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BapJw 
 

Xt±ikzbw`cW Øm]\§fnse tkh\ thX\w kw_Ôn¨ Imcy§Ä 

IrXyambpw, kpKaambpw \ndthäm\mbn C³^Àtaj³ tIcf anj³ cq]Ið¸\ sNbvXv 

]pd¯nd¡nb B¹nt¡j³ tkm^väv shbdmWv Øm]\.  tIcf¯nse 

tImÀ¸tdj\pIfnepw ap\nkn¸menänIfnepw {]hÀ¯n¸n¡mhp¶ Xc¯nemWv Øm]\ 

2.0 F¶ ]Xn¸v X¿mdm¡nbncn¡p¶Xv.  CXnð t\cnb amä§Ä am{Xw hcp¯nbmWv Cu 

B¹nt¡j³ tkm v̂äv shbÀ aäp Xt±ikzbw`cW Øm]\§fnð hn\ykn¡p¶Xv.  

tIcf¯nse Fñm Xt±ikzbw`cW Øm]\§fnepw GIoIrXamb tkh\ thX\ 

kwhn[m\w \S¸nem¡m³ Dt±in¨mWv Øm]\ \nÀ½n¨ncn¡p¶Xv.  Xt±iobamb 

hnhc§Ä¡\pkrXambn amä§Ä hc¯phm³ X¡ coXnbnemWv Cu B¹nt¡j³ 

tkm^vävshbÀ X¿mdm¡nbncn¡p¶Xv F¶ khntijX IqSn CXn\qïv. 

Xt±ikzbw`cW Øm]\§fnse tkh\ thX\w kw_Ôn¨ apgph³ 

{]hÀ¯\§fpw Øm]\ 2.0 bnð ssIImcyw sN¿m³ km[n¡nñ. Øm]\ 2.0 

D]tbmKn¨v sN¿m³ km[n¡p¶h NphsSbpÅ ]«nIbnð (]«nI 1) hnhcn¨ncn¡p¶p. 

Cu tkm^väv shbÀ B¹nt¡j³ Xt±ikzbw`cW Øm]\§fnse Poh\¡mcpsS 

tkh\ thX\ hnhc§Ä IrXyXtbmsSbpw kab _ÔnXambpw e`yam¡m\pw 

ssZ\wZn\ {]hÀ¯\§Ä eLqIcn¡phm\pw Gsd klmbIcamIpsa¶v 

{]Xymin¡p¶p.  
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]«nI 1 
 

Øm]\ 2.0 bneqsS \nÀÆln¡m³ km[n¡p¶ {]hÀ¯\§Ä 
 
 

{Ia 
\¼À {]hÀ¯\§Ä D]tbmàmhv 

(1) (2) (3) 

1 
]pXnb D]tbmàmhns\ 
tcJs¸Sp¯ð 

AUvan\nkvt{SäÀ 
(sk{I«dn) 

2 
kmwMvj³ sNbvX t]mÌv 
tcJs¸Sp¯ð 

AUvan\nkvt{SäÀ 
(sk{I«dn) 

3 Un.F. iXam\w tcJs¸Sp¯ð  
AUvan\nkvt{SäÀ 
(sk{I«dn) 

4 
]pXnb (dKpeÀ/IïnP³kv) 
Poh\¡mcsâ hnhc§Ä 
tcJs¸Sp¯pI 

sk£³ ¢mÀ¡v 

5 
Poh\¡mcsâ hnhc§fnð amäw 
hcp¯ð 

sk£³ ¢mÀ¡v 

6 
Poh\¡mcpsS Un.F. IpSnÈnI XpI 
IW¡m¡n t] _nñv X¿mdm¡pI. 

sk£³ ¢mÀ¡v 

7 
Poh\¡mcpsS eohv kdïÀ 
tcJs¸Sp¯n dnt¸mÀ«v X¿mdm¡pI. 

sk£³ ¢mÀ¡v 

8 
X³amk¯nse i¼f _nñnð \n¶pw 
sXcsªSp¯ Poh\¡msc Hgnhm¡n 
k¹nsaâdn _nñv X¿mdm¡mw. 

sk£³ ¢mÀ¡v 

9 
\oï Ah[n, acWw, dn«bÀsaâv, 
cmPnhbv¡pI XpS§nbh 
tcJs¸Sp¯mw. 

sk£³ ¢mÀ¡v 

10 

Øewamäw, Øm\¡bäw, 
kkvs]³j³, C³{Insaâv, 
kkvs]³j³ dnthm¡v, eohv 
XpS§nbh tcJs¸Sp¯n X³amks¯ 
i¼f_nñv, t]Én¸v, sjUyqfpIÄ 
apXemb dnt¸mÀ«pIÄ X¿mdm¡mw. 

sk£³ ¢mÀ¡v 

 
 

 
 
Øm]\ tkm^vävshbÀ B¹nt¡j³ ]Tn¡p¶Xn\mhiyamb Nne kmt¦XnI ]Z§fpw 

AhbpsS hnhcWhpw Cu ]pkvXI¯nsâ  6þmw A²ymb¯nð \ðInbn«pïv.  
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1.  
Øm]\ B¹nt¡j³ tkm^väv shbdnsâ {]hÀ¯\ 

coXn. 
 

 

Xt±ikzbw`cW Øm]\¯nse Poh\¡mcpsS hnhc§fpw, X³amk i¼f_nñv 

X¿mdm¡m\mhiyamb hnhc§fpw (Ah[n, Øewamäw apXembh) kzoIcn¨v 

i¼f_nñpIfpw, hnhn[ sjUyqfpIfpw X¿mdm¡m³ Ignbp¶ coXnbnemWv Øm]\ 2.0 

F¶ B¹nt¡j³ tkm v̂äv shbÀ hnIkn¸n¨ncn¡p¶Xv.  hnhn[ sk£\pIfnð 

\n¶pw i¼f _nñv X¿mdm¡m\mhiyamb hnhc§Ä kzoIcn¨v AÀlXs¸« 

B\pIqey§Ä \ðIn thï UnU£\pIÄ hcp¯n A\ptbmPyamb i¼f _nñpw, 

Poh\¡mÀ¡v i¼f¯nsâ hnhc§fS§nb t]Én¸pw, AXmXv Øm]\¯ntebv¡v 

Ab¨psImSp¡m\pÅ (_m¦v, t{]mhnUâv ^ïv, Fð.sF.kn apXembh) sjUyqfpIfpw 

Øm]\ B¹nt¡j³ tkm^väv shbdneqsS X¿mdm¡m³ km[n¡pw. tIcf kÀhokv 

dqÄkv, ap\nkn¸ð tIma¬ kÀhokv dqÄkv, kwØm\ kÀ¡mÀ Poh\¡mcpsS t] 

dnhnj³ D¯chpIÄ, ap\nkn¸ð IïnPâv Poh\¡mcpsS thX\¯nsâ D¯chpIÄ 

F¶nh A\pkcn¨mWv Øm]\ 2.0 F¶ B¹nt¡j³ tkm v̂ävshbÀ 

X¿mdm¡nbncn¡p¶Xv. Øm]\ B¹nt¡j³ tkm v̂äv shbdnsâ {]hÀ¯\ coXn 

NphsSbpÅ Nn{X¯nð (Nn{Xw 1.1) hnhcn¨ncn¡p¶p.  
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(Nn{Xw 1.1) 

     

  Øm]\ 2.0 B¹nt¡j³ tkm^vävshbdnsâ {]hÀ¯\tcJ 

 

Øm]\ 2.0 bnse {][m\ {]hÀ¯\§Ä Ah \St¡ï {Ia¯nð NphsS 

tNÀ¯ncn¡p¶p.  

 

1. Øm]\ hn\ykn¡pt¼mÄ¯s¶ Xt±ikzbw`cW Øm]\¯nsâ 

hnhc§Ä, Un¸mÀ«psaâv, sk£³, Øm\t¸cv, A\phZn¨ XkvXnI, 

£ma_¯bpsS iXam\w (Un.F.) XpS§nb tem¡ð amÌdpIÄ 

tcJs¸Sp¯pI.  (`mKw 2 ð hnhcn¨ncn¡p¶p). 

sk£\pIfnð \n¶pw 
e`n¡p¶ {]Xnamk 
i¼f hnhc§Ä tkm^vävshbdnð 

ap³Iqdmbn 
tcJs¸Sp¯nbn«pÅ 
Poh\¡mcpsS {][m\ 
hnhc§Ä 

Øm]\ 2.0 
B¹nt¡j³ 
tkm^vävshbÀ

Un.F. iXam\w 
apXemb tem¡ð 
amÌdpIÄ 

X³amk i¼f 
_nñnð DÄs¸Sp¯nb 
DtZymØÀ 

X³amk i¼f _nñnð 
\n¶pw Hgnhm¡nbhÀ 

Ah[n, Øm\¡bäw, 
Øew amäw, 
kkvs]³j³ dnthm¡v 
XpS§nb hnhc§fpw 
Un F IpSnÈnI eohv

Bhiyamb 
IW¡p Iq«epIÄ 
\S¯n k¹nsaâdn 
i¼f _nñv 
X¿mdm¡p¶p. 

shcn^nt¡j³ dnt¸mÀ«v, CâÀ 
aoUnbäv dnt¸mÀ«v, ]cntim[n¨v 
UnU£³ dnt¸mÀ«v {]nsâSp¯v 
]cntim[n¨Xn\p tijw i¼f 
_nñv X¿mdm¡p¶p.

k¹nsaâdn 

i¼f_nñv, t] Én¸v, sjUyqfpIÄ, AIznä³kv dnt¸mÀ«v XpS§nb 
12þHmfw dnt¸mÀ«pIÄ X¿mdm¡n AXmXv sk£\nð Gð¸n¡pI. 
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2. ]pXnbXmbn Asñ¦nð Øewamdnhcp¶ Poh\¡mcpsS hnhc§Ä, AhÀ 

]qcn¸n¨p\ðIp¶ s{]mt^mÀabnepÅXpt]mse Øm]\ tkm^vävshbdnð 

tcJs¸Sp¯pI. (`mKw 3.3.1þð hnhcn¨ncn¡p¶p). 

3. Poh\¡mcpsS hnhc§fnð sk{I«dnbpsS D¯chnsâ ASnØm\¯nð 

Bhiyamb amäw hcp¯pI. (`mKw 3.3.4 ð hnhcn¨ncn¡p¶p). 

4. shcn^nt¡j³ dnt¸mÀ«v {]nsâSp¯v AwKoIcn¨v kq£n¡pI. (`mKw 3.7 ð 

hnhcn¨ncn¡p¶p). 

5. X³amks¯ i¼f_nñv X¿mdm¡p¶Xn\mhiyamb hnhc§Ä (X³amks¯ 

i¼f_nñnð \n¶pw Hgnhmt¡ïXv, Øewamäw, Øm\¡bäw, kkvs]³j³, 

eohv XpS§nbh) tcJs¸Sp¯pI. (`mKw 4 ð hnhcn¨ncn¡p¶p). 

6. dnt¸mÀ«nð \n¶pw CâÀaoUntbäv dnt¸mÀ«v {]nsâSp¯v AwKoImcw t\SpI. (`mKw 

3.7 ð hnhcn¨ncn¡p¶p). 

7. i¼f_nñv, t]Én¸v, UnU£\pIÄ (sjUyqÄ), AIznä³kv dnt¸mÀ«v XpS§nb 

dnt¸mÀ«pIfpsS {]nâu«v A¡uïvkv sk£\ntebv¡v \ðIpI. (`mKw 5 ð 

hnhcn¨ncn¡p¶p). 

8. i¼f_nñnð \n¶pw Hgnhm¡nbhcpsS hnhc§Ä k¹nsaâdn _nñmbn 

X¿mdm¡pI. (`mKw 4.3 ð hnhcn¨ncn¡p¶p). 

 
apIfnð hnhcn¨ Hmtcm {]hÀ¯\§fpw Øm]\ 2.0 bneqsS \nÀÆln¡p¶ coXn 

hcpw`mK§fnð hniZambn \ðInbncn¡p¶p.  
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2.  
Øm]\ hn\ykn¡p¶ coXn 

 
Xt±ikzbw`cW Øm]\§fnð Øm]\ B¹nt¡j³ tkm^vävshbÀ 

BZyambn hn\ykn¡pt¼mÄ {]kvXpX Øm]\¯nsâ Xcw, t]cv, DtZymKØcpsS 

F®w apXemb hnhc§Ä \ðtIïXpïv.  C¯cw hnhc§sf tem¡ð amÌdpIÄ 

F¶mWv ]dbp¶Xv. Nne tem¡ð amÌdpIÄ t¥m_ð amÌdpIfnð (tIcf¯nse 

Xt±i`cW Øm]\§fpsS hnhc§Ä, sUknKvt\j\pIÄ, s]þkvsIbnð XpS§nbh) 

\n¶pw sXcsªSp¡mhp¶XmWv. {][m\ambpw Ggp tem¡ð amÌdpIfmWv 

Øm]\bnð tcJs¸Spt¯ïXv. AhbpsS hnhcw NphsSbpÅ ]«nIbnð (]«nI 2.1) 

tcJs¸Sp¯p¶p. 

