOVERIES 

Path: IFS Payroll���� Payroll computation���� Basic Data for Payroll Computation���� 
Employee Entitlements / Eligibilities���� Other Earnings & Deductions. 

 

Steps Involved: 

1. Select the employee from drop down menu or through query  option, for which 
Insurance policy / any other earning and deduction, as specified above, needs to be 
entered. 

2. Click on the Account and create new  or press F5. (If the account is already existing 
for this employee, skip step 2 and 3) 

3. Enter the account for which record needs to be entered and save   or (F12). 

4. Click in the details window and create a new line by pressing F5 or click on . 

5. Enter the details of the policy no. / Any reference no. in the first column. 



    

USER MANUAL- PAYROLL 
  

 

   
I FS APPLICATION USER MANUAL FOR PAYROLL Page 78 of 165 

  

6. Enter the reference date for the policy. 

7. Enter the reference premium amount which needs to be deducted from the salary. 

8. Enter the frequency of earning / deduction in the next column from drop down menu (i.e. 
Monthly, Quarterly, Half Yearly or Yearly) 

9. Enter the start month for payment / recovery. 

10. Save the record  or press F12. 

11. The record is now in created state. Select this record and right click the mouse button. 

12. Click on the ACTIVE to make the policy active. 

Note:- 

This Screen can be use for all type recovery and earning which have some reference number 
same as LIC policy Number. This Reference Number should be capture in payroll and its 
monthly processing. 
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10. Loans 

Loans taken by any employee, whose principal amount and interest needs to be deducted from 
the salary, are maintained in the Loans folder in IFS Applications. The loan particulars should be 
entered in the system after the loan amount released by the finance. 

10.1 Loan 

Process:  MAKING ENTRIES FOR SANCTIONED LOAN 

Path: IFS Payroll���� Basic Data for Payroll Computation���� Loan���� Loan Info 
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Steps Involved: 

1. Open the form / Loan screen by following the path given above. 

2. Select the employee for which loan entries need to be made by pressing F3 or click on  
and entering EMP no. 

3. Click on the loan account and using drop down option, check whether the account for 
which entries need to be made is existent. If yes, skip the next step. 

4. Select the loan account no. from LOV   

5. Save the loan record  or press F12. 

6. Move to the details window and create a new line. 

7. Skip the loan id column, as it shall be automatically created once the line is saved. 

8. Enter the loan date, loan amount and the interest rate. Based on this loan date, the 
interest amount would be calculated. 

9. Enter the computation method as reducing balance. 

10. Enter the no. of Instalments for this loan. Based on this, the monthly instalment amount 
will automatically come. 

11. Enter the recovery start month of this loan. Based on this recovery start month date, the 
principal amount would be deducted. 

12. Enter the batch no. for the loan and the remarks, as required. 

13. Save the loan entry by clicking on  or press F12. 
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10.2 Loan History 

Process:  MAKING HISTORY ENTRIES FOR BOARD LOAN 

Path: IFS Payroll���� Basic Data for Payroll Computation���� Loan���� Loan Info ���� RMB ���� 
view loan history data ���� RMB-Header ���� Make loan History 
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Steps Involved: 

1. To create loan history, Query  for the employee by clicking on  or press F3 

2. Select the Loan record at line in loan info for particular Loan.  

3. Do RMB and select “View History Data”. 

4. Do RMB on Header and select “Make Loan History”. 

5. Update Loan History Window will open. Fill all the period for making loan history, 
select “Balance/Recovery Amount Adjustment” and enter remark (if any). 

6. Click on OK . 

7. Loan History details will come on the screen. On this Screen, User can change the 
amount as per the details. 

8. Close this screen and come to the Loan Info Screen. Select Loan Record at line level 
and do RMB on Update with Transaction Balance. It will update balance Transaction 
Amount. 

9. To view Transaction Data of particular Loan, select the Loan Record at line level and 
do RMB on View Transaction Data. 

10. There are two ways to make particular Loan as Secure, One is select the Loan and 
select the line and do RMB on Secure. This will hit the accounting Period and make 
the Pay Type Voucher with Voucher No. which comes in same line in Remarks or 
Voucher Type or Voucher No. Field. Other one is select the line and do RMB on 
Update Loan. One update Loan window will open and any loan information that user 
wants to change as well as can make a tick on Secure and click on OK. But this 
secure will never be click any Accounting entry. User can change this from Secure to 
Unsecured by the same process. 
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10.3 Closing / Making Adjustments in Existing Loans 

An employee may close / adjust the loan amount by making early payments. In such cases, a 
closing / adjustment entry for the loan needs to be passed. The same can be done in the loan 
screen (Adjustment Tab) 

Process:  Passing Adjustment amount for Loan 

Path: IFS Payroll���� Basic Data for Payroll Computation���� Loan���� Loan Info ���� Loan 
Adjustment  

 

Steps Involved:  

1. Open the form / screen as path given above. 

2. Select the employee for which loan entries needs to be made by pressing F3 or query 

for employee code by clicking on  . 

