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GUEST SALARY PROCESSING IN SPARK 

 

Integrated Financial Management System (IFMS) �����  ��	
	���
� 
������� ���� ������ �������
���
�  GO(P) No. 

109/2016/FIN dated 29/7/2016  �� �
�  !"���# ����  
$%��&��	
��	# ��'��(�� $%��&��	
� )��* 
�������+��
��  �$�(� 
,-.� $%��&��	
��	# 
2016 /�0� ��*

 12�# �	�3  �"��&�3  
�-�4�&� ���5# ��� ����61�&	�	. 8���	9 
*:��;<=  �"��&�3  �-�4���&>�?	. 
8<
��	9 ��'��(�� $%��&��	
� 12� @�(A.�=  
�"��&�3  �-�4�&	���B C �"�0� �"���&	
��� 
��	�	�	. 8��
( �;�;�� D�<=  ��
> 
�����&	�	. 
 

 

1. Initialisation of Head of Account 
 

/);���� ��# 
,�-E' ��'��(�� $%��&��	
� 
12�
�
� Expenditure Head of Account �"��&�3  
�,�&	���F. 8' *�G��5 +��# �$�(�&��&� 
���	� Salary Head of Account �
� ������3  ������	#. 
����  H�*��

 6 ��$�I.���3  �;��*# ���#. 
�)�J�5���� J��  
*&E4� ��K�.���3  
)��*��)� H��+��
��   �$�(�  
,-.� 
HG;�"��&�
5L�3  8' 2202-02-109-86-00-01-01 ��� 
������3  ���. 8���  *#1��	9�M  H�' 
!�N4���.���� @O
��	�. 
Expenditure Head of Account �,�&	���B  �"��&�3  Accounts 

�� 
��	���  Initialisation >> Head of Account �� *P 

��	���  Q�&� 
,-.�. H���=  ��
>&�5	� 
������ (��&	#. 8���  �"��&�3  ���� �
� 
�K���R�
 S�	"�T Head of Account �=  ��	&� ��5�B  
�>��	#. ��# ��61�&	� Head of Account 8&K�
��  
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��(��(	
EL��  ��# "	�	���� �K���R��&E��(A. 
8(A �L��  ��!�# 8��
� UI�	# H�*��

 
1K�;��� ������  V��� �@�W*	���(��� Head of Account 

���� H�*��

 �E� ����<��3  Non Plan ��	# 
Voted ��	# 
*(WT 
,X' UI�	# H�*��# ��5	� 
Insert �� (�L��  Q�&� 
,-.�. 
JY VZ H&:E� 
��
� !"�G��;��J�&	���F. H'
��E� ��
� 
�[�;�����
� �,�&	�. 
 

 
 

 

2. Registration of Temporary Employees 

 
C 
0���  �\	
� +�"�
�3  ��(��3  �$�(� 

,-.� ��'��(�� $%��&��	
� ����<=  
V������� �,�&	���F ��E'. 8��B ��E� 
Accounts 
��	�	◌�
( Register Temporary Employees �� 
��	���  
Q�&� 
,-.�. H���=  S�	 $%��&��
� ����<^  
��M  
,-.����	9 ��
> ��5	� ������ (��&	#. 



 

 

Name : $%��&��
�
�"�
(��F ����
�"�
(�(A.  H�
(AL��
�%$��&�(A.  ( C �%���
�L�(	# / S�	 ���5# 
��E� ��!�# /G��

������&N�  
/G�4��  $%��&��
�
�%���3  SUMESH K (

����B  �>��K. ���(	# 8' *_%���&	#
��
�(	9 ��I�	# �"���

Guest Salary Processing in SPARK

$%��&��
� �"M /G�M  �����
�"�
(��F ����E'. *�����&I.���3

H�
(AL��  /G�M  
������&NB
C �%���3  ����� H�	�)�%��(A

�L�(	# / S�	 ���5# 
��E� ��!�# /G��
���*�&
���(A. �)�J�5���� 

$%��&��
� �"M  SUMESH.K ���
5L��
SUMESH K (8�X&	9 ����� 8(A

���(	# 8' *_%���&	#. 
��
�(	9 ��I�	# �"���  �E���B  "���(A 
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�����(	9' 
��&I.���3  �9' 


������&NB  
�	�)�%��(A. 