 

 
]«nI 2.1 

 
Øm]\ 2.0 tkm^vävshbdnse tem¡ð amÌdpIfpsS hnhc§Ä 

 
{Ia 
\¼À 

amÌdpIfpsS 
t]cv 

hnhcWw 

(1) (2) (3) 

1 Xt±i`cW 
Øm]\¯nsâ 

hnhc§Ä 

Xt±ikzbw`cW Øm]\¯nsâ t]cv, 
Pnñ, Xcw F¶nh sXcsªSp¡pI. 

2 Un¸mÀ«vsaâv {]kvXpX Xt±ikzbw`cW 
Øm]\¯nð hcmhp¶ 
Un¸mÀ«vsaâpIfpsS hnhc§Ä t¥m_ð 
amÌdnð \n¶pw sXcsªSp¡pI. 

3 sUkntáj³ {]kvXpX Xt±ikzbw`cW 
Øm]\¯nð hcmhp¶ Øm\t¸cpIÄ 
t¥m_ð amÌdnð \n¶pw 
sXcsªSp¡pI. 

4 kmwKvj³Uv 
t]mÌv 

apIfnð sXcsªSp¯ XkvXnIIfpsS 
A\phZn¨ F®w tcJs¸Sp¯pI. 

5 sk£³ {]kvXpX Øm]\¯nse Hmtcm 
sk£\pIfpsS t]cpw tImUpw 
tcJs¸Sp¯pI 

6 UnbÀs\kv 
Aeh³kv 
(£ma_¯) 

dnsshkvUv kvsIbnenepw {]o 
dnsshkvUv kvsIbnenepapÅ 
UnbÀs\kv Aeh³knsâ iXam\w 
\ðIpI. 

7 sk£³ 

am¸nwKv 

apIfnð sXcsªSp¯ Un¸mÀ«vsaânð 
AXmXv sk£\pIsf tNÀ¡pI. 
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2.1 Xt±ikzbw`cW Øm]\¯nsâ hnhc§Ä 

Øm]\ B¹nt¡j³ tkm^vävshbÀ hn\ykn¡p¶ Øm]\¯nsâ hnhc§Ä 

tcJs¸Sp¯m\pÅ kv{Io³ NphsS tNÀ¡p¶p. (Nn{Xw 2.1) 

 
Nn{Xw 2.1 

 {]kvXpX kv{Io\nð Øm]\¯nsâ Xcw, Pnñ Øm]\¯nsâ t]cv F¶nh 

AXmXv tImt¼mbnð \n¶pw sXcsªSp¡pI. tijw Set LBID F¶ _«¬ ¢n¡v 

sNbvXv apIfnð \ðInb hnhc§Ä kpc£nXam¡pI. 

2.2 Un¸mÀ«vsaâv 

Øm]\ hn\ykn¡p¶ Xt±ikzbw`cW Øm]\¯nð hcmhp¶ 

Un¸mÀ«psaâpIÄ sXcsªSp¡m\pÅ kv{Io³ NphsS tNÀ¡p¶p. (Nn{Xw 2.2) 

 
(Nn{Xw 2.2) 

 
t¥m_ð amÌdnepÅ apgph³ Un¸mÀ«vsaâpIfpsSbpw t]cv AS§nb ]«nIbnð \n¶pw 

{]kvXpX Xt±ikzbw`cW Øm]\¯nð hcmhp¶ Un¸mÀ«vsaâpIÄ am{Xw 

sXcsªSp¯ tijw tkhv sN¿pI.. s\IvÌv F¶ _«¬ ¢n¡v sNbvXmð 

sUkntájsâ hnhc§Ä tcJs¸Sp¯m\pÅ kv{Io³ e`n¡pw. 

2.3 sUkntáj³ (Øm\t¸cv þ ]Zhn) 

Xt±i`cW Øm]\¯nð hcmhp¶ sUkntáj\pIÄ sXcsªSp¡m³ 

klmbn¡p¶ kv{Io³. (Nn{Xw 2.3) 



Øm]\ 2.0 - {]hÀ¯\ klmbn 

C³^Àtaj³ tIcf anj³  11 

 
Nn{Xw 2.3 

 
A\ptbmPyamb sUkntáj\pIfpsS CSXphi¯pÅ sNIv t_mIvkv 

sXcsªSp¯Xn\p tijw skhv sN¿pI. s\IvÌv F¶ _«¬ ¢n¡v sNbvXmð 

A\phZn¨ XkvXnIIfpsS F®w tcJs¸Sp¯m\pÅ kv{Io³ e`n¡pw. 

2.4 kmwMvj³Uv t]mÌv (A\phZn¨ XkvXnI) 

apIfnð sXcsªSp¯ sUkntáj\pIÄ F{Xsb®w hoXw {]kvXpX 

Xt±ikzbw `cW Øm]\¯nð A\phZn¨n«pïv F¶pÅ hnhcw tcJs¸Sp¯m\pÅ 

kv{Io³. Iïn³Pâv Poh\¡mcpsS F®w kvInðUv/A¬kvInðUv (hnZKv[/AhnZKv[) 

F¶o hn`mK§fnembn tcJs¸Spt¯ïXmWv. (Nn{Xw 2.4) 

 
Nn{Xw 2.4 

 
tkhv  sNbvXXn\ptijw s\IvÌv F¶ _«¬ ¢n¡v sNbvXmð sk£\pIfpsS hnhcw 

tcJs¸Sp¯m\pÅ kv{Io³ e`n¡pw. 

2.5 sk£³ 

Xt±ikzbw`cW Øm]\¯nse sk£\pIfpsS hnhc§Ä tcJs¸Sp¯m\pÅ 

kv{Io³ t¥m_ð amÌdnð \n¶pw e`yañ. ]Icw AXmXv Xt±ikzbw`cW 

Øm]\¯nse \nehnepÅ sk£\pIfpsS t]cpw, tImUpw tcJs¸Sp¯pI. (Nn{Xw 2.5) 
tkhv  sNbvXXn\ptijw s\IvÌv F¶ _«¬ ¢n¡v sN¿pI. 
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Nn{Xw 2.5 

2.6 UnbÀs\kv Aeh³kv (£ma_¯) 

1992 tebpw 1997 tebpw 2006 tebpw dnsshkvUv kvsIbnepw {]oþdnsshkvUv 

kvsIbnepw  A\pkcn¨pÅ UnbÀ\kv Aeh³knsâ iXam\w tcJs¸Sp¯m\pÅ 

kv{Io³. ChnsS tcJs¸Sp¯p¶ Un.F. iXam\a\pkcn¨mWv Poh\¡mÀ¡v ASnØm\ 

i¼f¯nð \n¶pw Un.F.XpI Øm]\ B¹nt¡j³ IW¡v Iq«p¶Xv. dnsshkvUv 

kvsIbnenepÅ Un.F.iXam\w \ðIm\pÅ kv{Io³ Nn{Xwþ2.6 þð \ðInbncn¡p¶p. 

 
Nn{Xw 2.6 

Edit F¶ _«¬ ¢n¡v sNbvXXn\ptijw Un.F. iXam\w \ðIpI. tijw D¯chv 

\¼dpw, XobXnbpw {]kvXpX iXam\w {]m_ey¯nð hcp¶ XobXnbpw 

A\ptbmPyamb t_mIvkpIfnð \ðIn tkhv sN¿pI. {]o dnsshkvUv kvsIbnenepÅ 

Un.F.iXam\w  tcJs¸Sp¯m\pÅ kv{Io³ Nn{Xw 2.6.1þð \ðInbncn¡p¶p. 

 
Nn{Xw 2.6.1 
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2.7 sk£³ am¸nwKv 

apIfnð sXcsªSp¯ Un¸mÀ«vsaânte¡v sk£\pIsf tNÀ¡p¶Xn\pÅ 

kwhn[m\w Nn{Xw 2.7 ð tNÀ¯ncn¡p¶p. kv{Io\nsâ heXp `mK¯pÅ sk£\nð 

¢n¡v sNbvXv sImïv Ahsb aukp]tbmKn¨v Nen¸n¨v kv{Io\nsâ CSXp`mK¯pÅ 

A\ptbmPyamb  Un¸mÀ«vsaânsâ t]cn\v apIfnð \nt£]n¡pI. C§s\ Hmtcm 

sk£t\bpw A\ptbmPyamb Un¸mÀ«vsaânte¡v Iq«nt¨À¡mhp¶XmWv. 

 

 
 

Nn{Xw 2.7 
 

apIfnð hnhcn¨ tem¡ð amÌdpIÄ icnbmb coXnbnð tcJs¸Sp¯pI. apIfnð 

]dª hnhc§Ä tcJs¸Sp¯mXncp¶mð Øm]\ tkm^vävshbdneqsS icnbmb 

coXnbnepÅ dnt¸mÀ«pIÄ X¿mdm¡m³ km[n¡nñ. apIfnð hnhcn¨ kv{Io\pIÄ 

Øm]\ hn\ykn¨Xn\ptijw Hcn¡ð am{Xw \ðInbmð aXnbmIpw. Øm]\ 

tkm^vävshbdnte¡v {]thin¡p¶ coXnbpw, tkm^vävshbdnse {][m\ kv{Io\nse 

sa\phns\¡pdn¨pÅ hnhcWhpamWv ASp¯ `mK¯nð \ðInbncn¡p¶Xv. 



Øm]\ 2.0 - {]hÀ¯\ klmbn 

C³^Àtaj³ tIcf anj³  14 

3.  
Øm]\ tkm^vävshbdns\ ]cnNbs¸Smw. 

 
 I¼yq«dnsâ sUkvIvtSm¸nse “Øm]\” F¶ sF¡¬ U_nÄ ¢n¡v sNbvXmð 

Øm]\ B¹nt¡j³ tkm^vävshbdnte¡v {]thin¡m\pÅ temKn³ kv{Io³ e`n¡pw 

(Nn{Xw 3.1) 

 

 
(Nn{Xw 3.1) 

 
 kv{Io\nse temKn³ s\bnw F¶ sSIvÌvv t_mIvknð D]tbmàmhn\v 

A\phZn¨ncn¡p¶ D]tbmàr \mahpw, ]mkv thÀUv F¶ sSIvÌv t_mIvknð 

At±l¯nsâ ]mkv thÀUpw \ðIpI. tijw temKn³ F¶ _«¬ ¢n¡v sNbvXmð 

Øm]\bpsS apgph³ {]hÀ¯\§fpw AS§p¶ {][m\ kv{Io³ e`n¡pw. 

D]tbmàr\mahpw ]mkvthÀUpw bYmÀ°¯nepÅXmsW¦nð am{Xta Øm]\ F¶ 

B¹nt¡jsâ {][m\ kv{Io³ e`n¡pIbpÅp. (Nn{Xw 3.2) 

 

 

 
Nn{Xw 3.2 
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1. temKn³ kv{Io³:  

 B¹nt¡j³ tkm v̂ävshbdnte¡v {]thin¡m³ A\phmZw e`n¡p¶ 

kv{Io\ns\ temKn³  kv{Io³ F¶v hnfn¡p¶p. tkm^vävshbdnte¡v {]thint¡ï 

D]tbmàmhnsâ D]tbmàr \mahpw (User Name) ]mkvthÀUpw \ðInbmð am{Xta 

Cu kv{Io\nð \n¶pw {][m\ kv{Io\nte¡v {]thin¡m³ km[n¡pIbpÅp. 

 

2. D]tbmàr \maw(User Name):  

 Øm]\ B¹nt¡j³ tkm v̂ävshbdnte¡v {]thin¡m³ {][m\ambpw cïv 

Xc¯nepÅ D]tbmàm¡Ä¡v am{Xta A\phmZapÅp. Ahsb¡pdn¨pÅ hnhc§Ä 

NphsSbpÅ ]«nIbnð hniZoIcn¨ncn¡p¶p. (]«nI 3.1 ) 

]«nI 3.1 
D]tbmàm¡fpsS Xcw 

{Ia 
\¼
À 

D]tbmàmhnsâ 
Xcw 

hnhcWw 

(1) (2) (3) 

1 AUvan\nkvt{SäÀ 

ap\nkn¸ð Asñ¦nð 
tImÀ¸tdj³ sk{I«dnbpsS 
]ZhnbnepÅ DtZymKØ\mWv 
AUvan\nkvt{SäÀ. {][m\ambpw 
D]tbmàm¡sf tNÀ¡m\pw, 
Un.F.iXam\w Imem Ime§fnð 
kÀ¡mÀ D¯chpIÄ A\pkcn¨v 
amän \ðIm\pw, A\phZn¨ 
XkvXnIIfpsS F®w kÀ¡mÀ 
D¯chpIÄ¡\pkcWambn amän 
\ðIm\pw AUvan\nkvt{SäÀ¡v 
am{Xta Ignbq. 

2 Hm¸tdäÀ  

Hmtcm amks¯bpw i¼f _nñv 
X¿mdm¡m³ A[nImcapÅ 
sk£³ ssIImcyw sN¿p¶ 
DtZymKØ³. 

 
 Øm]\ B¹nt¡j³ tkm^vävshbdnte¡v {]thin¡p¶ Fñm Xcw 

D]tbmàm¡Ä¡pw AhÀ¡v A\phZn¨ncn¡p¶ {]hÀ¯\§Ä \nÀÆln¡phm³ 

km[n¡p¶ sa\p am{Xta e`n¡pIbpÅq. D]tbmàm¡Ä Øm]\ B¹nt¡j³ 

tkm^vävshbdnte¡v {]thin¨mð e`n¡p¶ sa\phpw AhbpsS hniZmwi§fpw NphsS 

tNÀ¯ncn¡p¶p.  