3. Select the loan account code which needs to be settled or adjusted and move to the 
LOAN ADJUSTMENT TAB. 

4. Click the Right Mouse Button after select the detail line and select the loan id for which 
adjustment needs to be done. 

5. The loan id will now be populated on your screen. 

6. Enter (-ve) in the Sign code (as loan amount needs to be reduced). 
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7. Enter the amount with which the loan amount needs to be reduced. 

8. Enter the remarks, as required. 

9. Save the record  or press F12. 

10. If want to change instalment amount of loan then above steps are repeated with sign 
Code (+ve) 

11. Adjustment Code should be Change “Monthly Instalment”. 

12. This should be done after ending of previous month.  
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10.4 Loan Interest Computation 

User can compute the interest of loans individually. It should be done after ending of the month 
so that current month transaction balance will be updated. User can create the JV for this. 

PROCESS - Loan Interest Computation after Recovering Principle Amount. 

Path: IFS Payroll���� Basic Data for Payroll Computation���� Loan���� Loan Interest 
Computation 
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Steps Involved: 

1 Open the form / screen as given above. 

2 Click on New Button  or press F5. 

3 Enter Company code, Location Code, select the Loan Id for which calculates interest, 
Process Month in which interest will be calculated. 

4 Enter from Month and To Month in header. 
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5 Save the record  or press F12. 

6 Rev. No. will come and State shows Created. 

7 Do RMB on Re-compute Interest at Header and Refresh the screen by selecting Rev. No. 
again.  

8 Detail part will come with Interest amount. 

9 Go on Header and do RMB on Approved  

10  Do RMB on JV created. Voucher No. Voucher Date, Voucher Type will come. 

11 This interest amount will automatically flows in Loan Details also. 
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11. ARREARS 

Employees may be given promotions / increments or arrears. IFS provide the functionality to put 
these entries in a single screen as given below. This is the basic setup for calculating arrear. 

There are two types of Arrears- 

o Promotion Arrear 
o DA Arrear 

11.1 Promotion Arrear 

This type of promotion is used when promotion will be done on the Back date 

Process:  ENTERING PROMOTIONS / INCREMENTS / ARREARS 

Path: IFS Payroll���� Payroll Transactions���� Promotion / Increment 

 

Steps Involved  

1. Open the form / screen as given above. 

2. Populate ( ) the data and select the employee from drop down menu for which 

promotions or arrears need to be paid. 

3. The payroll month would automatically get populated. 
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4. Put in the months for which arrears need to be paid. For example, if the user has to 

process salary for Mar2006 and has to pay the arrears from January, put the ‘Arrear 

From’ as ‘200601’ and ‘Arrear to’ as 200602. The payment for March would be picked up 

from the entitlement screen. Check if the Vigilance Clearance is required. 

5. Save the record ( ) or press F12. 

6. Come to the General Tab. 

7. All the fields in the Old Info slab would get populated and are non editable. 

8. Fill New Info Tab details like Category, Grade (New Grade) and With Effect Date (w.e.f. 

Date)  

9. W.E.D. can be back date or current Date. 

10. Come to the Promotion / Increment Tab. 

11. Click on New Button ( ) or press F5. 

12. Fill the entries as Account Code 101 for Basic Pay, With Effect Date, Fixed in Fixed / 

percentage field, Fill the new basic amount, select Increment Type as Incremented 

Amount  

13. All the related components will be automatically calculated after processing 

14. Save the record ( ) or press F12. 

Note: 

At the time of payroll processing, the system will first check for entries made in this screen and 
then in the entitlement screen for all the employees. If for any employee, some entry has been 
made in this screen (for promotions); system would automatically update the entitlement screen 
for the employee. 
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11.2 DA Arrear 

This type of arrear is used when DA rates are changed. 

Process:  ENTERING DA RATES  

Path: IFS Payroll���� Payroll Computation���� Basic data for Payroll Computation ���� Other 
Masters ���� Rule & Rate 

 

Steps Involved 

1. Open the form / screen as given above. 

2. Populate ( ) the data and select Location Code. 

3. Query ( ) or F3 for VDA code as “105”. 

4. Come to the Rate Tab 
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5. Enter the Till month in open rows of DA which is already going on. 

6. Enter the new Record for DA by pressing new button ( ) or F5. 

7. Enter the new Percentage rate and From Month in YYYYMM Format. 

8. Save record ( ) or press F12 

9. GO to the Promotion / Increment Screen same as above mentioned DA Arrear Screen  
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12. Tax 

Basic data set up is required to be done for tax before starting tax module which includes 
activities like creating groups, attaching a group to main group, defining section master and 
group section master various slab rates. 

Process: ENTERING DETAILS FOR MASTERS AND TRANSCTATIONS 

Step A 

Path: IFS Payroll--> Payroll Computation���� Tax���� Master and Transaction���� Group Master  

 

This screen is used to create new groups and define various group components by assigning 
different account codes to that group, which is used to provide required data in worksheet used 
for FORM 16.  

Steps Involved: 
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1. Populate the records ( ) or press F2. 

2. Select the Group code and its corresponding description. 

3. Select the Main group from drop down menu. 

4. Save the records ( ) or press F12. 

5. Go to line level click new ( ) or press F5. 

6. Select the account codes from list of values ( ) or press F8 to get “List of Value Screen” 
(as applicable under the group). 

