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1. Brief

The Drawing & Disbursing Office(DDO) who are drawing salaries of Village/Ward Secretariat
Employees follow the below steps to update RPS-2022 scales for Probation Declared
Employees.

Note: Update Employee Pay particulars under “Employee Updation” Tile once before
proceeding to draw Regular Pay Bills under RPS-2022.

To Draw salaries under RPS-2022, Use “Regular Pay Bill” for draw monthly Regular Salary Bills
and “Supplementary Pay Bill” for supplmentary Salary Bills instead of using GSWS Pay Bills.

GSWS Pay Bill Tiles can be used for draw consolidated pay(l.e 15000/-) for probation not
declared employees.

DDOs Should do Employee updation by following the below steps:
1. Select Employee Updation Tile under Master data

2. After entering to employee updation tile .DDo should select DDO code and click

submit button.

3. Employees will display in Next screen after selecting ddo code and clicking submit

button.

4. Ddo should go to employee action button to update data .there will display a screen

with Basic Details And Earnings And Deductions.

2. Website Details & Credentials

Link : https://payroll.herb.apcfss.in/login
User ID : DDO CFMS ID
Default Password password
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https://payroll.herb.apcfss.in/login

3. User login Screen

Enter CFMS Code (here login ID) and default password as mentioned above.

(72 FINANCE DEPARTMENT
19 sounof anoien PRADESH

Usarname
14360108

Password

ForgotPassword
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3.1 Password Change

Change default password to ensure security.

@ FINANCE DEPARTMENT
‘GOVT. OF ANDHRA PRADESH

C_hange Password

Old Password:*

New Password:*

Confirm Password:*

Password changed successfully.

v

Updated Password Successfully

Once the password is reset, it redirects to the login page.
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Enter the user name (CFMS ID) and password to redirect to the homepage as seen below.

(75, FINANCE DEPARTMENT (@ USER SETTINGS ¥
%%/ GOVT.OF ANDHRA PRADESH

DDO's Follow the below steps to submit Basic Pay Change Events Capture Form
(DDO'ex dorer Fesas0 57 ) HB0S © 575536 B & HH OIS EAE $08 Gied e booS0d):
1. Select Basic Pay Change Events Capture Form (7o 3890 S00x 2780 &308 o 55238 65 domEod)
2. Confirm Basic Pay Changes dota( Sires Jébao Srth yo Bers AT'Bo30d) (After submitting the data, confirm the some with eSign(Tert £56 004 #0348, eSignd’ oy
DF5ozod)). The data firmed for a siry = P t any stage after entering the data(Fer $3r&: Fha 2o s D 246 T .8/ nims 28 bo Fho Gl
ATBoIIM).

Basic Pay Change Events

Basic Pay Change Events Basic Pay Change Events
Capture Form Confirmation
> >
Master Data
Employee Updation Transfer In Transfer Out Facin
1> 1= I+ >
Others
Loans Reports SLO Report Employee Actions
> > I >
View Employee Info. ChangePassword Regular Pay Bill supplementary Pay Bill
1> 1> I+ 1>
Arrears Pay Bill TBR Cancellation
3 £3

3.2 Forgot Password
Enter CFMS ID and click Forgot Password to reset password.

’?\ FINANCE DEPARTMENT
) GOVT. OF ANDHRA PRADESH

Username

XXXXXXXXX

Password

ForgotPassword
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Enter CFMS ID and press tab button on keyboard to automatically fetch the details of the
CFMS ID entered. Click on Get OTP. OTP will be received on the registered mobile number.

FINANCE DEPARTMENT
GOVT. OF ANDHRA PRADESH

Forgot Password
Cfmsid:*
14382004
Employee Name:*
BODDAPATI VENKATESWARA RAO
Mobile No:*
...... 6327
Email Id:*
venTRIR R b@gmail.com
Qpcry

Proceed for OTP dialogue box appears. Click OK.

v

Proceed For OTP.
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Forgot Password

Cfms Id:*
14382004

Employee Name:

BODDAPATI VENKATESWARA RAO

Mobile No:

ot sk b@gmail.com

OTP:

kmer OTP 0] ‘

required

Enter the OTP received on the registered mobile number and click on Submit.

Forgot Password

Cfms Id:*

14382004

Employee Name:

BODDAPATI VENKATESWARA RAO
Maobile No:

rrkARGIDT
Email Id:

verEEE b@gmail.com
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After clicking submit, the new password is sent to the same (registered) mobile number with a
dialogue box as seen below.

v/

Password sent to your regisered Mobile No.

Upon clicking ok, it redirects to the user login page. The user can login using the CFMS ID and
new password.

FINANCE DEPARTMENT
GOVT. OF ANDHRA PRADESH

ForgotPassword

BASIC PAY CHANGE EVENTS CAPTURE | USER MANUAL



yAPCFSS

4. Employee Updation Process

) FINANCE DEPARTMENT
GOVT. OF ANDHRA PRADESH LS
Master Data
Employee Updation Transfer In Transfer Out FacIn
Re Hire (Re Joining) FAC-OUT CFMS Actions Cadre Strength
d d (RETIRED/SUSPENSION/LEAVE) d d
TBR Report Date of Joining (DOJ/DOJP) Date of Joining (DOJ/DOJP) Wrong Basic Pay Fixation
Corrections d Confirm (RPS-2022) Corrections d
Wrong Basic Pay Fixation Add Employee Requests
(RPS-2022) Requests
Confirmation

Nthaowre

ADCEO

ascriptvoid (0)