�L�(	# / S�	 ���5# 
��E� ��!�# /G��  
�)�J�5���� 

���
5L��  C 
8�X&	9 ����� 8(A) ��� 

. ��I
���	 
"���(A ) 



 

Designation : ����2� �@�W*��
Date of Birth : /G�4�(	9' �
� ���	
Gender : 
*(WT 
,-.�
Aadar Number : S�	 ���5�1�(	# 
�I�	'
/G��  ��I� �@�*	���� @O���R��.E�
Mobile No, Email ID, Address

�K�� �@�W*	�=  
a(�  ��!��� "K����&�B
Bank : $%��&��B U' @�L�(�F
����2� �@�W*��
H&:E� ���@O��F
Branch : ����2� �@�W*��
!@�b�
� +(# �[�;���� ��c�(�&� ��5# 8' 

*(WT 
,-��  
Account No : @�L� H&:E� �2�

,-.�.  
�I�������
�"��	#.  
8!��	# ����<=
��
> ��5	� Verify Aadar

/G��  �2���(� �"���(� $�� ��������(� 

�I.
EL��  / ����# ��5�R.
��E	9 
��*d 
�@�W� !"�;e
��	#
!1��&	�. �(A�# �[�;��
5L��
(��&	#. 
 

 

H��B �1N# Save �� @�5��
!"��	� $%��&��
�

Guest Salary Processing in SPARK

����2� �@�W*��  ���	# 
*(WT 
,-.�
/G�4�(	9' �
� ���	� 


*(WT 
,-.�. 
S�	 ���5�1�(	# 
�I�	'. ���5# 8' 

��I� �@�*	���� @O���R��.E�. 
Mobile No, Email ID, Address ���� "K����&	�. 

 ��5�#. V��� �@�W*�(	# V��� 
��!��� "K����&�B  �>��	. 
$%��&��B U' @�L�(�F H&:E� ��' 

����2� �@�W*��  ���	# 
*(WT 
,-.�
O��F.  

����2� �@�W*��  ���	# 
*(WT 
,-.�
 +(# �[�;���� ��c�(�&� ��5# 8' 

@�L� H&:E� �2�  �[�;���� ��

�I�������  "5# �I� H&:E	����(&� 

8!��	# ����<=  ��M  
,X' �>�?�3
Verify Aadar �� @�5��  H��
	

�2���(� �"���(� $�� ��������(� 
/ ����# ��5�R.
��E	9 
��*d 

�@�W� !"�;e
��	#. ����<=  �[�;��&� �%E	# 
�(A�# �[�;��
5L��  ��
> ��5	� 
��*d 

 

�� @�5��  H��
	�. 8����	 �K�� 
!"��	� $%��&��
� �"M �	���
( (�0��(&� 

© HSSLiVE.IN 

4 Guest Salary Processing in SPARK [Hsslive.in] 

���	# 
*(WT 
,-.�.  

���5# 8' 

. H!�*�B 
V��� �@�W*�(	# V��� 

H&:E� ��' 
���	# 
*(WT 
,-.�. @�L� 

���	# 
*(WT 
,-.�. 
 +(# �[�;���� ��c�(�&� ��5# 8' 

���� ��M  
"5# �I� H&:E	����(&� 


,X' �>�?�3  �����B 
H��
	�. 

