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1. Login

Enter the user ID and click on Continue. Enter Password and click on Login.



2. Home Page

After successful login, it redirects to Home page.



3. Employee Loans

For updating the details about loans advanced to the employees, go to the loans section.

After clicking on it , Select DDO Code and Click on Submit.



In the list of total employees, enter the number of received installments and received amount. Select the loan status
and click on Update. Once finished for all employees, click on Proceed to Digital Signature.

To add the new loan data click on the add loan tab and fill all the required particulars in add new loan category



After entering the details click on submit and then click on Proceed to Digital Signature tab

4. Annual Increment

To add the current month Annual Increment data of the employee click on the Annual Increment Tile as shown below



After clicking on Annual Increment Tile enter DDO Code , Increment Date and click on continue

5. Regular Payroll 2022
To add the employee regular payroll Click on the Regular Pay bill tile as shown below



Go through the instructions displayed carefully

For getting data of employees other than RPS 2015 update employee data in employee updation scheme

For getting data of employees belonging to RPS 2015 Select DDO and HOA, and click on Get Data. It will be redirected
to the final list of employees.







Click on Save & Next. It will redirected to the Summary page with sections – Employee Attendance, Cadre Strength,
Employee Pay Summary, DDO Pay Summary, Payroll Rules, variation report – along with Form 47, Pay Slip, Schedule, and
Variation.









Change the status of Action in the Payroll Rules Section and click on Submit. It will be redirected to the Digital Signature
portal.



After clicking on submit the system will generate Pay bill and the information is visible in CFMS
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