 

3.1 skänwKvkv sa\p 

 
 Øm]\ B¹nt¡j³ Hcp Xt±i`cW Øm]\¯nð hn\ykn¡pt¼mÄ Xs¶ 

{]kvXpX Øm]\¯nse Hmtcm Un¸mÀ«psaâpIfnepw hcmhp¶ sk£\pIÄ 

tcJs¸Spt¯ïXmWv AXpt]mse Øm]\ B¹nt¡j³ D]tbmKnt¡ï Hmtcm 

D]tbmàm¡mfpsS hnhc§fpw ap³Iq«n \ðtIïXmWv. Cu hnhc§Ä 

AUvan\nkvt{SäÀ ]ZhnbpÅ DtZymKØ\p am{Xta (sk{I«dn) tcJs¸Sp¯phmt\m 
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Xncp¯ð hcp¯phmt\m km[n¡pIbpÅp. {][m\ kv{Io\nse skänwKvkv F¶ sa\p 

D]tbmKn¨mWv apIfnð hnhcn¨ {]hÀ¯\§Ä \S¯m\pÅ kv{Io\pIÄ e`n¡p¶Xv. 

 

 
Nn{Xw 3.3 

 
{][m\ambn Bdv k_vsa\phmWv skänwKvkv F¶ sa\phnð AS§nbncn¡p¶Xv. 

Ahsb¡pdn¨pÅ hnhcw NphsS tNÀ¡p¶p . 

3.1.1 Department wise Sections(hIp¸pXe sk£\pIÄ) 

{][m\ kv{Io\nse skänwKvkv F¶ sa\phnse Un¸mÀ«saâv sshkv sk£³kv 

F¶ k_vsa\p ¢n¡v sNbvXmð Un¸mÀ«psaâpIfnte¡v sk£\pIÄ tNÀ¡m³ 

km[n¡p¶ Xc¯nepÅ Hcp kv{Io³ e`n¡pw. (Nn{Xw 3.1.1) 

 

 
Nn{Xw 3.1.1 

 
kv{Io\nse heXp `mK¯pÅ sk£sâ t]cv ¢n¡v sNbvXp sImïp CSXv hi¯pÅ 

A\ptbmPyamb Un¸mÀ«vsaânsâ t]cnsâ apIfnð sh¨mð sXcsªSp¯ sk£³ 

AXmXv Un¸mÀ«vsaânsâ Iognembn hcp¶XmWv. Close F¶ _«¬ ¢n¡v sNbvXmð 

{]kvXpX kv{Io\nð \n¶pw {][m\ kv{Io\nte¡v t]mImhp¶XmWv. C§s\bpÅ 

sk£³ am¸nwKv BZyL«¯nð \mw sNbvXncp¶p, CXnð GsX¦nepw Xc¯nepÅ 

hyXymkw Dï¦nð AUvan\nkvt{SäÀ¡v hyXymkw hcp¯mhp¶XmWv. 
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3.1.2 sk£³ HmUdnwKv 

H¶ne[nIw sk£\pIfpÅ Xt±i`cWØm]\§fnð, i¼f _nñv X¿mdm¡pt¼mÄ 

sk£\pIfpsS Øm\w FhnsSbmWv F¶v tkm^vävshbdnð tcJs¸Sp¯m\pÅ 

kwhn[m\w. Order ID F¶ tImf¯nð skjsâ Øm\w ssS¸v sNbvXv A]vtUäv 

_«¬ ¢n¡v sN¿pI. 

 

 
 

  3.1.3 Local settings Reports: 
 
Øm]\ B¹nt¡j³ tkm^vävshbÀ hn\ykn¡pt¼mÄ ]e tem¡ð skänwKvkpIfpw 

tcJs¸Sp¯Wsa¶v cïmas¯ `mK¯v hnhcn¨ncp¶phtñm. A¯cw skänwKvkpIfpsS 

hnhc§Ä I¼yq«dnð tiJcn¨h icnbmsW¶v Dd¸m¡p¶Xn\pw ]nð¡me§fnð Ah 

D]tbmKn¡p¶Xn\pw Bhiyambn hcmw. AXn\mð A¯cw tem¡ð skänwKvkpIfpsS 

dnt¸mÀ«pIÄ Cu k_v sa\p D]tbmKn¨v X¿mdm¡mhp¶XmWv. Cu sa\p D]tbmKn¨v 

X¿mdm¡mhp¶ dnt¸mÀ«pIfpsS hnhcw NphsS tNÀ¡p¶p. 

 

• DA % Settings. 

• List of Designations. 

• Sanctioned strength settings - Regular. 

• Sanctioned strength settings -Contingent. 

• List of Departments. 

• Department – Section Mapping 

Øm]\¯nð \nehnepÅ Un¸mÀ«vsaâpIÄ, XkvXnIIÄ, Hmtcm XkvXnIbnepapÅ 

Poh\¡mcpsS F®w, £ma_¯bpsS iXam\w XpS§nb dnt¸mÀ«pIÄ 

ImWp¶Xn\pÅ sa\p. {][m\ kv{Io\nse skänwKvkv F¶ sa\phnse tem¡ð 

skänwKvkv dnt¸mÀ«vkv F¶ k_vsa\p skeIvSv sNbvXmð tað¸dªh skäv 

sN¿p¶Xn\pÅ Hm]vj\pIÄ e`n¡pw. 
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• DA% Setting 
 

 
Nn{Xw 3.1.2a 

 
Xt±ikzbw`cW Øm]\¯nð \nehnð \ðIns¡mïncn¡p¶Xpw ap³]v 

\ðIns¡mïncp¶Xpamb £ma_¯bpsS iXam\w ImWp¶Xn\pÅ Hm]vj³. {][m\ 

kv{Io\nse skänwKvkv F¶ sa\phnse tem¡ð skänwKvkv dnt¸mÀ«vkv F¶ 

k_vsa\phnse DA% Setting ¢n¡v sN¿pI. {]nâv FSp¡p¶Xn\mbn SqÄ_mdnse Print 

report F¶ icon þ ð ¢n¡v sN¿pI. 

 

• List of Designations 
Øm]\¯nð \nehnð A\phZn¨n«pÅ XkvXnIIÄ ImWp¶Xn\pÅ sa\p. {][m\ 

kv{Io\nse skänwKvkv F¶ sa\phnse tem¡ð skänwKvkv dnt¸mÀ«vkv F¶ 

k_vsa\phnse List of Designations ¢n¡v sN¿pI. Nn{Xw 3.1.2b 
 

 
Nn{Xw 3.1.2b 
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•   Sanctioned Strength Settings – Regular 
Øm]\¯nð \nehnð A\phZn¨n«pÅ Hmtcm XkvXnIIfnsebpw BsI sdKpeÀ 

Poh\¡mcpsS F®w ImWp¶Xn\pÅ dnt¸mÀ«v. {][m\ kv{Io\nse skänwKvkv F¶ 

sa\phnse tem¡ð skänwKvkv dnt¸mÀ«vkv F¶ k_vsa\phnse Sanctioned Strength 

Settings–Regular ¢n¡v sN¿pI.  

 
 

 
Nn{Xw 3.1.2c 

 
 

• Sanctioned Strength Settings – Contingent 
 

Øm]\¯nð \nehnð A\phZn¨n«pÅ Iïn³Pâv Poh\¡mcpsS BsI F®w 

(kvInðUv, A¬kvInðUv) ImWp¶Xn\pÅ dnt¸mÀ«v. {][m\ kv{Io\nse skänwKvkv 

F¶ sa\phnse tem¡ð skänwKvkv dnt¸mÀ«vkv F¶ k_vsa\phnse Sanctioned 

Strength Settings – Contingent ¢n¡v sN¿pI.  

 

 
Nn{Xw 3.1.2d 
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•  List of Departments 

 
Xt±ikzbw`cW Øm]\¯nð \nehnepÅ hIp¸pIÄ ImWp¶Xn\pÅ Hm]vj³. 

{][m\ kv{Io\nse skänwKvkv F¶ sa\phnse tem¡ð skänwKvkv dnt¸mÀ«vkv F¶ 

k_vsa\phnse List of Departments ¢n¡v sN¿pI. {]nâv FSp¡p¶Xn\mbn SqÄ_mdnse 

Print report F¶ icon þ ð ¢n¡v sN¿pI. 

 

 
Nn{Xw 3.1.2e 

 

• Department – Section Mapping 
Øm]\¯nse Fñm Un¸mÀ«vsaâpIfpw Ahbv¡pIognepÅ sk£\pIfpw 

XcwXncn¨p ImWp¶Xn\pÅ k_vsa\p. {][m\ kv{Io\nse skänwKvkv F¶ sa\phnse 

tem¡ð skänwKvkv dnt¸mÀ«vkv F¶ k_vsa\phnse Department – Section Mapping ¢n¡v 

sN¿pI.  
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Nn{Xw 3.1.2f 

 
 

3.1.4  Current Employee Strength:  
 
Øm]\ hn\ykn¡p¶ Øm]\¯nse sk£³ Xncn¨pÅ (sdKpeÀ, Iïn³Pâv) 

Poh\¡mcpsS BsI F®w e`n¡p¶XnepÅ kv{Iov³. {][m\ kv{Io\nse skänwKvkv 

F¶ sa\phnse Current Employee Strength F¶ k_vsa\p ¢n¡v sN¿pI. 
 

3.1.5 Bonus Settings:- 
 Hmtcm hÀ£hpw Kh¬saâv \nÀt±in¡p¶Xv A\pkcn¨mWv Poh\¡mÀ¡v 

t_mWkpw s^Ìnhð Aeh³kpw \ðIp¶Xv. amÌÀ kvsIbnense i¼fs¯ 

ASnØm\am¡nbmWv Poh\¡mcpsS t_mWkpw s^Ìnhð Aeh³kpw 

\nPs¸Sp¯p¶Xv. C¯c¯nepÅ t_mWkpw Aeh³kpw B¹nt¡j\nð 

tcJs¸Sp¯m³ skänwKvkv sa\phnse t_mWkv skänwKvkv sa\p D]tbmKn¨v 

km[n¡pw. Nn{Xw 3.1.4. 

 
Nn{Xw 3.1.4 
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3.1.6    User List : 
 Øm]\ B¹nt¡j³ D]tbmKnt¡ï D]tbmàm¡fpsS hnhc§Ä 

tcJs¸Spt¯ï kv{Io³ e`n¡p¶ sa\p . Cu sa\p AUvan\nkvt{SäÀ ]ZhnbnepÅ 

Dt±ymKØ\v am{Xta D]tbmKn¡m³ km[n¡pIbpÅp. Nn{Xw 3.1.5 

 
Nn{Xw 3.1.5 

 
]pXnbXmbn Hcp D]tbmàmhnsâ hnhc§Ä tcJs¸Sp¯Wsa¦nð {]kvXpX 

kv{Io\nse \yq F¶ _«¬ ¢n¡v sNbvXmð D]tbmàmhnsâ hnhc§Ä 

tcJs¸Sp¯m\pÅ kv{Io³ e`n¡pw Nn{Xw 3.1.5.1 

 

 
Nn{Xw 3.1.5.1 

 
]pXnbXmbn tcJs¸Spt¯ï D]tbmàmhnsâ t]cpw, tImUpw Øm]\bnð 

D]tbmKn¡p¶ D]tbmàmhnsâ t]cpw, clkytImUpw, Ukntáj\pw (Øm\t¸cv þ 

]Zhn), D]tbmàmhnsâ Xchpw (AUvan\nkvt{SäÀ Hm¸tdäÀ) Ìmäkpw tcJs¸Sp¯n 

tkhv _«¬ ¢n¡v sN¿pI. 

3.1.6 Exit : 
Øm]\ B¹nt¡j³ tkm v̂ävshbdnsâ {]hÀ¯\w Ahkm\n¨p Ignªmð ]pd¯p 

IS¡p¶Xn\mbn skänwKvkv sa\phnse Exit F¶ k_vsa\p ¢n¡v sN¿pI. 
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3.2 A]vtUäv sa\p 

Xt±ikzbw`cW Øm]\¯nse kmwMvj³Uv t]mÌpIfpsS F®¯nð amäw h¶mð 

Ah tcJs¸Sp¯m\pw Un.F.bpsS iXam\w Xncp¯phm\pw AUvan\nkvt{SäÀ 

(sk{I«dn) ]ZhnbpÅ DtZymKØ\p am{Xta km[n¡pIbpÅq. AXpt]mse {]kvXpX 

Øm]\¯nse GsX¦nepw Poh\¡mc³ acn¡pItbm \oï Ah[n FSp¡pItbm 

dn«bÀ sN¿pItbm, cmPnhbv¡pItbm sN¿pIbmsW¦nð AhcpsS hnhc§Ä 

tcJs¸Sp¯pIbpw sNt¿ïXmWv. 

     
Nn{Xw 3.2 

 
apIfnð hnhcn¨ {]hÀ¯nIÄ \nÀÆln¡m\pÅ k_vsa\p A]vtUäv F¶ {][m\ 

sa\phnemWpÅXv. apIfnð hnhcn¨ {]hÀ¯\§Ä \nÀÆln¡p¶ coXn NphsS 

hnhcn¡p¶p. 