�2���(� �"���(� $�� ��������(� 
/ ����# ��5�R.
��E	9 
��*d 

�[�;��&� �%E	# 
��
> ��5	� 
��*d 

8����	 �K�� 
 �"M �	���
( (�0��(&� 



 

�,�&
��	#. 8��=
��������� ��5�#
Q�&� 
,X���  
��5�#.  
�"M, /G��  �2M
���	
��  *�G;�(A
��5
�L��  ���	
��	���F
Update @�f  H��
�
S���.
� ����<=
@�5��  H��
�
��M  
,X�	 �	�<�#
 

 

3. Claim Entry 

 

���&�(�� $%��&��&�
)��*
�B H��+��
��	
� 12�# �5&�&� @�(A� 
�-�4�&	� !"!�����5�'
$%��&��	
�' �"�
( �"��&�
�5&�&� ���(A. 
��'��(�� $%��&��

Guest Salary Processing in SPARK

8��=  "	�	���� S�	 �#�g��� ����	# 
����� ��5�#. !"��	� (�0�
( Select �� (�L��

 $%��&��
� ����<^

�2M , $�� �%��� ���� S��&(	# 
*�G;�(A. @�&��	9 ����<=
���	
��	���F. ���	
����B �1N# 

H��
���3  ���. 
S���.
� ����<=  �*  
,-
���3  New Employee

H��
� H�	
 $%��&��
� ����<^

,X�	 �	�<�#. 

(�� $%��&��&� H�M  �$�(� 
,X� 
)��*
�B H��+��
��	
� 12�# �5&�&� @�(A� 

� !"!�����5�'. 12�# +��# 
$%��&��	
�' �"�
( �"��&�3  

. �\=  ��M  
,X�	 ���
��'��(�� $%��&��  ��!���<	� S�	 +�"�
�
( 
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"	�	���� S�	 �#�g��� ����	# 
�� (�L��  

 ����<^  �%E	# 

$�� �%��� ���� S��&(	# 
@�&��	9 ����<=  

���	
����B �1N# 

New Employee �� 
 ����<^  

 

 

 

�$�(� 
,X� 
)��*
�B H��+��
��	
� 12�# �5&�&� @�(A� 

12�# +��# 
*_��G�� 


,X�	 ���5#. �E� 
��!���<	� S�	 +�"�
�
( 
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$Ka( ��*

 12� @�(A� �)�J�5���� 
�-�4�&	�	. ���&�(�� $%��&��	
� V��� 
��*

�	# 12�# H��	
� !"��
� )��*<^  
�5&�&� / ��*
�
� H�*��

 )��*# ��!��� 
�-�4�&��  �>��K. ��!��(A Q��# ��!�� ��
	�2�^  
������(	9 S�	 ����� �����	# �>���(A. H' 

��E�F �)�J�5���� $Ka( ��*# 
*(WT 

,-.�' 

Q��# ��!�� ��
	���B Accounts �� 
��	��
( Claim 

Entry �� *P 
��	���  W*�&� 
,-.�. H���=  
��
> ��5	� ������ (��&	#.  
8���  Nature of Claim ����B ��
� ����2� �@�W*��  
���	# Pay and Allowances for Temporary Employees ��� 
*(WT 

,-.�.  
Name of Treasury, Department, Office, DDO Code ���� *_��G�� 
���  
,-
��	#. 
Period of Bill :  8��
���F U' ��*

 @�(A�F 
�-�4�&	�' ��' ����E'. /);

 �@�W*��  
��*
�
� /);

 ����� �3 �	� (�)�J�5��� 
01/07/2016). H' ��M  
,X�	 �>�?�3  / ��*
�
� 
H�*��

 )��*# �E��

 �@�W*��  *_��G�� 
��	
��9.#.  
H��B �1N# Expenditure Head of Account ����B ��
� �\=  
���
� !����I� 
,X� 
JY VZ H&:E� ����2� 
�@�W*��  ���	# 
*(WT 
,-.�. 
Salary Head of Account ����B ��
� �\=  *�G��5 
��'��(�� $%��&��	
� @�(A.����  
�,�&�4	E����	� 
JY VZ H&:E� 
*(WT 