7. Select the criteria for projection. 

8. Save the record ( ) or press F12. 

Notes:  

1. All the groups which are in Income tax are to be defined on this screen. 

2. Select the main group carefully since the impact of the group will depend on to which 
main group it is attached. 
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Step B 

Path: IFS Payroll--> Payroll Computation���� Tax���� Master and Transaction���� Section 
Master  

 

This screen is used to create sections, sub sections and its details under the income tax laws. 

Steps Involved 

1. Populate the records ( ) or press F8. 

2. Click new ( ) or F5 at the section code field.  

3. Enter the new section code and its corresponding description. 

4. For the particular financial year put the section details. 

5. Go to line level click new ( ) or press F5. 

6. Enter the start slab amount. 

7. Enter qualifying percentage.  

8. Enter the minimum amount and maximum amount allowed. 

9. Enter the tax rebate percentage. 

10. Enter the validity. 
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11. Save the record ( ) or press F12. 

Notes:  

1. Define all the section codes and corresponding sub section code. 

2. Put the Tax rate and Tax percentage depending on which system will calculate the tax 
amount. 
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Step C 

Path: IFS Payroll--> Payroll Computation���� Tax���� Master and Transaction���� Sub Section 
Master  

 

Steps Involved 

1. Populate the records ( ) or press F2. 

2. Click new ( ) or press F5 at the sub section code field.  

3. Enter the new sub section code and its corresponding description. 

4. For the particular financial year put the section details. 

5. Go to line level click new ( ) or press F5. 

6. Enter the start slab amount. 

7. Enter qualifying percentage.  

8. Enter the minimum amount and maximum amount allowed. 

9. Enter the tax rebate percentage. 

10. Enter the validity. 

11. Save the record ( ) or Press F12. 
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Step D 

This form is used to attach account codes to the system defined perquisite groups. These 
groups are used to print form 12ba and the respective components. 

Path: IFS Payroll--> Payroll Computation���� Tax���� Master and Transaction���� Group 
Section Master  
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Steps Involved 

1. Populate the records ( ) or press F2. 

2. Click new ( ) or press F5 at the line level.  

3. Enter the new section code and its corresponding description. 

4. Enter the new sub section code and its corresponding description. 

5. Enter the group code. 

6. Group description will automatically come. 

7. Save the record ( ) or press F12. 

Notes:  

1. This form is used to link the various Sections, Sub-Sections and corresponding groups. 

 



    

USER MANUAL- PAYROLL 
  

 

   
I FS APPLICATION USER MANUAL FOR PAYROLL Page 101 of 165 

  

Step E 

Path: IFS Payroll--> Payroll Computation���� Tax���� Master and Transaction���� Perquisite 
Group Master  

 

Steps Involved 

1. Populate the records ( ) or press F2. 

2. Select the Financial year. 

3. Click on the Perquisite group click new ( ) or press F5. 

4. Give the Perquisite group. 

5.  Save the record ( ) or press F12. 

6. Click new ( ) or press F5 at the line level.  

7. Select the corresponding account code. 

8. Save the record ( ) or press F12. 

Notes:  

1. This form is used to define various perquisite groups. 
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Step F 

Path: IFS Payroll--> Payroll Computation���� Tax���� Master and Transaction���� Overview 
Group Master  

 

This form / Overview Screen are used to view all the groups corresponding account code and 
there projections no changes can be made on this screen. 
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Step G 

Path: IFS Payroll--> Payroll Computation���� Tax���� Master and Transaction���� Employee 
Tax Slab  

 

Steps Involved 

1. Populate the records ( ) or press F2. 

2. Select the Financial year. 

3. Select the Gender code. 

4. Enter the start slab amount. 

5. Enter the end slab amount. 

6. Enter the base tax amount. 

7. Enter the tax percentage. 

8. Enter the surcharge rate percentage. 

9. Enter the CESS rate percentage. 

10. Save the record ( ) or press F12. 

This Screen is used to define various tax slab gender wise. Based on the tax slab defined the 
system will calculate the tax amount. 
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Step H 

Path: IFS Payroll--> Payroll Computation���� Tax���� Master and Transaction���� Form 16 
Challan  

 

This Screen is used to capture the Challan details where the tax is submitted. Enter the date, 
place, authorizer code and remarks. 

Steps Involved 

1. Populate the records ( ) or press F2. 

2. Enter the header details. 

3. Enter the payroll month. 

4. Enter the bank code. 

5. Enter the bank name and branch. 

6. Enter no. of Challan. 

7. Enter other Challan information. 

8. Save the record ( ) or press F12. 
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Step I 

Path: IFS Payroll--> Payroll Computation���� Tax���� Master and Transaction���� Employee 
Adjustment/Saving/HRA Receipt (TDS)  

 

This Screen is used to Enter, modify and maintain the employee’s information regarding saving, 
adjustment 

Steps Involved  

1. Populate the records ( ) or press F12. 

2. Select the financial year. 

3. Select the employee. 

4. Save the records ( ) or press F12. 

5. Enter the details of Saving/HRA receipts at the line level. 

6. Save the record ( ) or press F12. 
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13. Processing of salary 

Once all the entries have been made in the ifs-payroll, the payroll needs to be processed. 
Before actual processing of payroll, the following points needs to be undertaken 

• Ensure all the loans / policies / eligibilities have been created / modified, as required. 