 

 3.2.1  Status 
 

a.Employee Status 
kv{Io\nse sk£³ F¶ tImt¼mbnð \n¶pw sk£sâ t]cv sXcsªSp¯Xn\p 

tijw  AXmXv DtZymKØcpsS t\À¡pÅ tImf§fnð A\ptbmPyamb ØnXn 

hnhc¯n\v t\À¡pÅ tImf¯nð ¢n¡v sNbvXv ‘ ’ ASbmfanSpI. AXn\ptijw 

kw`hw \S¶ XobXn \ðIn tkhv sN¿pI. CXnð \n¶pw \oï Ah[n FSp¯hÀ  

HgnsI (hoïpw Xncn¨p hcmhp¶Xv) cmPn h¨htcm, acn¨htcm, hncan¨htcm Bb 

Poh\¡msc ASp¯ amkw apXð kmedn P\tdj\nð \n¶pw Øncambn 

Hgnhm¡p¶XmWv. \oï Ah[n FSp¯hÀ XncnsI hcpt¼mÄ AhcpsS t]cn\v 

t\À¡pÅ sN¡v t_mIvknse icn ASbmfw \o¡w sN¿pI. tijw XncnsI  

tPmenbnð {]thin¨ XobXn \ðIpI.AXn\ptijw tkhv sN¿pI. 
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Nn{Xw 3.2.1a 

 

Ct¸mÄ In«p¶ UbtemKv t_mIvknð OK _«Wnð ¢n¡v sN¿pI. 

 

 
 

b) Edit Employee Status 
{]Xnamk i¼f _nñv X¿mdm¡p¶Xn\v ap¼v {]kvXpX Øm]\¯nð \n¶pw 

hncan¨htcm, cmPnsh¨tXm, \oï Ah[n FSp¯tXm, acn¨tXm Bb DtZymKØcpsS 

hnhcw tcJs¸Sp¯p¶Xn\pÅ kwhn[m\amWv skj³3.2.1 ð hnhcn¨ncp¶Xv. F¶mð 

hnhcw tcJs¸Sp¯p¶Xnð Fs´¦nepw ]nghv kw`hn¨mð amäw hcp¯p¶Xn\pÅ 

kv{Io\ns\¡pdn¨mWv Cu `mK¯nð hnhcn¨ncn¡p¶Xv. (DZmlcWambn 

EmployeeStatus – F¶ kv{Io\nð hncan¨ Poh\¡mcsâ t]cv \ðIp¶Xn\v ]Icw 

Ah[n FSp¯ Poh\¡mcsâ t]cv tcJs¸Sp¯m³ CSbmbmð) {][m\ kv{Io\nse 

A]vtUäv F¶ sa\phnse Edit EmployeeStatus F¶ k_v sa\p sXcsªSp¡pI. 

Nn{Xw3.2.1b ð \ðInbncn¡p¶ kv{Io³ e`n¡pw. 

 

Nn{Xw 3.2.1b 
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ChnsS amäw hcpt¯ï DtZymKØcpsS t\À¡pÅ tImf§fnð Delete F¶ 

tImf¯nð ¢n¡v sNbvXv ‘ ’ ASbmfanSpI. AXn\ptijw kv{Io\nsâ Nph«nepÅ 

Delete F¶ _«¬ ¢n¡v sN¿pI. Ct¸mÄ In«p¶ UbtemKv t_mIvknð OK _«Wnð 

¢n¡v sN¿pI. 
 

                          

3.2.2    Long Leave 
 

DtZymKØÀ ZoÀLIme Ah[n FSp¯n«psï¦nð hniZmwi§Ä 

tcJs¸Sp¯m\pÅ kwhn[m\amWv NphsS hnhcn¡p¶Xv. {][m\ kv{Io\nse Update 

F¶ sa\phnse Long Leave  F¶ k_vsa\p sXcsªSp¯mð DtZymKØcpsS 

ZoÀLIme Ah[nbpsS hnhcw tcJs¸Sp¯m\pÅ kv{Io³ e`n¡pw. sk£³ 

sXcsªSp¯Xn\p tijw Ah[n FSp¯Xnsâ hnhc§Ä AXmXv Poh\¡mcpsS 

t\scbpÅ tImf§fnð tcJs¸Sp¯nbXn\p tijw tkhv _«¬ ¢n¡v sN¿pI. 

 
Nn{Xw 3.2.2 

 

 3.2.3   Profession tax Details 
 sXmgnð \nIpXn kw_Ôamb hnhc§Ä tcJs¸Sp¯p¶Xv Cu sa\p 

D]tbmKn¨mWv. {][m\ kv{Io\nse Update F¶ sa\phnse  Profession tax Details 

F¶ k_vsa\p sXcsªSp¯mð DtZymKØcpsS sXmgnð \nIpXn kw_Ôamb 

hnhc§Ä tcJs¸Sp¯m\pÅ kv{Io³ e`n¡pw Nn{Xw3.2.3. sXmgnð \nIpXn ASbvt¡ï 

Imebfhv sXcsªSp¯Xn\p tijw tkhv sN¿pI. Hmtcm Poh\¡mcsâbpw sXmgnð 

\nIpXnbpsS hniZmwi§Ä ImWp¶Xn\p thïn sk£³ s\bnw sXcsªSp¯Xn\p 

tijw View _«¬ ¢n¡v sN¿pI. tcJs¸Sp¯nb hnhc§fnð Fs´¦nepw amäpw 
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hcp¯Wsa¦nð Update Settings _«¬ ¢n¡v sNbvXv ap³]v kqNn¸n¨ {]{Inb 

BhÀ¯n¡pI.  

 
Nn{Xw 3.2.3 

 
3.2.4  Add Profession Tax as Deduction 
 
 i¼f_nñv X¿mdm¡pt¼mÄ Fñm Poh\¡mcptSbpw sXmgnð \nIpXnsb 

UnU£\nð DÄs¸Sp¯p¶Xn\pÅ k_vsa\p. {][m\ kv{Io\nse Update F¶ 

sa\phnse  Add Profession tax as Deduction F¶ k_vsa\p sXcsªSp¯mð 

DtZymKØcpsS sXmgnð \nIpXn i¼f_nñnð DÄs¸Sp¯p¶Xn\pÅ UbtemKv 

t_mIvkv e`n¡pw Nn{Xw 3.2.4.  

 

 
Nn{Xw 3.2.4 

 

UbtemKv t_mIvknse Add Profession Tax F¶ _«Wnð ¢n¡v sNbvXmð Xmsg 

sImSp¯ncn¡p¶ UbtemKv t_mIvkv e`n¡pw. OK _«Wnð ¢n¡v sN¿pI. 

 

 
 

        

 



Øm]\ 2.0 - {]hÀ¯\ klmbn 

C³^Àtaj³ tIcf anj³  27 

3.2.5   Slabs of profession Tax 

sXmgnð \nIpXn AS¡p¶Xn\pÅ ]cn[n Adnbp¶Xn\v D]tbmKn¡p¶p. {][m\ 

kv{Io\nse Update F¶ sa\phnse  Slabs of profession Tax F¶ k_vsa\p 

sXcsªSp¯mð Xmsg¡mWp¶ dnt¸mÀ«v e`n¡pw. 

 

 
Nn{Xw 3.2.5 

 

3.2.6    Leave Date 

X³amks¯ i¼f_nñnð GXp Xo¿Xn apXepÅ Ah[nbmWv     

DÄs¸Spt¯ïXv F¶v Leave Date k_vsa\phnemWv tcJs¸Spt¯ïXv. {][m\ 

kv{Io\nse Update F¶ sa\phnð \n¶pw Leave Date F¶ k_vsa\p 

sXcsªSp¯mð e`n¡p¶ kv{Io\nð \ðtIï XnbXn tImt¼mt_mIvknð \n¶pw 

skeIväv sNbvXv tkhv sN¿pI. Nn{Xw 3.2.6 

 

 
Nn{Xw 3.2.6 
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         3.2.7.  Master 
 

Update F¶ sa\phnse Master F¶ k_v sa\phnð \n¶mWv Sanctioned Post, 

Dearness Allowance, Deduction Institution F¶o k_v sa\p¡Ä  e`n¡p¶Xv (Nn{Xw 

3.4). amÌÀ F¶ k_vsa\p AUvan\nkvt{SäÀ¡v am{Xta D]tbmKn¡m³ 

km[n¡pIbpÅp. 

   
Nn{Xw 3.2.7 

 

a) Sanctioned Posts 
Xt±ikzbw`cW Øm]\¯nð A\phZn¨ncn¡p¶ XkvXnIIfpsSbpw Hmtcm 

C\¯nepw A\phZn¨ncn¡p¶ F®hpw tcJs¸Sp¯m\pÅ kwhn[m\w. 

AUvan\nkvt{Sj³ ]ZhnbnepÅ DtZymKØ\p am{Xta Cu kv{Io³ e`n¡pIbpÅp. 

{][m\ kv{Io\nse A]vtUäv F¶ sa\phnse amÌÀ F¶ k_vsa\phnse kmwKvj³Uv 

t]mÌv F¶ k_vsa\p sXcsªSp¯mð Xmsgs¡mSp¯ncn¡p¶ kv{Io³ e`n¡pw 

(Nn{Xw 3.2.7a). FUnäv F¶ _«¬ ¢n¡v sNbvXv A\ptbmPyamb XkvXnIIfpsS t\À¡v 

AhbpsS F®hpw, D¯chv \¼cpw XobXnbpw \ðInbXn\p tijw A]vtUäv F¶ _«¬ 

¢n¡v sN¿pI XpSÀ¶v e`n¡p¶ UbtemKv t_mIvknð OK _«Wnð ¢n¡v sN¿pI. 

 
Nn{Xw 3.2.7a 
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b) Dearness Allowance 

ImemIme§fnepÅ £ma_¯ iXam\¯nsâ amäw tcJs¸Sp¯m\pÅ 

kv{Io\mWnXv. {][m\ kv{Io\nse A]vtUäv F¶ sa\phnð \n¶pw amÌÀ F¶ 

k_vsa\p sXcsªSp¯Xn\p tijw UnbÀ\kv Aeh³kv F¶ k_vsa\p 

sXcsªSp¯mð Xmsg \ðInbncn¡p¶ kv{Io³ e`n¡pw. Cu sa\phpw 

AUvan\nkvt{SäÀ ]ZhnbpÅ DtZymKØ\p am{Xta ssIImcyw sN¿m³ 

km[n¡pIbpÅp. 

 

 
Nn{Xw 3.2.7b 

 
{]kvXpX kv{Io³ D]tbmKn¨v 1992 tebpw 1997 tebpw  2006 tebpw 

kvsIbne\pkcn¨pÅ Un.F. skäv sN¿mw. A\ptbmPyamb kvsIbnð 

sXcsªSp¯Xn\p tijw FUnäv F¶ _«¬ ¢n¡v sNbvXv Un.F.XpIbpsS 

iXam\hpw, Pn.H.\¼cpw, D¯chv XobXnbpw, D¯chv \nehnð hcp¶ XobXnbpw 

tcJs¸Sp¯pI. amä§Ä AwKoIcn¡p¶Xn\mbn Approve F¶ _«Wnepw tkhv 

sN¿p¶Xn\mbn Submit F¶ _«Wnepw ¢n¡v sN¿pI. 

 

 

Nn{Xw 3.2.7b1 
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c) Deduction Institution 

i¼f_nñnð \n¶pw UnUIväv sN¿p¶ XpI GsXñmw Øm]\§fnte¡mtWm 

ASbv¡p¶Xv AhbpsS hnhc§Ä ImWp¶Xn\pw ]pXnb hnhc§Ä 

Iq«nt¨À¡p¶Xn\pw D]tbmKn¡p¶ k_vsa\p. 

c1) Institution Details 
i¼f_nñnð \n¶pw UnUIväv sN¿p¶ XpI GsXñmw Øm]\§fnte¡mWv 

ASbv¡p¶Xv F¶v ImWp¶Xn\pw ]pXnbXmbn A¯cw Øm]\§sf enÌnð 

Iq«nt¨À¡p¶Xn\pw D]tbmKn¡p¶ k_vsa\p. 

 
Nn{Xw 3.2.7c1 

\nehnepÅ enÌnsâ Ahkm\ tImf¯nð ]pXnb Øm]\§fpsS t]cv ssS¸p 

sNbvXv tNÀ¯Xn\p tijw Save _«¬ ¢n¡v sN¿pI. 

c2)  Institution Location Details 
 

UnU£³ XpI sN¶p tNtcï Øm]\§Ä ØnXn sN¿p¶ Øe§Ä 

Iq«nt¨À¡p¶Xn\pÅ k_vsa\p. \nehnepÅ enÌnsâ Ahkm\ tImf¯nð 

]pXnb Øew ssS¸p sNbvXv tNÀ¯Xn\p tijw Save _«¬ ¢n¡v sN¿pI. 

 

 
Nn{Xw 3.2.7c2 
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3.3 tUäm sa\p 

 ]pXnbXmbn hcp¶ DtZymKØÀ Asñ¦nð Øew amdn hcp¶  DtZymKØcpsS 

hnhc§Ä \ðIm\pw,i¼f]cnjvIcWt¯mSv A\p_Ôn¨v \nehnð hcp¶ 

]pXp¡nb\nc¡v tcJs¸Sp¯m\pw, \nehnepÅ DtZymKØcpsS hnhc§Ä ImWm\pw 

Ahbnð Xncp¯epIÄ hcp¯m\pamWv Cu sa\p D]tbmKn¡p¶Xv. {][m\ambpw \mev 

k_vsa\phmWv Data F¶ sa\phnð AS§nbncn¡p¶Xv. 