,-.� 
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H��B �1N# �������	
� ��
> ��5	� �%E 
�����(�F ��# $%��&��	
� 12� ����<^  
�,��&E'. 8' 
,-.���� �	2��� 
V����	
�	
��	# C ��*

 12�# ���

 
�5&�&�����&	5#. 
C �����
( Empcd �� ����
��  (�;��� ����2� 
�@�W*��  Q�&� 
,X��3  ��# ���

 �$�0M  

,X� �(A� $%��&��	
��	# �"M )[1;���	#. 8���  
���� /);# S��
� 
*(WT 
,-.�. H���=  H��	
� 
�"M, ��);���M, @�L� ����<=  �	�<��� 
)[1;���	#. 8���  Month, Year ��% ����<���  @�(A� 
U' ��*


��	# U' ��N


��	# ���	�. 
Sanction Order ��' C @�(A� H#�%���R 

!"�*%��#i*�
� �2M  /F. H��B �1N# Sanction Order 

Date ���	�. 
"��%T ��5	� Income Tax, EPF(Employee Contribution), EPF(Employer 

Contribution), Pro.Tax ���� @�G���
5L��  ��!�# ��3  

,-.�. 
H�	
���� ��5	� Net Amount Payable �� ����
�(�F 
C $%��&��B C ��*# ����E	� 12�
�
� 
�	� ����E'. 8' �������B �1N# H�*��# 
��5	� Insert �� (�L��  Q�&� 
,-.�. 
8�� @�&��	9 $%��&��&	# 8�� �%�� "�j	��	�. 
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4. Claim Approval 
 

 

�K���

 
0���  ��
�� Q��# ��!�� H!"K  

,-.���F H�	
 
0��. H��B ��E� Accounts �� 

��	���  Claim Approval �� 
��	���  Q�&� 
,-.�. 
H���=  Q��# H!"K�3  �!�%��3  ���

 !����I� 

,X� Q��# (�0� 
,-
��	#. H��B 8�' �1
	9 
Select �� (�L��  Q�&� 
,-.�. 

 
 

H���=  ��
> ��5	� �!�%��3  $%��&��	
� 12� 
����<=  H�<�� (�0� ��5
��	#. H��B ��
> 
Approve, Reject ���<
� �E� @�5	�=  ��5�#. 
H��
( Approve �� @�5��  H��
	�. 
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5. Make Bill from Approved Claims 

 
 

@�(A� $��4I� 
,-.���B Accounts 
��	��
( Bills >> Make Bills 

from Approved Claims �� 
��	���  !"��1�&	�. H���=  
�	4��  ��	� �������	
� 8��	 �1
� DDO Code, Nature 

of Claim ���� 
*(WT 
,-.�. �	���� ��# H!"K  

,X' Q��# (�0� 
,-.#. H��
� 8��	 �1
	9 
Select �� (�L��  Q�&� 
,-.�. 



 

�	���� ��
> Q����
( $%���&��	
� (�0� ��5
��	#
H��B ��
> ��5	� 

,-.�.  
 

 

�	���� @�(A� $��4I� 
,X� �f�
(��&	#. 8���  @�3
 

 

C @�(A� $��4I� 
,-
��	�����	 �K�� 8�� 
�������	
� ��
> 
!"�;e
��	#. H���
"�.��.�Z ���  �	4�� ��	#

Guest Salary Processing in SPARK

 
 ��
> Q����
( $%���&��	
� (�0� ��5
��	#

H��B ��
> ��5	� Make Bill �� @�5��

 @�(A� $��4I� 
,X� �f����NB
@�3  �2�	# ��k
��	
�����&	#

C @�(A� $��4I� 
,-
��	�����	 �K�� 8�� 
�	
� ��
> Print �� S�	 @�f

H���  Q�&� 
,X��3  @�(A�
�
�	4�� ��	#. 8' !"��� ��	&	�
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 ��
> Q����
( $%���&��	
� (�0� ��5
��	#. 
�� @�5��  Q�&� 

 

NB  
��*d 
�2�	# ��k
��	
�����&	#. 