• Any corrections for the previous month have been entered in the system. 

• All the entries made in the system have been checked. 

• Adjustments, as required have been passed. 

• Key checks have been made. 

• Ensure that all Increments and Fixation should be done by HR. 

• Ensure that all sanctioned Leave must be entered in Leave Accounting Module. 

Once every entry has been validated, it is time to run the following processes in sequence. 

• Change Return Migration 

• Attendance calculation 

• Attendance posting. 

• Arrears calculation. 

• Arrears posting.  

• Payroll processing. 

• Income tax calculation. 

• Income Tax Posting. 

• Payroll Processing. 

• Outside Agency payments. 

• Voucher Flat File Creation 

• Mixed Payment Voucher Flat File creation 

• Month End Processing – Attendance 
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• Month End Processing – Payroll 

13.1 Change Return Migration 

PROCESS A:  

TRASACTION ID CREATION FOR FLAT FILE MIGRATION 

Path: IFS Application���� Application service���� Flat File Migration ���� Transaction / Table 
Info / Logic setup ����  

Before flat file migration, a setup should be mapped in a system for the purpose of migrating 
leave data (Monthly). This setup contains attendance table mapping for migration. It is one time 
setup for each location. 

 

Steps Involved 

1. Click new ( ) or press F5. 

2. Enter Trans Id and name. 

3. Click new ( ) or press F5 at line level. 

4. Enter “Table info” & Select “Insert Type”.  

5. Enter Table Package. (It should be the name of Attendance table). 
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6. Give Seprator. 

7. Save the record ( ) or press F12 

 

8. Do RMB at line level and click on “Insert Table Structure” 

9. Do RMB at line level and click on” Transaction Details” (This will show the inserted table 
details). 

 

 

10. Do RMB on header part of Transaction ID and click on “Transaction Rights” 
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11. Give User ID from LOV ( ) or press F8 to get the LOV Screen and save the record ( ) 
or press F12. (Only Entered user ID will have the rights of this Transaction ID). 

 

PROCESS B:  

FLAT FILE MIGRATION 

Path: IFS Payroll���� Leave Accounting ���� Monthly Attendance Interface 

This screen will be use to enter monthly change return details in the IFS System to calculate 
attendance. For loading change return details, every month one CSV file will be created and 
load via “Flat File Loading option” in Monthly Attendance Interface Screen. 
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Steps Involved 

1. This screen is used to upload monthly change return details of all employees. 

2. Click on Header part RMB and select Option “Flat File Loading”. 

3. It will open the dialogue window with following parameters as shown below: -  

4. Fill Company from List, Time Office from List. Browse the path where the file is saved. 

 

 

5. Click on . (Data will upload from .CSV file to IFS Leave Accounting) 

6. RMB and click on “Confirm” and “post”. (All leave data get posted in Leave accounting) 

7. If the data is posted successfully. In the remarks field ‘Successfully posted’ will be 
displayed. 
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13.2 Attendance Calculation 

Path: IFS-Payroll���� Leave Accounting���� Processing���� Attendance Calculation (Location- 
wise) 
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Steps Involved: 

1. Open the form / Screen, the path of which is given above. 

2. Select the company from  

3. Select the location from  

4. Select the process month from . 

5. Click on  . 

6. Leave Blank in EMP Category field and EMP Code field for all employees. 

7. Click on . 
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13.3 Attendance Posting  

Path: IFS-Payroll���� Leave Accounting���� Processing���� Attendance Location wise Posting. 

 

 

Steps Involved: 

1. Open the form / Screen, the path of which is given above. 

2. Select the company from  

3. Select the location from  

4. Select the Time Office Code from  

5. Select the process month from . 

6. Leave Blank in EMP Category field and EMP Code field for all employees. 

7. Click on . 
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13.4 Arrear Calculations 

Path: IFS-Payroll/Payroll Computation / Processing / Payroll / Arrears Calculation. 

 

Steps Involved: 

1. Open the form / Screen, the path of which is given above. 

2. Enter the company, location and payroll month from . 

3. Click . 
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4. Enter the category for which the arrears need to be processed. Alternatively user can 
only enter a specific EMP Code in the Next Field. 

5. Select the Arrear Type from the List of Values given. The arrear type can be any one 
of the following: Promotion/Increment, DA Arrear or Others. 