 

 3.3.1  Proforma  (s{]mt^mÀa) 

Øm]\ B¹nt¡j³ tkm v̂ävshbÀ hn\ykn¨ncn¡p¶ Xt±i`cW 

Øm]\¯nsâ Xchpw, Un¸mÀ«vsaâvpIÄ, AhbnepÅ sk£\pIÄ, A\phZn¨ncn¡p¶ 

Poh\¡mcpsS F®w F¶nh (tem¡ð amÌdpIÄ) Øm]\bnð tcJs¸Sp¯nb tijw 

{]kvXpX Øm]\¯nse Poh\¡mcpsS hnhc§Ä \nÝnX t^md¯nð ]qcn¸n¨v 

tae[nImcnIÄ km£ns¸Sp¯nb tijw Øm]\ B¹nt¡j³ tkm^vävshbdnð  

tcJs¸Sp¯pI. AXpt]mse ]pXpXmbn tPmenbnð {]thin¨ Poh\¡mcptSbpw, Øew 

amdnh¶ Poh\¡mcptSbpw hnhc§fpw apIfnð hnhcn¨Xp t]mse s{]mt^mÀabnð 

]qcn¸n¨Xn\p tijw Øm]\bn³ tcJs¸Sp¯pI. Poh\¡mcpsS tkh\kw_Ôamb 

hnhc§Ä AS§nb s{]mt^mÀa tkm v̂ävshbdnð tcJs¸Sp¯p¶ coXnsb¡pdn¨pÅ 

hniZhnhc§fmWv ChnsS hnhcn¨ncn¡p¶Xv. tkm v̂ävshbdnð tcJs¸Sp¯nb 

hnhc§Ä ImWp¶Xn\pÅ coXn, Poh\¡mcpsS hnhc§fnð amäw hcp¯p¶Xn\pÅ 

(Unhnj\pIÄ apXembhbnepÅ amäw) coXn F¶nh. {][m\ kv{Io\nse Umäm F¶ 

sa\phnse s{]mt^mÀa F¶ k_v sa\p ¢n¡v sNbvXmð Nn{Xw 3.3.1 ð \ðInbncn¡p¶ 

kv{Io³ e`n¡pw. 

 
Nn{Xw 3.3.1 
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s{]mt^mÀabnse H¶mw `mK¯nse hnhc§Ä Cu kv{Io\nemWv tcJs¸Sp¯p¶Xv. 

{]kvXpX kv{Io\nð Poh\¡mc³ s{]mt^mÀabnð ]qcn¸n¨ hnhc§Ä \ðIWw.  

{i²n¡pI: 

 s{]mt^mÀabnð ]qcn¸n¨ Un¸mÀ«psaâv, sk£³, sUkntáj³, P\\ XobXn, 

dn«bÀsaâv XobXn, kÀhoknð {]thin¨ XobXn, Ct¸mgs¯ kvsIbnente¡v 

{]thin¨ XobXn, ASp¯ C³{Insaâv XobXnbpw, C³{Insaânsâ XpIbpw 

kv{Io\nsâ A\ptbmPyamb `mK§fnð \ðIpI. 

 Poh\¡mcsâ kÀÆokv _p¡nð tcJs¸Sp¯nb t]cv Name of the Employee as in 

Record F¶ t_mIvknð tcJs¸Sp¯pI. 

 Poh\¡mcsâ t]cnse Hmtcm `mK§fpw A\ptbmPyamb sSIvÌv t_mIvkpIfnð 

tcJs¸Sp¯pI. t]cnse C\njyð hyXykvX§fmb t_mIvkpIfnð \ðIpI. 

 s{]mt^mÀabnð t{]mhnUâv ^ïvv A¡uïv \¼À Dsï¦nð Ah PF A/C No F¶ 

t_mIvknð \ðIpI. t{]mhnUâv ^ïvv A¡uïv \¼À Cñm¯ kmlNcy¯nð 

Other F¶ sNIvt_mIvkv sXcsªSp¯ tijw Ah apIfnð ]dª sSIvÌv 

t_mIvknð \ðIpI. 

 Poh\¡mcpsS sUkntáj³ sXcsªSp¡p¶Xn\\pkrXambn A\ptbmPyamb 

Aeh³kpIÄ tcJs¸Sp¯m\pÅ kwhn[m\§Ä e`n¡pw. DZmlcWambn L.D. 

Clerk F¶ sUkntáj³ sXcsªSp¯mð Cash Handling sâ hnhc§Ä Council 

Duty Allowance sâ hnhc§Ä XpS§nbh tcJs¸Sp¯phm\pÅ kwhn[m\w 

e`n¡pw. 

 kÀhoknte¡v {]thin¡p¶ Poh\¡mc\msW¦nð {]kvXpX hnhchpw, Øew amdn 

hcnIbmsW¦nð Øew amä¯nsâ hnhchpw tcJs¸Spt¯ï kwhn[m\w e`n¡pw. 

s\IvÌv F¶ _«¬ ¢n¡v sNbvXmð Poh\¡mcsâ Aeh³kpIfpsS hnhcw 

\ðIm\pÅ kv{Io³ e`n¡pw (Nn{Xw 3.3.1a) 
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Nn{Xw 3.3.1a 

s{]mt^mabnepÅ ASnØm\ i¼fw \ðInbtijw s\IvÌv F¶ _«¬ ¢n¡v 

sNbvXmð DtZymKØsâ UnU£\pIÄ tcJs¸Spt¯ï kv{Io³ e`n¡pw. H¶ne[nIw 

UnU£\pIÄ tcJs¸Sp¯mhp¶ coXnbnemWv kv{Io³ X¿mdm¡nbncn¡p¶Xv. Hmtcm 

hcnIfnembn Hmtcm UnU£\pIfpsS hnhc§Ä \ðImhp¶XmWv. 

 
Nn{Xw 3.3.1b 

Hmtcm UnU£sâ hnhc§fmb UnU£sâ ImäKdn (H¶ne[nIw UnU£\pIÄ Htc 

ImäKdnbnð Dsï¦nð DZm:þ H¶ne[nIw Fð.sF.kn. Dsï¦nð Ahsb Fð.sF.kn. 

{]nanbw, Fð.sF.kn.{]nanbwþ1 F¶n§s\bpÅ ImäKdn sXcsªSp¡pI) UnU£sâ 

XpI, hnhc§Ä, dn¡hdn Bcw`n¨ XobXn, Ahkm\n¡p¶ XobXn, dn¡hdn \ðtIï 
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Øm]\¯nse DtZymKØsâ sUkntáj³, Øm]\¯nsâ t]cv, Hm^oknsâ Øew 

F¶nh hcnIfnepÅ AXmXv tImf¯nð tcJs¸Sp¯pI. 

 A\ptbmPyamb UnU£\pIÄ tcJs¸Sp¯nb tijw tkhv _«¬ ¢n¡v 

sNbvXmð apIfnð \ðInb ]pXnb DtZymKØsâ hnhc§Ä I¼yq«dnð  

kpc£nXamIpw. 

 

3.3.2 Transferred out – Transferred in Employees 
 Hcp Øm]\¯nse Poh\¡mc³ Øewamdn asämcp Øm]\¯nte¡v 

t]mbtijw AtX Øm]\¯nte¡v aS§nh¶mð s{]mt^mÀa D]tbmKn¡p¶Xn\p 

]Icw Transferred out – Transferred in Employees F¶ k_vsa\p D]tbmKn¨v 

]pXnbhnhc§Ä tcJs¸Sp¯mhp¶XmWv.  

{][m\ kv{Io\nse Umäm F¶ sa\phnse Transferred out – Transferred in F¶ 

k_v sa\p ¢n¡v sNbvXmð Xmsg \ðInbncn¡p¶ kv{Io³ e`n¡pw Nn{Xw3.3.2. Øew 

amdnt¸mIp¶Xn\p ap³]pÅ sk£\pw t]cpw sXcsªSp¯mð At±l¯nsâ ]gb 

hnhc§Ä kv{Io\nð e`yamIpw. AXn\p tijw \nehnepÅ hnhc§Ä \ðIn tkhv 

sN¿pI. 

 
Nn{Xw3.3.2 

3.3.3 Pay Revision 
Poh\¡mcpsS i¼f]cnjv¡cWhpambn _Ôs¸« hnhc§Ä 

Iq«nt¨À¡p¶Xn\pff kwhn[m\w. Nn{Xw 3.3.3 
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Nn{Xw 3.3.3 

3.3.4 Employee Details (Poh\¡mcpsS hnhc§Ä) 

 Øm]\ tkm^väv shbdnð tcJs¸Sp¯nb apgph³ Poh\¡mcpsSbpw hnhc§Ä 

ImWp¶Xn\pw, Xncp¯ð hcp¯p¶Xn\pw, sXc¨nð \S¯p¶Xn\papÅ k_v 

sa\phmWv Employee Details. Cu k_v sa\phneqsS aq¶v {]hÀ¯\§Ä \nÀÆln¡mw.  
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1) View: Data F¶ sa\phnse Employee Details F¶ k_vsa\phnse View F¶ 

k_vsa\p ¢n¡v sNbvXmð \nehnepÅ Fñm DtZymKØcpsS hnhctiJc¯nð \n¶pw 

Hmtcm Poh\¡mcsâbpw hnhc§Ä ImWp¶Xn\pÅ kv{Io³ e`n¡pw. 

 
 

2) FUnäv(Edit) F¶ sa\p sXcsªSp¯mð DtZymKØcpsS hnhc§fnð Xncp¯v 

hcp¯phm\pÅ kv{Io³ e`n¡pw. Xncp¯v hcp¯p¶Xn\v sk{I«dnbpsS 

D¯chv/A\paXn e`n¨ncnbv¡pIbpw, B hnhcw ap³Iq«n tcJs¸Sp¯pIbpw 

sNt¿ïXmWv.  
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Poh\¡mcs\ sXcsªSp¯v amäw hcpt¯ï ^oðUv skeIvSv sNbvXv HmÀUÀ \¼À, 

Xn¿Xn F¶nh \ðInbtijw Next _«¬ ¢n¡v sN¿pI. AXn\ptijw e`n¡p¶ 

kv{Io\nð ap³]p ]dª amä§Ä hcp¯n tkhv sN¿pI. 

 

 

3) sXc¨nð (search): GsX¦nepw Poh\¡mcpsS t]cv, XkvXnI, Asñ¦nð Ch 

cïpw D]tbmKn¨v sXc¨nð \nÀÆln¡Wsa¦nð search F¶ Cu kwhn[m\w 

D]tbmKn¡mw. GXv coXnbnemtWm skÀ¨v sNt¿ïXv AXv skeIvSv sNbvXv Find 

_«Wnð ¢n¡v sN¿pI. 
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3.4.  {Sm³km£³ 

 Xt±ikzbw`cW Øm]\¯nse ]eXcw i¼f _nñpIÄ X¿mdm¡m\pÅ 

kv{Io³ e`n¡p¶Xn\pÅ sa\p. {][m\ambpw ]Xnt\gv Xcw k_vsa\phmWv Transaction 

F¶ sa\phnepÅXv. 

 

 

3.4.1. Monthly Transaction 

{]Xnamk i_f _nñpIÄ X¿mdm¡p¶Xn\v Bhiyamb hnhc§Ä 

tcJs¸Sp¯p¶Xn\pÅ kv{Io³ e`n¡p¶Xn\pÅ sa\p.  (`mKw 4.1 ð 

hnhcn¨ncn¡p¶p). 

3.4.2. Edit Monthly Transation. 

{]Xnamk i¼f _nñpIÄ X¿mdm¡p¶Xn\pÅ hnhc§Ä tcJs¸Sp¯nb tijw 

Ahbnð GsX¦nepw coXnbnepÅ Xncp¯epIÄ hcp¯p¶Xn\pÅ kv{Io³ 

e`n¡p¶Xn\pÅ sa\p.  (`mKw 4.1.16 ð hnhcn¨ncn¡p¶p). 

3.4.3. Change of  Duty(Assigning Duty & Removing Duty) 
 

 Xt±ikzbw`cW Øm]\¯nse Poh\¡mc\v GsX¦nepw A[nINpaXe 

\ðIpt¼mÄ AXv tcJs¸Sp¯p¶Xv Assigning Duty F¶ k_vsa\p 

D]tbmKn¨mWv. A¯c¯nð \ðIs¸« A[nINpaXe ]n³hen¡pt¼mÄ 

tcJs¸Sp¯p¶Xv Removing Duty  F¶ Hm]vj³ D]tbmKn¨mWv. 