DDo should select Employee Updation Under MASTER DATA

Employee Updation

DDO Code:*
12092202078---PAIDIPALEM GRAMAPANCHAYAT

o

S.No cfms Id Hrlr:s Employee Name office Name Position Name Status Update
1 14670794 4208182 SANYASAMMA TARRA ALAMANDA BHEEMAVARAM GRAMAP... 30807666(SARPANCH) Not-Confirmed .
2 14872855 4210004 JAMPA DEVI SWAROC.. KASIMI GRAMAPANCHAYAT 30610509(SARPANCH) Not-Confirmed .
3 14708004 4216246 JAMPA RAJAKUMARI NALLAGONDA GRAMAPANCHAYAT 30610588(SARPANCH) Not-Confirmed .
4 14505962 4064273 VEERA ANJANEYULUR..  ARAMMANAGUDEM GRAMAPANCHA.. 30614831(SARPANCH) Not-Confirmed .
5 14816790 1254679 LAKSHMI PRASANNA .. PAIDIPALEM 31015529(AUXILARY NURSING MID-WL..  Not-Confirmed .
6 14814085 1254816 MAHAMMAD SAJID K... PAIDIPALEM 31015524(ENGINEERING ASSISTANT) Not-Confirmed .
7 14765660 1264285 MANOJ KUMAR AVULA PAIDIPALEM 31015526(DIGITAL ASSISTANT) Not-Confirmed .
8 14802845 1255799 SIREESHA GANGIPOGU PAIDIPALEM 31015523(MAHILA POLICE AND W&CD..  Not-Confirmed .
- L i - o i =1

After Selecting Employee Updation Tile , DDO should select DDO code and click on
submit button. After Clicking Submit button Employee’s Display Under Ddo code.
Then Ddo Should click On Update Column Action Button.
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Employee Updation

[PESETe PN aanmics & OLDUC TIONS

Sawe The Easic Datails to Procoed Next Screen “Earnings & Deductans” (Tab) Emfjﬁ.m 5 anctpes” [orpSld 3o Sl Do b Soved )

Tha Ficids Employes Nome, Sumome, Date of Birth, Data of Joining, Department, BPF Mo, ARGL N Mot Efitobia.

Basic Details

Employoe Hrms id: Employes Mome: Sunname:
AJOEET SANYASAMMA TaRRA

Employee Cims it Father Nome:* Male: Female : Transgendar
14870734 Erter Father Noma

Maortiol Status=* is Disobled=* Dt O Birth{ DOy s f vy
Single No 20/o07/1868

Darte of Joining into Govt Service{ Doy MM fyery):

15/0@/2m9
Post Details
D00 Code: Cesignation Nom:* Post Cotogory:*
12082202078 - PAIHPALEM GRAMAPAHCHAYAT ~~Zelect- -Select--
Reguired
Personal Details
eGP aG]Iv/cPsfzrf ars: APGU MO Amdhar Ho:*
Entar gping Enter apglitia BE524358253
PAN NOC* Mpbile Moo Email id:
AAMAABEEDS Entar Mobile No Ernall id
Remaries
4
tacpsited

Submit

4.1 After Selecting Action Button Under Update column. The above screen will display
to update Basic Details of employee. After Updating Basic Details Click on Submit
Button.
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3.2 After That Ddo Should click on Earning’s & Deduction’s Screen
Employee Updation

@ —

[RERRENENN  EARMPGS & DLDUCTIONS

To RPS-201% ana 2021 empioyses, The fickds PRC category , PRC Yeor, Groae, Bask Py, DA o not coitabk (RPS-2015 fecta: 2002 asfyftets, RO De, PRC txdthde, BE,
Ereiten afein, DA bnfe naneoaez)

RPS 2015 pmployoes, first complets the Bosic poy Changes Events dota confirmatian by D00 ond 5T0/PAD (RPS 2015 sy, fuefirr DOO futcts STOJPAD oy s
2l arulyméuze.:g-nmwgaaaé]

PAY PARTICULARS

Codre Cotegory: PRC Typec" PRC Yeor®
==Spleat-- ~-Select-- ~Select

Group = Easic Poy:* Dear Allowance Value®
==—-Spleet-- - Mot Apphcable -~Salect

CCA Cotegory=® GFF Cotegory:® Gl Cotegory: *
~-Salect-- ~-Select-- ~Select

HRA Cotegory: Remarks: HOoA
~~Select-- -~Select

.

Increment Month*

=

Sove Details

EARNINGS & DEDUCTIONS

Earnings Deductions
Boloct.. Solect
Amount: Armiount
Enftar Ampung m Entar Arrourt
Enrnéngs Delete Deductans Dedete
Tatal Enrnings 0 Totol Deductions (]

Sove Details

Aftere clicking Earnings and Deductions.The above screen will display The ddo should
update all fields of displaying in screen Then They should save the details by clicking
save details button.
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NOTE : After Confirming Employee Updation With biometric . The Employees Will
Display 0Under Regular Pay Bill Tile And Supply Pay bill Tile.

Regular Pay Bill Supplementary

A 7 B8

Ddo Should Not Go to GSWS Regular Paybill Or GSWS Supply Bill Tiles , Do bills In
Regular/Supply Pay bill Tile

BASIC PAY CHANGE EVENTS CAPTURE | USER MANUAL



	1.Brief
	2.Website Details & Credentials
	3.User login Screen
	3.1 Password Change
	3.2 Forgot Password

	4.Employee Updation Process
	DDo should select Employee Updation Under MASTER D