6. Enter the From Arrear Month and To Arrear Month, the period during which the 
Arrear needs to be calculated. 

7. Enter Any Remarks, as required. 

8. Leave the Sr. No. and Employee as blank. 

9. Press  

10. This process will generate the Arrear for the employees, as per the details given. 
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View Arrear Calculated Data 

Path: IFS-Payroll���� Payroll Computation���� Payroll Transaction���� Arrear (Promotion / 
Increment / DA / Others)  

 

 

Steps Involved: 

1. Open the form / Screen, the path of which is given above. 

2. Query ( ) for Location Code. 

3. Query ( ) for Payroll Month. 

4. Details will come at detail part or can query for particular employee. 

5. Check the data and verify it. 
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13.5 Posting of Arrears 

Path: IFS-Payroll���� Payroll Computation���� Processing���� Payroll���� Arrears Posting 

 

 

Steps Involved: 

1. Open the form / Screen, the path of which is given above. 

2. Select the company from  

3. Select location from  

4. Select payroll month from . 

5. Click on . 
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6. Select the category code from  for which Arrears need to be posted. 

7. Leave the employee code as blank, in case user wishes to post arrears for all 
employees for that category. 

8. If the arrear needs to be given for only a specific account code, mention in the field 
“Account code”, else leave it blank. 

9. From the drop down menu, select whether posting / reposting or deletion needs to be 
done. 

10. Click on . 

11. This process will post all the Arrears to the payroll. 
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13.6 Tentative Payroll Processing 

Path: IFS-Payroll���� Payroll Computation���� Processing���� Payroll���� Payroll Processing 

 

 

Steps Involved: 

1. Open the form / Screen, the path of which is given above. 

2. Select company from  

3. Select location from  

4. Select payroll month from . 

5. Click on . 

6. Do not click on final processing or On-Line Processing. The clicking of Final 
Processing will simultaneously close the current month and no corrections can be 
made, whatsoever. 

7. Enter Space  for all category  
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8. Enter Space for all employees. 

9. Click on . 

10. This will start the payroll processing jobs, the status of which can be seen in the 
background jobs. 

 

11. User can check the data in Pay slip Query. Path of Pay Slip Query is as below 
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Path: IFS-Payroll���� Payroll Computation���� Queries���� Pay Slip Query���� Pay Slip Query. 
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13.7 Income Tax Calculation 

Path: IFS-Payroll���� Payroll Computation���� Tax���� Processing���� Income Tax Calculation 

 

 

Steps Involved: 

1. Open the Form / Screen, the path of which is given above. 

2. Select the company from  

3. Select location from . 

4. Select payroll month from . 

5. Click on . 
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6. Select the EMP Category from  for which the income tax needs to be 
processed. 

7. Alternatively user can enter the EMP code for which income tax needs to be 
processed. 

8. Enter the projection Month – the no. of months for which projections need to be 
made. 

9. Enter the no. of instalments. 

10. Check if the proofs are to be considered. 

11. Check if the income tax for the current month needs to be considered. 

12. Click on . 
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13.8 Income Tax / Surcharge Posting 

Path: IFS-Payroll���� Payroll Computation���� Tax���� Processing ���� Tax / Surcharge Posting 

 

Steps Involved: 

1. Open the form / Screen, the path of which is given above. 

2. Select company from . 

3. Select location from  

4. Select payroll month from . 

5. Select the employee category from  

6. Click on . 

7. This process will post the tax and surcharge to payrolls. 

8. Data can see in Income Tax Query. The path is given below: 

Path: IFS-Payroll���� Payroll Computation���� Tax���� Income Tax Query. 
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13.9 Final Payroll Processing 

Path: IFS-Payroll���� Payroll Computation���� Processing���� Payroll���� Payroll Processing 

Steps Involved: 

Repeat the same process as done in the Payroll Processing. 

1. Open the form / Screen, the path of which is given above. 

2. Select company from  

3. Select location from  

4. Select payroll month from . 

5. Click on . 

6. Enter Space  for all category  

7. Enter Space for all employees. 

8. Click on . 
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13.10 Outside Agency Payments 

All Remittances (Outside Payments) which needs to be made outside APTRANSCO, should be 
generate through below process, further this will be use for creating mixed payment from payroll 
which will be reflected in finance automatically for “Approval” 

Path: IFS-Payroll���� Payroll Computation���� Vouchers ���� Outside Agency Payments ���� 
Generate Outside Agency Payments. 

 

 

Steps Involved: 

1. Open the form / Screen, the path of which is given above. 

2. Enter Company Code from . 

3. Enter Location Code from . 

4. Enter Payroll Month from . 

5. Click on . 

 

13.11  Voucher Flat File Creation 
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The Processed Month Should is posted in Finance for the purpose of maintaining GL entries. 
Following process with create salary voucher in finance automatically after verification of final 
pay bills. 

Path: IFS-Payroll ���� IFS Payroll ���� Payroll Computation ���� Voucher ���� Voucher Flat File 

 

Steps Involved: 

1. Open the form / Screen, the path of which is given above. 

2. Select the company from  

3. Select location from  

4. Select Payroll Month from . 

5. Click on . 

Note: This Process will create all GL entries in Finance Automatically, and generated 
voucher number can be seen in Pay Slip Query header 

 

 

13.12  Mixed Payment Voucher Flat File 
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The Salary Processed For The Employees And The Payments Made To The Outside Agencies 
Need To Be Accounted In The General Ledger.  As Such, All The Payments Generated In Ifs-
Payroll Are Migrated To Finance (GL) Once The Processing & Payments Is Complete. The 
Process For Migration Of Payments Of Outside Agencies To Payroll Has Been Discussed And 
Here, The User Is Briefed About Salary Payments Posting To General Ledger. 