{][m\ kv{Io\nse {Sm³km£³ F¶ sa\phnse Change of Duty F¶ k_v 

sa\phnð \n¶pw Assigning Duty sXcsªSp¡pt¼mÄ A[nINpaXe 

tcJs¸Spt¯ï kv{Io³  e`n¡pw. ChnsS Nature of Duty F¶ tImt¼m 

t_mIvknð \n¶pw \evIm\pt±in¡p¶ A[nINpaXe sXcsªSp¡pI. Employee 

name F¶ tImt¼m t_mIvknð \n¶pw A[nINpaXe \ðtIï Poh\¡mcsâ 

t]cv sXcsªSp¡pt¼mÄ At±lw Ct¸mÄ GXv sk£\nemsW¶pw ]Zhn 

GXmsW¶pw Unkvt¹ sN¿pw. AXn\ptijw  tkhv sN¿pI. Ct¸mÄ e`n¡p¶   

UbtemKv t_mIvknð OK _«¬ ¢n¡v sN¿pI. UbtemKv t_mIvknse close 

_«¬ ¢n¡v sNbvXmð kv{Io\nð \n¶pw ]pd¯p t]mImhp¶XmWv. 
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C{]Imcw \ðInb A[nI NpaXe ]n³hen¡pt¼mÄ Removing Duty F¶ Hm]vj³ 

sXcsªSp¯v apIfnð sImSp¯ncn¡p¶ {]hÀ¯\§Ä BhÀ¯n¡pI. 

 
 

3.4.4. Withheld Salary 

Fs´¦nepw kmlNcy¯mð Poh\¡mcsâ i¼fw XSªphbv¡pt¼mÄ 

AXns\ kw_Ôn¨ hnhc§fpw X³amk i¼f¯nð DÄs¸Spt¯ï UnU£\pIfpw 

tcJs¸Sp¯m\pÅ kv{Io³ e`n¡p¶Xn\pÅ sa\p. Øm]\ B¹nt¡j³ 

tkm^vävshbdnð Withheld Salary tcJs¸Sp¯p¶Xn\mbn {][m\ kv{Io\nse 

{Sm³km£³ F¶ sa\phnse Withheld Salary F¶ k_vsa\p sXcsªSp¡pI. Nn{Xw 

3.4.15 ð \ðInbncn¡p¶ kv{Io³ e`n¡pw. kv{Io\nse sk£³ F¶ tImt¼mbnð 

\n¶pw A\ptbmPyamb sk£³ sXcsªSp¯mð {]kvXpX sk£\nse apgph³ 

Poh\¡mcpsSbpw t]cv AS§nb Hcp ]«nI e`n¡pw.CXnð \n¶pw i¼fw 

XSªphbv¡s¸« Poh\¡msc am{Xw sXcsªSp¡pI. AXn\ptijw i¼fw 

XSªphbv¡m³ Bcw`n¨ XobXnbpw Ahkm\n¨ XobXnbpw \ðIpI. ]n¶oSv 

i¼f_nñnð DÄs¸Spt¯ï UnU£\pIÄ¡v t\scbpff sNIvt_mIvknð ‘ ’ 

ASbmfw tcJs¸Sp¯n tkhv F¶ _«¬ ¢n¡v sN¿pI.  
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Nn{Xw 3.4.15 

Xmsg sImSp¯ncn¡p¶ UbtemKv t_mIvkve`n¡pw. ChnsS OK _«¬ ¢n¡v sN¿pI. 

kv{Io\nsâ Nph«nepÅ Iym³kð F¶ _«¬ ¢n¡v sNbvXmð Cu kv{Io\nð \n¶pw 

]pd¯v t]mImhp¶XmWv.  

 

 
 

3.4.5. Leave Arrear 

Withheld Imebfhns\ Ah[nbm¡n amäp¶ kmlNcy¯nð ap¼v Hgnhm¡nb 

UnU£\pIÄ DÄs¸Spt¯ï kv{Io³ e`n¡p¶Xv Cu k_vsa\phnemWv. Øm]\ 

B¹nt¡j³ tkm^vävshbdnð eohv AcnbÀ tcJs¸Sp¯p¶Xn\mbn {][m\ 

kv{Io\nse {Sm³km£³ F¶ sa\phnse Leave Arrear F¶ k_vsa\p 

sXcsªSp¡pI. Xmsg \ðInbncn¡p¶ kv{Io³ e`n¡pw. Nn{Xw 3.4.16 
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Nn{Xw 3.4.16 

 

 

3.4.6. Suspension Period Pay Calculation 

kkvs]³j³ Imebfhns\ eohv/Uyq«n bmbn ]cnKWn¡Wsa¦ntem Asñ¦nð 

kkvs]³j³ Imebfhv Poh\¡mc\v D]Poh\¸Sn \ðInbncp¶nsñ¦ntem XpS§nb 

hnhc§Ä B¹nt¡j\nte¡v Iq«ntNÀ¡p¶Xn\pÅ sa\p. {Sm³km£³ sa\phnð 

\n¶mWv suspension Period Pay Calculation F¶ sa\p XncsªSp¡p¶Xv. Nn{Xw 3.4.17. 

 

Nn{Xw 3.4.17 
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3.4.7. Supplementary Bill 

a) Bill Generation 

km[mcW t] _nñv P\tdäv sN¿p¶ kab¯v GsX¦nepw DtZymKØsâ 

hnhc§Ä \ðIm³ km[n¡m¯ kmlNcy¯nemWv Abmsf B amks¯ i¼f 

P\tdj\nð \n¶pw Hgnhm¡p¶Xv. ap³ amk§fnð tað¸dª t]mse 

Hgnhm¡nb DtZymKØÀ¡mWv k¹nsaâdn t] Én¸v X¿mdm¡p¶Xv. {][m\ 

kv{Io\nse {Sm³km£³ F¶ sa\phnse k¹nsaâdn _nð F¶ k_v sa\p 

sXcsªSp¡pt¼mÄ k¹nsaâdn _nñv X¿mdmt¡ï DtZymKØcpsS hnhc§Ä 

AS§p¶ kv{Io³ e`n¡pw (Nn{Xw 3.4.7a) 

      
Nn{Xw 3.4.7a 

X³amk¯ntem, Asñ¦nð ap³amk¯ntem t] Én¸v P\tdäv sN¿m¯ 

DtZymKØcpsS hnhc§Ä am{Xta Cu kv{Io\nð hcnIbpÅp. k¹nsaâdn 

_nñnð DÄs¸Spt¯ï DtZymKØsc am{Xw sXcsªSp¯Xn\p tijw tkhv 

sNbvXv s\IvÌv F¶ _«¬ ¢n¡v sN¿pI. AXn\v tijw {]Xnamk i¼f 

hnhc§Ä tcJs¸Sp¯p¶Xpt]mse aäv hnhc§fpw tcJs¸Sp¯pI. 

 

3.4.8. Edit Transaction of Supplementary bill 

{]Xnamk k¹nsasâdn i¼f _nñpIÄ X¿mdm¡p¶Xn\pÅ hnhc§Ä tcJs¸Sp¯nb 

tijw Ahbnð GsX¦nepw coXnbnepÅ Xncp¯epIÄ hcp¯p¶Xn\pÅ kv{Io³ 

e`n¡p¶Xn\pÅ sa\p. Nn{Xw 3.4.3. 

{][m\ kv{Io\nse {Sm³km£³ F¶ sa\phnse Edit Transaction of 

Supplementary bill F¶ sa\p skeIvSv sN¿pt¼mÄ Xòmkw X¿mdm¡nb k¹nsasâdn 

_nñnsâ hnhc§Ä ImWm³ km[n¡pw. XpSÀ¶v GXp sk£\nse hnhc§fnemWv 

Xncp¯epIÄ hcpt¯ïXv B hnhc§Ä skeIvSv sNbvXtijw tkhv _«¬ ¢n¡v 

sNbvXv Cu hnhc§Ä kq£n¡mw.  

 



Øm]\ 2.0 - {]hÀ¯\ klmbn 

C³^Àtaj³ tIcf anj³  43 

 

Nn{Xw 3.4.3. 

3.4.9. Delete Supplimentry Bill 

X¿mdm¡nbncn¡p¶ k¹nsaädn_nñnse GsX¦nepw Po\h¡mcsâ hnhc§Ä 

Hgnhmt¡ïnh¶mð B hnhcw Uneoäv sNt¿ï sa\p. Nn{Xw3.4.9. _nð P\tdj³ 

sa\p hgn \mw tcJs¸Sp¯p¶ Poh\¡mcpsS hnhc§fmWv Uneoäv k¹nsaâdn _nð 

F¶ sa\phnð e`n¡p¶Xv. Hgnhmt¡ï Poh\¡mcsâ skjsâ t]cv, hÀjw, amkw, 

Poh\¡mcsâ t]cv F¶nh sXcsªSp¯tijw Uneoäv _«¬ ¢n¡v sN¿pI. 

 
Nn{Xw3.4.9 

3.4.10. Leave Surrender (BÀÖnXmh[n kdïÀ) 

DtZymKØcpsS BÀÖnX Ah[n kdïÀ sN¿m\pÅ kv{Io³ e`n¡p¶ sa\phmWv 

CXv.  

 
 



Øm]\ 2.0 - {]hÀ¯\ klmbn 

C³^Àtaj³ tIcf anj³  44 

Hmtcm ]Xns\m¶v Znhkhpw tPmen sN¿p¶ Poh\¡mc\v H¶v F¶ IW¡nepw 

]pXnbXmbn tPmenbnð {]thin¡p¶ hyànIÄ¡v Hcp hÀjwhsc Ccp]¯ncïv 

Znhk¯n\v H¶v F¶ IW¡nepw, BÀPnX Ah[n e`n¡pw. {]kvXpX BÀPnX Ah[n 

Hmtcm hÀjhpw XncnsI \ðIn AXn\p X¡ ]Ww hm§mhp¶XmWv. Cu {]{Inbsb 

BÀPnX Ah[n kdïÀ (Earned Leave Surrender) F¶p ]dbp¶p. BÀPnX Ah[n 

kdïÀ sN¿p¶Xn\mhiyamb kv{Io\ns\¡pdn¨pÅ hniZoIcWw NphsS 

tcJs¸Sp¯p¶p. eohv kdïÀ sNt¿ï DtZymKØcpsS hnhc§Ä 

tcJs¸Sp¯p¶Xn\pÅ kv{Io³. {][m\ kv{Io\nse {Sm³km£³ F¶ sa\phnse eohv 

kdïÀ F¶ k_vsa\phnð \n¶pwGenerate Leave Surrender sXcsªSp¯mð 

Nn{Xw3.4.10 \ðInbncn¡p¶ kv{Io³ e`n¡pw. 

     

Nn{Xw 3.4.10 

eohv kdïÀ sNt¿ï DtZymKØsâ  sk£\pw, t]cpw kv{Io\nð \n¶pw 

sXcsªSp¯Xn\p tijw eohv kdïÀ sN¿p¶ Znhk§fpsS F®hpw, XobXnbpw 

tcJs¸Sp¯n tkhv sN¿pI. AXn\v tijw  e`n¡p¶ kv{Io\nð ok _«¬ ¢n¡v 

sN¿pI. 

Delete Leave Surrender 

 kdïÀ sNbvX eohv ]n³hen¡p¶Xn\v  Delete Leave Surrender F¶ Hm]vj³ 

Leave Surrender F¶sa\phnð \n¶p sXcªSp¡pt¼mÄ  XmsgsImSp¯ncn¡p¶ 

kv{Io³ e`n¡pw. 
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ChnsS  sk£³ sXcsªSp¯v View F¶ _«Wnð ¢n¡v sN¿pI.e`n¡p¶ 

enÌnð Poh\¡mcpsS hnhc§Ä tcJs¸Sp¯nbtImf¯n\v t\scbpÅ sN¡v 

t_mIvknð  ‘ ’ ASbmfw tcJs¸Sp¯n Delete  F¶ _«¬ ¢n¡v sN¿pI.  

3.4.11. Other Transactions 

{][m\ kv{Io\nse {Sm³km£³ sa\phnse Monthly Transaction apXð Leave 

Surrender hscbpÅ hnh[ {Sm³km£\pIÄ¡v ]pdta Nne amk§fnð Nne 

hyXnbm\§Ä DïmIpw, A¯cw hnhc§fmWv Other Transaction F¶ sa\phnð 

DÄs¸Sp¯nbncn¡p¶Xv. 

 

• Charge Allowance 

Xt±i`cW Øm]\¯nse Hcp Poh\¡mc³ NmÀÖv ssIamdpt¼mÄ NmÀÖv 

GsäSp¡p¶ Poh\¡mc\v NmÀÖv ssIamdp¶ Poh\¡mcsâ ASnØm\ 

i¼f¯nâ \nÝnX iXam\w XpI(ssIamäw sN¿p¶ Poh\¡mcsâ ASnØm\ 

i¼f¯nsâ 4%(Partial) apXð 7%(Full) hsc) Aeh³kmbn \ðtIïXpïv 

A¯c¯nð t]_nñnð Aeh³kv tcJs¸Sp¯p¶Xn\pÅ sa\p. {][m\ 

kv{Io\nse {Sm³kmj³ sa\phnsâ Other Transaction F¶ k_vsa\phnð 

\n¶pw Charge Allowance—Assigning Charge Allowance F¶ k_v sa\p 

sXcsªSp¡pI. Nn{Xw.3.4.11.0 

o Assigning Charge Allowance 

o Removing Charge Allowance 
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Nn{Xw.3.4.11.0 

• Training Details 

Xt±i`cW Øm]\¯nse Poh\¡mcs\ {Sbn\nwKn\mbn \ntbmKn¡pt¼mÄ B 

hnhcw B¹nt¡j\nð tkhv sN¿p¶Xn\pÅ sa\p. {][m\ kv{Io\nse 

{Sm³kmwKvj³ sa\phnð \n¶mWv tað¸dª hnhc§Ä tcJs¸Spt¯ïXv. 