 

C @�(A� $��4I� 
,-
��	�����	 �K�� 8�� 
�� S�	 @�f  �K�� 

@�(A�
� 
 ��	&	�.  
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6. E-Submission of Bill 
 

 

8�� $��4I� 
,X� @�(A� 8-*P��I� 
,-�#. H��B 
��E� Accounts ��� 
��	���  Bills >>  E_Submit Bill �� 

��	���  Q�&� 
,-.�. H���=  $��4I� 
,-
�� 
@�(A� ��5�#. H��
� �(�	 �1
	9 Select �� 
(�L��  Q�&� 
,X��3  �(�	 �1
��� @�(A�
� 
�%I���� ��5�#. H�	 �
���F �\=  8-*P��I� 

,-��	�61�&	� @�(A� ��� �4�. ��	
����B 
�1N# ��!�# ��
> ��5	� Approve and Submit �� @�5��  
Q�&� 
,-.�.  8-*P��I� 
,X� @�(A� �;��*3  

,-��  �>���(A. �;��*3  
,-5
�L�3  /);# 
!�N4����  �"��� 8-*P��N�  �;��*3  
,�-E� 
��	#. H�	 
��E� 
�4	
� C "	���  �%�� "�%e�R. 
���&	���  S��&(	# C 
0�� 
,-�	'. 
 

 
 

 

7. Annexures to Bill 
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@�(A� �K��
� 8��� 
4 �K
� S�	 @�L� �0I�
��� 
*����&5#. C �0I�
��� �"��&�3  ���� �
� 
!"��� ��	&�#. 8��B ��E� Accounts 
��	���  Bills >> View 

Prepared Contingent Bills �� (�L��  !"��1�&	�. �	���� 
��	� ��������3  DDO Code, Month && Year, Nature of Claim 

���� ������3  Q��# @�(A� !"�;e
��	#. H��B 
��
> ��5	� Generate Bank Statement �� @�5��  Q�&� 

,X���  S�	 �W*3  ��3  �	4�	 ��	#. 8' !"��� 
��	
��  ���. 
 

 
 

8' �K��
� ��# *�G��5 @�(A�
� �K
� 

�&�4	9 Principal's Proceedings �K�� @�(A�
� �K
� 

��&E� ��	#. 
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8. Cancel Processed Guest Bill 
 

 

�I�  @�(A.�
����
( �
� 8-*P��N�  
,X� 
@�(A.�=  �;��*3  
,-5
�L�3  !�N4���3  ���	# 
/);# 8-*P��N�  �;��*3  
,-5#. H�(A�
 
@�(A.�^  ��	&� ����^  ��5
�L�(	# ��	&� 
�;��*3  
,-�#. 
 

/);���� $��4I� 
,X' @�(A� �;��*3  
,-5#. 
8��B ��E� Accounts >> Bills >> Cancel Bill �� 
��	���  
!"��1�&	�. H���=  ��# $��4I� 
,X� @�(A�B 
��
� ��W ��k
��	
� Cancel  @�f  H��
���3  ���. 
 

H��B �1N# Claim Entry �	# ��(%I� 
,-�#. 8��B Accounts 


��	���  Claim Entry �� *P 
��	���  Q�&� 
,-.�. 
H���  ��# $��4I� 
,X� 
Q��# ��!�� (�0� 

,X����&	#. 8��B ��
��	9 Select (�L��  Q�&� 

,-.�. H���=  Q��# ��!�� $%��&��	
� (�0� 
��5
��	#. C ������ UI�	# ���>&� ��!��^  

,X���  H��
� Delete Claim �� @�f  ��5�#. 8���  
H��
���3  C 
Q��# ��!�� ��(%I� 
,-
��	#. 
--------------------------------------------------------------------------------------------------- 
 