Path: IFS-Payroll ���� IFS Payroll ���� Payroll Computation ���� Voucher ���� Mixed Payment 
Voucher Flat File 

 

Steps Involved: 

1. Open the form / Screen, the path of which is given above. 

2. Select the company from  

3. Select location from  

4. Select Payroll Month from . 

5. Leave the category, bank code, payment mode as blank. (These are normally used 
when user which to post entries for a specific category or bank code or payment 
mode. In such a case, user can select the value from the list of values provided.) 

6. The payment mode would automatically come as the System Date. 
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7. Do not make any changes to the ‘Flat file name’. This functionality is used when user 
wishes to migrate the postings to some flat file for outside reference. 

8. Press Finish to post all the entries from Payroll to GL, as per the mappings made in 
‘Other Masters >> Voucher Param. 

9. A Mixed Payment voucher of the type PJV is generated. 

10. All further process for approving the mixed payments and final postings to GL would 
be done. 

13.13  Month End Processing – Attendance 

Path: IFS-Payroll���� Leave Accounting ���� Processing���� Month End Processing. 

 

Steps Involved: 

1. Open the form / Screen, the path of which is given above. 

2. Select company from  

3. Select Time Office from  

4. Select payroll month from . 

5. Click on . 

Note: Month End of all 4 Time offices will be done separately only. 
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13.14  Month End Processing - Payroll 

Path: IFS-Payroll���� Payroll Computation���� Processing ���� Payroll���� Month End 
Processing. 

 

Steps Involved: 

1. Open the form / Screen, the path of which is given above. 

2. Select company from  

3. Select location from  

4. Select payroll month from . 

5. Click on . 

Note: This will close the payroll month and no more corrections / modifications 
can be done in this payroll month. 

14. Supplementary Payments 

The Amount paid during the month as a supplementary payment will be calculated and paid via 

supplementary processing. As per the new Policy at APTRANSCO all supplementary payments 

will be made as an advance as per the employee, Amount will be rounded to lower 100 as per 

DDO decision. 
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14.1 Payment of Supplementary Amount 

Path: Payments ���� Cash Book ���� Mixed Payment ���� Mixed Payment 

 

Steps Involved:  

1. Open the form / Screen, the path of which is given above. 

2. Create Mixed Payment by entering Employee Code, Account, Amount, Cheque No., 
Bank, Cheque Date and Supplementary Text in Transaction Tab. 

3. Save the Mixed Payment. 

4. Do RMB and click on “Payroll Loan Information Details” 

5. Check on deduction Transfer and save the record. 

6. Select Employee Record and click on “Confirm” 
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7. Do RMB at Header and Click on “Approve” and release the payment to employee 
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14.2 Posting of Supplementary Amount 

Path: IFS-Applications ���� Payments ���� Payroll Interface ����Post Loan info. To Payroll. 

 

 

Note: 

At the end of each month, this process should be run by the finance, after running this 
process, all payment made mid of the month will be shown in “Deductions” and all 
calculated supplementary payment during the month will be shown in “Earnings”. 
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15. E-TDS 

15.1 Form 16 Challan (Employee) 

Use for entering the Challan of employees Quarter wise called Form-16 Challan (Employee 
wise) 

Process: ENTERING DETAILS FOR FORM 16 CHALLAN (EMPLOYEE) 

Path: IFS Payroll--> Payroll Computation���� Tax���� Master and Transaction���� Form-16 
Challan (Employee)  

 

This Screen Is used to create header of Form 16  

Steps Involved: 

1. Populate the records ( ) or press F3. 

2. Select Location Code ( ) or press F8. 

3. Click on New ( ) for Financial Year.  

4. Select Fin. Year from LOV ( ). 

5. From Month, To Month and Assessment Year will come automatically. 

6. Save the Record ( ) or press F12. 
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7. Click New ( ) or press F5 on Employee Challan Details.  

8. Enter TDS Circle, Date, Authorizer Code, Remarks, Place, and Quarter 
Acknowledgement Details.  

9. Save the Record ( ) or press F12. 
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10. Click on New ( ) or press F5 to make Challan Entry at line level. 

11. Enter Payroll Month, Bank Code, Bank Name, Interest (due to late Challan deposit), 
Challan No., Payment Date, Challan Amount, Cheque / DD No.  

12. Save the Record ( ) or press F12. 

 

 

 

13. Select the line and Do RMB and click on Generate Payroll eTDS Data. 

14. TDS File creation window will come with message Data Successfully Generated  

15. Select the line and Do RMB and click on View Generated Payroll eTDS Data. 

16. Payroll E-TDS Data Screen will open. 
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17. On Header, Total Taxable Amount, Total Tax amount, Total Surcharge Amount, Total 
Cess Amount will come. 

18. Total Tax Paid amount also shows. 

19. Net Difference shows Zero amount. 

20. This Net Difference value must be zero. If it not shows Zero then make the adjustments 
in Tax to make this difference Zero. 