Nn{Xw 3.4.11.1 

Nn{Xw 3.4.11.1   

• Update Pension Contribution And Bank Account Number 

Poh\¡mcpsS s]³j³ tIm¬{Sn_yqj³ A¡uïv \¼À 

tcJs¸Sp¯p¶Xn\pw, amki¼fw _m¦v hgn hnXcWw sN¿p¶ Xt±i`cW 

Øm]\§fnse Poh\¡mcpsS _m¦v A¡uïv \¼cpw tcJs¸Sp¯p¶Xn\pÅ 

sa\p. {][m\ kv{Io\nse {Sm³kmwKvj³ sa\phnð \n¶mWv tað¸dbp¶ 

k_vsa\p skeIvSv sN¿p¶Xv. Nn{Xw 3.4.11.2 

 

Nn{Xw 3.4.11.2 

• Edit Deductions 
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Poh\¡mÀ \nehnð AS¨p sImïncn¡p¶ UnU£³ XpIbntem, UnU£³ 

XpI sN¶p tNtcï Øm]\§fpsS hnhc§fntem hcp¶ amä§Ä Cu 

k_vsa\p D]tbmKn¨mWv tcJs¸Sp¯p¶Xv. Cu k_v sa\phneqsS A©v 

{]hÀ¯\§Ä \nÀÆln¡mw. 

• Edit Co-Operative Society Loan 
• Edit Profession tax 
• Edit PF Subscription 
• Edit PF Loan 
• Edit Deduction Institution Details 

 
 

apIfnð ]dª {]hÀ¯\§Ä \nÀÆln¡m³ {Sm³km£³ sa\phnse Edit 

Deductions F¶ k_v sa\phnð \n¶pw amäw hcpt¯ï  k_v sa\p 

sXcsªSp¡pI. e`n¡p¶ kv{Io\nse tImt¼m t_mIvknð \n¶pw sk£³  

sXcsªSp¡pt¼mÄ Poh\¡mcpsS t]cv enÌv sN¿pw. ]pXnb \nc¡v 

tcJs¸Sp¯n tkhv sN¿pI. 

 

Ct¸mÄ e`n¡p¶   UbtemKv t_mIvknð OK _«¬ ¢n¡v sN¿pI. 

 

Edit Deduction Institution Details 
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UnU£³ XpI sN¶p tNtcï Øm]\§fpsS hnhc§fnð hcp¶ amä§Ä 

Cu k_vsa\p D]tbmKn¨mWv tcJs¸Sp¯p¶Xv. {Sm³km£³ sa\phnse Edit 

Deductions F¶ k_v sa\phnð \n¶pw Edit Deduction Institution Details F¶ k_v 

sa\p sXcsªSp¡pI. e`n¡p¶ kv{Io\nse sk£³  F¶ tImt¼m t_mIvknð 

\n¶pw sk£³  sXcsªSp¡pI e`n¡p¶ enÌnð \n¶pw UnU£³ XpI 

sN¶p tNtcï Øm]\w GXmsW¶v Institution F¶ tImf¯nð ¢n¡v 

sN¿pt¼mÄ e`n¡p¶ tImt¼m t_mIvknð \n¶pw sXcsªSp¡pI.C{]Imcw 

Øm]\¯nsâ semt¡j\pw sXcsªSp¯v tkhv sN¿pI.       

 

Ct¸mÄ e`n¡p¶ Institution Details Saved F¶ satkPv t_mIvknð 

OK _«¬ ¢n¡v sN¿pI. 

• Delete Festival Advance/Profession Tax 

Fñm Poh\¡mcpw \nehnð AS¨psImïncn¡p¶ DÕh_¯, sXmgnð \nIpXn 

F¶o UnU£\pIÄ X³amk i¼f _nñnð \n¶pw Hgnhm¡p¶Xn\mWv Cu 

k_vsa\p. {Sm³km£³ sa\phnð \n¶pw Delete Festival Advance/Profession Tax 

F¶ k_v sa\p sXcsªSp¡pI. Nn{X¯nð ImWp¶ kv{Io³ e`n¡pw. 

 

ChnsS Delete sNt¿ïXv GXmtWm AXn\p t\scbpff tdUntbm_«Wnð ¢n¡v 

sNbvXv Delete sN¿pI. Ct¸mÄ e`n¡p¶ UbtemKv t_mIvknð OK _«¬ ¢n¡v 

sN¿pI. 

 

• Settings for Common Deduction 
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GsX¦nepw Kh¬saâv D¯chv {]Imcw Xt±ikzbw `cWØm]\¯nse Fñm 

Poh\¡mÀ¡pw Hcpt]msebpÅ ]nSp¯w Dsï¦nð, A]vtUäv sNt¿ï sa\p, 

AXv Hgnhm¡Wsa¦ð Uneoäv UnU£³ F¶ _«¬ D]tbmKn¨mð aXn Nn{Xw 

3.4.611.3 

 

Nn{Xw 3.4.11.3 

• Bouns/Festival Advance 

{][m\ kv{Io\nse skänwKvkv sa\phnse t_mWkv skänwKvkv sa\p 

D]tbmKn¨mWv t_mWkv hnhc§Ä B¹nt¡j\nð tcJs¸Sp¯p¶Xv. 

GsX¦nepw Poh\¡mc\v t_mWkv e`n¡p¶Xn\v GsX¦nepw Xc¯nepÅ XSkw 

Dsï¦nð B hnhcw {Sm³km£³ sa\phnse t_mWkv/s^Ìnhð AUzm³kv 

sa\p D]tbmKn¨mWv A]vtUäv sN¿p¶Xv. Nn{Xw 3.4.11.4 

 

Nn{Xw 3.4.11.4 

• Add Festival Advance as Deduction 

X³amk i¼f _nñv X¿mdm¡p¶Xn\v ap¼mbn ap³Iqdmbn \ðInb 

DÕh_¯bpsS IpSninI Dï¦nð Ah Hmtcm Poh\¡mcptSbpw i¼f¯nð 
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\n¶pw UnUIväv sN¿m\pÅ kwhn[m\w. {Sm³km£³ sa\phnð \n¶pw Add 

Festival Advance as deduction F¶ k_v sa\p sXcsªSp¡pI. DtZymKØcpsS 

Festival Advance UnU£\nð DÄs¸Sp¯m\pff UbtemKv t_mIvkv e`n¡pw.  

 

UbtemKv t_mIvknse Add Festival Advance F¶ _«Wnð ¢n¡v sNbvXmð 

Xmsg sImSp¯ncn¡p¶ UbtemKv t_mIvkv e`n¡pw. ChnsS OK _«¬ ¢n¡v 

sN¿pI. 

 
 

 

• School Re-open Deduction Waiver 

A²yb\hÀjmcw`¯nð AÀlcmb Poh\¡mÀ¡v UnU£\pIÄ 

Hgnhm¡mdpïv. Cu B\pIqeyw e`nt¡ïXv  GXv Poh\¡mÀ¡msW¶pw 

Ft¸mgmsW¶pw F¶p apXð Xncn¨Sbv¡Wsa¶pw Cu k_vsa\p 

D]tbmKn¨mWv tcJs¸Sp¯p¶Xv. Cu k_v sa\phneqsS aq¶v {]hÀ¯\§Ä 

\nÀÆln¡mw. 

• Select Employees for exempting deductions 
• Select Re-instating month 
• Select starting month for deducting 1/5th of  Deduction amount. 
 

 
            
Select Employees for exempting deductions 
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{][m\ kv{Io\nse {Sm³km£³ F¶ sa\phnse School Re-open Deduction 

Waiver F¶ k_vsa\phnð \n¶pw Select Employees for exempting deductions 

sXcsªSp¡pI. Nn{Xw 3.4.11.5 ð \ðInbncn¡p¶ kv{Io³ e`n¡pw. kv{Io\nse 

sk£³ F¶ tImt¼mbnð \n¶pw A\ptbmPyamb sk£³ sXcsªSp¯mð 

{]kvXpX sk£\nse Poh\¡mcpsS t]cv AS§nb Hcp ]«nI e`n¡pw. 

 
Nn{Xw 3.4.11.5 

• Deduction waiver for LWA 

i¼f _nð X¿mdm¡pt¼mÄ GsX¦nepw Poh\¡mc³ i¼fanñm¯ Ah[n 

FSp¯XpImcWw SnbmÄ¡v s\Käohv kmednbmWv  hcp¶sX¦nð Poh\¡mc\v 

UnU£³kv DÄs¸Sp¯ns¡mïv Poh\¡mcs\ s\Käohv kmedn _nñnð\n¶v 

Hgnhm¡p¶Xn\pÅ sa\p. Nn{Xw 3.4.11.6 

 

Nn{Xw 3.4.11.6 

• Diesnon 

A\[nIrXambn tPmen¡v lmPcmI¯hscbmWv (kacw sN¿p¶ hyànIÄ) 

Ubkvt\mWnð DÄs¸Sp¯p¶Xv. Øm]\ B¹nt¡j³ tkm^vävshbdnð 

Ubkvt\m¬ tcJs¸Sp¯p¶Xn\mbn {][m\ kv{Io\nse {Sm³km£³ F¶ 

sa\phnse Ubvkvt\m¬ F¶ k_vsa\p sXcsªSp¡pI. Nn{Xw 3.4.11.7 ð 

\ðInbncn¡p¶ kv{Io³ e`n¡pw. 
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Nn{Xw 3.4.11.7 

kv{Io\nse sk£³ F¶ tImt¼mbnð \n¶pw sk£³ sXcsªSp¯mð 

{]kvXpX sk£\nse apgph³ Poh\¡mcpsSbpw t]cv AS§nb Hcp ]«nI 

e`n¡pw. Ubkvt\m¬ Bcw`n¨ XobXnbpw Ahkm\n¨ XobXnbpw \ðInb 

tijw apIfnð \ðInb XobXnbnð Ah[nbnemb Poh\¡msc am{Xw 

sXcsªSp¡pI. (]«nIbnse BZy tImf¯nse sNIvt_mIvknð ‘ ’ 

ASbmfam¡pI) tijw tkhv F¶ _«¬ ¢n¡v sNbvXv apIfnð \ðInb 

hnhc§Ä tkhv sN¿mhp¶XmWv. kv{Io\nsâ Nph«nepÅ Iym³kð F¶ _«¬ 

¢n¡v sNbvXmð Cu kv{Io\nð \n¶pw ]pd¯v t]mImhp¶XmWv.  

 

• Leave Arrear for Diesnon Peroid 

Diesnon Imebfhns\ D¯chnsâ ASnØm\¯nð Ah[nbmbn ]cnKWn¡mdpïv. 

AXp kw_Ôn¨ hnhc§Ä tcJs¸Sp¯m\pÅ kv{Io³ e`n¡p¶Xn\pÅ sa\p. 

3.4.11.8 

 
3.4.11.8 
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3.4.12. Generate Pay Bill 

apIfnð hnhcn¨ Fñm {]hÀ¯\§fpw IgnªXn\p tijw Cu sa\p ¢n¡v 

sNbvXmð am{Xta {]kvXpX amk¯nse i¼f _nñv X¿mdmhpIbpÅp. (`mKw 4.2 ð 

hnhcn¨ncn¡p¶p.) 

3.4.13. Regenerate payBill 

i¼f_nñv P\tdäv sNbvXXn\p tijw {]Xnamk i¼f_nñv 

X¿mdm¡p¶Xn\mhiyamb hnhc§fnð Fs´¦nepw amä§Ä hcpt¯ïn 

hcpIbmsW¦nð Ah tcJs¸Sp¯n H¶pIqSn P\tdäv sN¿m\mbn Cu sa\p 

D]tbmKn¡p¶p. (`mKw 4.2þ ð hnhcn¨ncn¡p¶p.) 

 

3.5. lnÌdn 
 

 
 

Xt±i    kzbw`cW Øm]\¯nð    A\phZn¨ncn¡p¶   Hmtcm XkvXnIIfnepw 

AhbpsS F®¯nepw, £ma_¯bnepw hcp¯p¶ amä§Ä ImWm\pff kv{Io\pIÄ 

Cu sa\phnð \n¶mWv e`n¡pI. 

 

3.5.1 Sanctioned posts 
Xt±ikzbw`cW Øm]\¯nse XkvXnIIÄ, AhbpsSF®w F¶nhbnð 

HmtcmXhWbpw hcp¯nb amä§Ä, amäwhcp¯nb Xo¿Xn amäw hcp¯nb bqkÀ 

XpS§nb hnhc§Ä  Cu sa\p D]tbmKn¨v Adnbm³ km[n¡pw. 
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3.5.2 DA Settings 

£ma_¯bpsS iXam\¯nð hcp¯p¶ amä§fpw \nehnepff £ma_¯bpsS 

iXam\hpw Cu sa\p D]tbmKn¨v Adnbm³ km[n¡pw. 