21.  For doing Adjustments in Tax, Mentioned path will follow- 

Note: - 

Path: IFS Payroll--> Payroll Computation���� Tax���� Master and Transaction���� Employee 
Adjustments / Saving / HRA Receipt (TDS)  
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22. After doing changes, there is no need to recalculate Tax. 

23. Come to the Form-16 Challan (Employee). 

24. Select the Financial Year and select the Line and do RMB on Generate Payroll eTDS 

Data. 

25. See, the Payroll E-TDS Data by RMB on View Generated Payroll eTDS Data. 

26. Above 19-23 steps will be repeated until Net Difference comes Zero. 
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15.2 Generate Form 24Q / 26Q e-TDS  

Use to Process E-TDS of Payroll for Particular Quarter. 

Path: IFS Payroll--> Payroll Computation���� Tax���� Processing���� Generate Form 24Q / 26Q 
eTDS  

 

Steps Involved 

1. TDS file Creation Window will open. 

2. Enter Company & Location from . 

3. Select Deductor Status from Drop down as ‘C’ (Company). 

4. Select Deductor ID from List. 

5. E-mail ID of Deductor ID should be in format as MAIL-ID ^ MAIL-ID in Employee 
Information Screen of Basic data for Payroll Computation as shown below. 
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6. Come to the TDS File Creation Window entries. 

7. Enter From Month and To Month. 

8. Select Period as Quarter No. from Drop-down. 

9. Select Transaction Type as Payroll / Lease / Others 

10. Click on Generate. 

11. Message of File is successfully created will appear. 

12. After Generation of ETDS data successfully Data will flow in mentioned path screen. 
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15.3 Output of e-TDS Generation Data 

This screen is used to generate the Excel sheet of ETDS data. 

Path: IFS Payroll--> Info Services���� Quick Report Navigator���� Payroll���� E-TDS Data for 
Payroll. 

 

1. Following screen will open for entering input parameters as financial year, Quarter 
(eg.Q1), Location. 
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2. Following Screen will open with E-TDS data. User can take it into Excel sheet by using 
output channel. 

 

3. Extract this file in text format by using Output Channel.  

4. Upload this Text File in File Validation Utility (FVU) for the validation of text file. 
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16. Outside agency payments 

The amount deducted from employees with respect to various outside agencies like PF, LIC, 
TDS etc need to be deposited to the concerned agencies and a voucher needs to be passed in 
the mixed payments to generate cheque payment. 

The entire process involves 5 steps: 

1. Generate the payments for outside agencies. 

2. Check the details of the employees who have together generated payment for the 
agency. 

3. Approve the payments. 

4. Create mixed payments. 

5. Generate cheques in finance. 
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16.1 Basic Data Setup for Outside Agency Payments 

Basic data set up is required to be done for outside agency payment before generating outside 
agency  

Process: CREATING OUTSIDE AGENCY PAYMENT IN OTHER MASTERS 

Step A 

Path: IFS payroll���� Payroll Computation���� Basic data for Payroll Computation���� Other 
Masters ���� Outside Agency (Tab) 

 

 

Steps Involved 

1. Click New ( ) or press F5 at the Outside Agency. 

2. Enter Outside Agency Code and Name. 

3. Enter GL Account Code from LOV ( ) or press F8 and Select GL Code. 

4. Tick the check box of Active and Detail Wise Payment. 

5. Enter Payment Mode from drop down ( ) 

6. Save Header ( ) or press F12. 

7. Click New ( ) or press F5 at line level. 

8. Enter Payroll account code and %age. 

9. Save Record ( ) or press F12. 



    

USER MANUAL- PAYROLL 
  

 

   
I FS APPLICATION USER MANUAL FOR PAYROLL Page 147 of 165 

  

16.2 Generate Outside Agency Payment 

Path: IFS Payroll���� Payroll Computation���� Voucher���� Outside Agency Payments���� 
Generate Outside Agency Payments  

1. Open the form / screen as given above. 

2. Select company from  option. 

3. Select location from  option. 

4. Select payroll month for which outside agency payment has to generate from 

 option. 

5. Select outside agency and employee from  option or leave them blank if all 
outside agency data needs to generate. 

6. Click on generate, system will show msg. “Processing Successfully Completed”. 
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16.3 Check the Details of Employees for the Agency 

Check the details of employees who have together generated payment for the agency 

Path: IFS Payroll���� Payroll Computation���� Voucher���� Outside Agency Payments���� 
Overview Outside Agency Payments  

    

Steps Involved: 

1. Open the form / screen as given above. 

2. Query ( ) for particular Payroll Month or press F8. 

3. If want to see details of particular Outside Agency then select the line and do RMB and 
click on Details. 

 

4. Outside Agency Payment details screen will open as per Employee wise. 

 

5. Check or verify the data. 
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16.4 Approve the Data 

Path: IFS Payroll���� Payroll Computation���� Voucher���� Outside Agency Payments���� 
Overview Outside Agency Payments  

    

Steps Involved: 

1. Select the line level record. 

2. Do RMB and Click on Approve. It will change the status from Created to Approve. 

3. Once the status is Approved, System will not be allowed to change any data. 
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16.5 Create the Payment 

Path: IFS Payroll���� Payroll Computation���� Voucher���� Outside Agency Payments���� 
Overview Outside Agency Payments  

 

Steps Involved: 

1.  Do RMB on selected record. 

2. Click on “Create Mixed Payment”. 

    

3. Above screen will open. 

4. Enter Cash Account from List. 
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5. Enter Voucher Type from List. 

6. Click on Create button. 

  

 Message of Payment successfully generated will appear.  
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17. 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 

17.1 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  
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Process B – Payroll Function in F & F 

17.2 Full & Final Processing 

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

� Ensure that Date of Leaving & Settlement month should be available in employee 
information. 

� Active and Payroll Flag should be in checked off state & Hold Salary should be in 
checked on state 

 

 

Path: IFS Payroll���� Payroll Computation ���� Processing ���� Payroll ���� Full & Final 
Processing 

� Ensure that all Loan Balances should be settled before proceeding with this process 

� Ensure that automatic recoveries (if any) should be “0” in Entitlement screen, if such 
recoveries not affected in F & F process. If such recoveries not affected in F & F 
process, Professional Tax, and GIS etc. 

� Ensure that outside loan recoveries should be stop, if such recoveries not affected in F & 
F process, Such as LIC, Bank Loans and Societies. 
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Steps Involved: 

1. Enter company code, Location and payroll month from . 

2. Click on  

3. Leave category Null and enter Employee code from  who’s F & F needs to 
be process for payment. 

4. Click on  

5. Calculated Amount can be viewed in Pay Slip Query Screen. 
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Process C – Finance Function in F & F 

17.3 Full & Final Payment 

Path: IFS Payroll���� Payroll Computation ���� Queries ���� Pay Slip Query ���� Pay Slip Query 

 

Steps Involved: 

1. Query for Employee from  

2. RMB – “Create Mixed Payment” 

3. Enter Cash Account. 

4. Click “OK” 
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Path: FINANCE Module ���� Payments ���� Cash Book ���� Mixed Payment ���� Mixed 
Payment 

 

Steps Involved: 

1. Query for Statement No. generated in Payroll from  

2. Enter Cheque Number, Cheque Date and Bank Name. 

3. Click on . 

4. RMB at Header level and click on “Approve” 
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18. Ex-Gratia / Bonus 

This Process includes calculation and payment of Ex-Gratia Payable amount to eligible 
employees. Below Explained process included master set up for Ex-Gratia (One Time Set-Up 
Only), Calculation and posting of Ex-Gratia Amount. 

18.1 Ex-Gratia Master Set-Up 

Path: IFS Payroll���� General Data for payroll and leave accounting ���� Account code 
Master 

 

Steps Involved: 

1. Click on . 

2. Enter Account code, Short Description and Long Description. 
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3. Select Account group from  

4. Click on Save  

 

Path: IFS Payroll���� Payroll Computation ���� Basic Data for Payroll Computation ���� Other 
Master ���� Bonus Param. 

 

Steps Involved: 

1. Click on . 

2. Select Payroll Fin Year from LOV . 

3. Enter Minimum Attendance days (as per declared policy). 

4. Save  

 



    

USER MANUAL- PAYROLL 
  

 

   
I FS APPLICATION USER MANUAL FOR PAYROLL Page 160 of 165 

  

Path: IFS Payroll���� Payroll Computation ���� Basic Data for Payroll Computation ���� Other 
Master ���� Base 

 

Steps Involved: 

1. Click on . 

2. Create Base code set-up as per the screenshots. 

 

3. Create Base code for Ex-Gratia Eligibility. 

4. Create Base code for Actual Ex-Gratia Calculated Amount. 
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Path: IFS Payroll���� Payroll Computation ���� Basic Data for Payroll Computation ���� Other 
Master ���� Rule & Rate 

 

Steps Involved: 

1. Click on . 

2. Enter already created account code. 

3. Enter base code detail 

4. Enter Eligibility and calculation parameter. 

5. Enter calculation and pay slip print priorities – if any. 

6. Enter rate parameter in rate screen tab 

7. Click on save  
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Path: IFS Payroll���� Payroll Computation ���� Basic Data for Payroll Computation ���� Other 
Master ���� Voucher Param 

 

Steps Involved: 

1. Click on  at line level. 

2. Enter payroll account code for Ex-Gratia and GL account code, check on Dr. flag 

3. Click on save . 
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18.2 Ex-Gratia Calculation 

Path: IFS Payroll���� Payroll Computation ���� Bonus ���� Bonus ���� Bonus/Ex-Gratia 
Calculation 

 

Steps Involved: 

1. Enter Company Code, Location Code and Payroll Financial year from LOV . 

2. Click on . 
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18.3 Ex-Gratia Posting 

Path: IFS Payroll���� Payroll Computation ���� Bonus ���� Bonus ���� Bonus Posting 

 

1. Enter Company Code, Location Code and Payroll Financial year from LOV . 

2. Click on . 

3. Enter Earning Account code 159. 

4. Select Posting/ Re-posting from  

5. Click on . 

 