 

 
 

  
 

3.6 dnt¸mÀ«v  

i¼f_nñv, DtZymKØÀ¡v \ðIp¶ t]Én¸v, ]eXcw sjUypfpIÄ 

F¶nhbpsS dnt¸mÀ«pIÄ e`n¡p¶Xn\mbpÅ sa\p. {][m\ambpw Ccp]¯nH³]Xv 

Xcw dnt¸mÀ«pIfmWv Cu sa\p D]tbmKn¨v X¿mdm¡mhp¶Xv. CXnse Verification, 

Intermediate Reports, Verify Deductions F¶o dnt¸mÀ«pIÄ i¼f_nñv 

X¿mdm¡p¶Xn\v ap¼v {]nsâSp¯v AXmXv DtZymKØ³ AwKoIcnt¡ïXmWv. 

i¼f_nñv X¿mdm¡nbXn\ptijw aäpÅ dnt¸mÀ«pIÄ Hmtcm¶mbn {]nsâSp¯v AXmXv 

sk£\pIfnð  Gð¸nt¡ïXmWv. dnt¸mÀ«pIÄ FSp¡p¶Xn\pÅ sa\phmWv 

NphsS tNÀ¯ncn¡p¶ Nn{Xw 3.7 
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Nn{Xw 3.7 

 
1. Verification 

 
Hmtcm sk£\ntebpw DtZymKØcpsS ImäKdn Xncn¨pÅ  hnhc§Ä 

]cntim[n¡m\p]tbmKn¡mhp¶ dnt¸mÀ«v. 

                    
2. Intermediate Report 

{]Xnamk i¼f _nñn\mhiyamb hnhc§Ä tcJs¸Sp¯nbh icnbmtWm 

F¶v t] _nñv P\tdäv sN¿p¶Xn\p ap¼v Xs¶ ]cntim[nbv¡m\pÅ 

dnt¸mÀ«v. 

3. View Previous Reports 
  

Cu k_v sa\p D]tbmKn¨v cïv dnt¸mÀ«pIÄ ImWm³ Ignbpw 
 

• View previous pay bills 

    ap³ Ime§fnse t] _nñv ImWm³ D]tbmKn¡p¶ dnt¸mÀ«v. 

• View previous deduction schedules 

ap³ Ime§fnse UnU£³ sjUyqfpIÄ ImWm³ D]tbmKn¡p¶ 

dnt¸mÀ«v 
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4. Pay Bill 
   

Fñm Poh\¡mcpsSbpw X³amk i¼f hnhc§Ä AS§nb _nñv. 
 

5. Pay Slip - Pay Slip to view 
  

Hmtcm DtZymKØÀ¡pw \ðIm³ X¡h®apÅ t] Én¸v. 

 
Pay Slip - Pay slip to print 

 
{]o {]nsâUv tÌj\dnbnð t] Én¸v {]nâv sN¿p¶Xn\pÅ sa\p. 

                 

6. Deduction Schedules 

UnU£\pIfnð DÄs¸« DtZymKØcpsS hnhc§Ä Adnbp¶Xn\pff 

dnt¸mÀ«v. Cu k_vsa\p D]tbmKn¨v \mev coXnbnð hnhc§Ä Adnbm³  

km[n¡pw. 

• Deductions 

• Deduction categorywise 

• Deduction Institutionwise 

• PF Schedule PF numberwise 

7. Deduction Abstracts 

Hmtcm Un¸mÀ«vsaânð \n¶pw AXmXv Øm]\§Ä¡v \ðtIï XpI. Cu 

k_vsa\phnepff A©v Hm]vj\pIfmWv Xmsg sImSp¯ncn¡p¶Xv.                       

• Abstract for Institutionwise Schedule 

• PF Abstrct PF Numberwise 

• PF Abstract Sectionwise 

• LIC Abstract Sectionwise 

• Farewell Abstract               

8. Allowance and Deduction Abstracts 

Poh\¡mcpsS Aeh³kpIfsSbpw UnU£\pIfpsSbpw Npcp¡cq]w ImWn¡p¶ 

dnt¸mÀ«v. Cu k_vsa\p D]tbmKn v̈ aq¶v coXnbnð dnt¸mÀ«pIÄ e`n¡pw. 

• Sectionwise 

• Categorywise 

• Grand Total               

9. Acquitance Report  

i¼fw ssI¸äpt¼mÄ dh\yq Ìm¼v ]Xn¨v H¸nSm³ X¡h®w X¿mdm¡nb 

dnt¸mÀ«v. {]kvXpX dnt¸mÀ«v _p¡v cq]¯nð ss_³Uv sNbvXv 

kq£n¡mhp¶XmWv 

10. Pay Bill Abstract 

Hmtcm sk£\nepapÅ apgph³ Poh\¡mcpsS s\äv kmednbpsSbpw, t{Kmkv 

kmednbpsSbpw hnhc§Ä e`n¡p¶Xn\pÅ kwhn[m\w. 
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11. Pension Report 

• Pension Contribution 

• Pension Abstract 

Hmtcm sk£\ntebpw Fñm Poh\¡mcptSbpw s]³j³ tIm¬{Sn_yqjsâ 

hnhc§Ä e`n¡pw. 

12.Other Reports 

a) Employee Proforma 
 

Hmtcm sk£\ntebpw Hmtcm Poh\¡mcsâbpw HutZymKnI hnhc§Ä 

ImWp¶Xn\pÅ Hm]vj³. 

b) Employee Deduction Details 

Øm]\¯nse Hmtcm Poh\¡mcsâbpw UnU£³ Uosäbnðkv 

]cntim[n¡m\p]tbmKn¡mhp¶ dnt¸mÀ«v. 

c) Employees Having Increment 

C³{Insaâv e`n¨ DtZymKØcpsS hnhc§Ä ]cntim[n¡m\p]tbmKn 

¡mhp¶ dnt¸mÀ«v. 

d) Employee Strength  

Xt±ikzbw`cWØm]\¯nse Hmtcm sk£\ntebpw 

Regular/Contingent   Poh\¡mcpsS BsI F®w kqNn¸n¡p¶ dnt¸mÀ«v. 

e) Status of Employees 

Hmtcm sk£\ntebpw DtZymKØcpsS hnhc§Ä Ìmddknsâ 

ASnØm\¯nð thÀXncn¨dnbp¶Xn\pff dnt¸mÀ«v. 

f) Sampling Reports 

X³amks¯bpw ap³amks¯bpw i¼f _nñpIÄ X½nepÅ hyXymkw 

tcJs¸Sp¯nbncn¡p¶ dnt¸mÀ«v. 

• Sampling Grand Report 

• Sampling Employee Wise Report 

• Sampling Section Wise Report 

g) Fixation Statements 

Cu k_v sa\p D]tbmKn¨v cïv dnt¸mÀ«pIÄ ImWm³ Ignbpw 

 

• Statement of fixation of pay in the Revised Pay Scale 

   Contingent hn`mK¯nð DÄs¸« Hmtcm Poh\¡mc\pw ]pXp¡nb i¼f  

kvsIbnð  {]Imcw e`n¡p¶   i¼f\nc¡v   ImWn¡p¶Xn\pff 

dnt¸mÀ«v.  

• Pay Revision Discrepancy Report 
                       

i) Negative Salary  
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Øm]\¯nse GsX¦nepw DtZymKØÀ¡v {]kvXpX amk¯nse _nñv 

P\tdäv sNbvXXn\p tijw ]qPy¯nð Ipdhv i¼fw e`n¡pIbmsW¦nð 

AhcpsS hnhcw e`n¡p¶Xn\pÅ kwhn[m\w 

j) Suspension Report 

kkvs]³j³ Imebfhv eohmbn ]cnKWn¡s¸«hcpsS i¼f 

dnt¸mÀ«pIÄ FSp¡p¶Xn\pÅ sa\p. 

• Pay Bill 

• Pay Slip 

k) FORM II- Group Personal Accident Insurance 

{Sm³km£³ sa\phnse skänwKvkv t^mÀ tIma¬ UnU£³kv sa\p 

hgn tcJs¸Sp¯p¶ hnhc§fpsS dnt¸mÀ«v. 

l) Muster Roll  

DtZymKØcpsS X³amks¯ lmPÀ\ne ImWn¡p¶p. 

m) Bill Intimation Form 

Hmtcm A¡uïv slUpIÄ Xncn¨v Hmtcm sk£\nepapÅ Poh\¡mcpsS     

i¼fs¯¡pdn¨dnbm\pÅ kwhn[m\w. 

n) Bank Statement 

i¼fw _m¦v hgn ssIamdp¶ Xt±i`cW Øm]\§Ä¡v _m¦nð 

\ðtIï Ìmävsaânsâ dnt¸mÀ«v.  

O) Reports for Leave Surrender 

• Leave Surrender Pay Bill 

• Leave Surrender Pay Slip 

• Acquittance of Leave Surrender Pay Bill 

• Abstract of Leave Surrender Pay Bill 

• View Leave Surrender 

XpS§nb eohv kdïdns\ kw_Ôn¨ Fñm dnt¸mÀ«pIfpw FSp¡p¶Xv 

Cu k_vsa\p D]tbmKn¨mWv.               

 

p) Last Pay Certificate (LPC)  

Øew amdnt¸mIp¶ DtZymKØÀ¡v \ðIm\pÅ Ahkm\ amkw           

ssI¸änb i¼f¯nsâ hnhc§Ä AS§nb kÀ«n^n¡äv. 

q) Net Amount 

Øm]\¯nse Fñm Poh\¡mcpsSbpw s\äv kmedn Un¸mÀ«vsaâv      

Xncn¨v enÌv sNbvXncn¡p¶p. 

r) Profession Tax Report 

Poh\¡mcnð \n¶pw ]ncns¨Sp¯ sXmgnð \nIpXnbpsS hnhc§Ä 

ImWn¡p¶p. 
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3.7 k¹nsaâdn dnt¸mÀ«v 

k¹nsaâdnbmbn X¿mdm¡p¶ i¼f _nñpIfpsS ]eXcw dnt¸mÀ«pIÄ 

e`n¡p¶Xn\pÅ sa\p. {][m\ambpw ]Xnaq¶p Xcw dnt¸mÀ«pIfmWv Cu sa\p 

D]tbmKn¨v X¿mdm¡mhp¶Xv. (`mKw 11) 

 
Nn{Xw 3.8 

 
k¹nsaâdn enÌpIfpsS hnhn[Xcw dnt¸mÀ«pIÄ. 

1. Pay Bill  

Hmtcm sk£\ntebpw DtZymKØcpsS k¹nsaâdn i¼f hnhc§Ä. 

2. Pay Slip  

Hmtcm DtZymKØÀ¡pw \ðIm³ X¡h®apÅ t]Én¸v. 

3. Deductions 

]e Xc¯nepÅ UnU£\pIfpsS sjUypfpIÄ AXmXv Un¸mÀ«v                

saâpIÄ¡v, Øm]\§Ä¡v \ðI¯¡hn[w. 

4. Acquitance Report 

i¼fw ssI¸äpt¼mÄ dh\yq Ìm¼v ]Xn¨v H¸nSm³ X¡h®w     

        X¿mdm¡nbdnt¸mÀ«v. 

5. Bill intimation form 

Hmtcm A¡uïv slUpIÄ Xncn¨v Hmtcm sk£\nepapÅ k¹nsaâdn 

_nñnð DÄs¸«  Poh\¡mcpsS i¼fs¯¡pdn¨dnbm\pÅ kwhn[m\w. 

6. Pay bill abstract 

Hmtcm sk£\nepapÅ k¹nsaâdn _nñnð DÄs¸«  Poh\¡mcpsS s\äv 

kmednbptSbpw t{Kmkv kmednbptSbpw hnhc§Ä Adnbm\pff kwhn[m\w. 

7. Pension Contribution    

Hmtcm sk£\ntebpw k¹nsaâdn _nñnð DÄs¸« Fñm    

DtZymKØcptSbpw s]³j³ tIm¬{Sn_yqjsâ hnhc§Ä.  

8. With held pay bill  

Hmtcm sk£\ntebpw DtZymKØcpsS   XSªph¨ i¼f hnhc§Ä. 

9. With held deduction Schedules 

DtZymKØcpsS   XSªph¨ i¼f¯nse    UnU£³ sjUypfpIÄ 

AXmXv Un¸mÀ«saâpIÄt¡m Øm]\§Ät¡m \ðI¯¡hn[w 

X¿mdm¡nb dnt¸mÀ«v. 
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  6. With held Acquitance 

XSªph¨ i¼fw ssI¸äpt¼mÄ dh\yq Ìm¼v ]Xn¨v H¸nSm³    X¡h®w  

X¿mdm¡nb dnt¸mÀ«v.  

11. With held bill intimation 

Hmtcm A¡uïv slUpIÄ Xncn¨v Hmtcm sk£\nepapÅ XSªph¨ i¼f 

_nñnð DÄs¸«  Poh\¡mcpsS i¼fs¯¡pdn¨dnbm\pÅ kwhn[m\w.    

12. With held abstract 

Hmtcm sk£\nepapÅ XSªph¨ i¼f _nñnð DÄs¸«  Poh\¡mcpsS 

s\äv kmednbptSbpw t{Kmkv kmednbptSbpw hnhc§Ä Adnbm\pff 

kwhn[m\w. 

13. With held pension  contribution report 

Hmtcm sk£\ntebpw XSªph¨ i¼f _nñnð DÄs¸« Fñm      

DtZymKØcptSbpw s]³j³ tIm¬{Sn_yqjsâ hnhc§Ä. 

 
3.8  Fwt¹mbvsaâv FIvkvtN©v Fwt¹mbokv dnt¸mÀ«vkv  
 

Fwt¹mbvsaâv FIvkvtN©v hgn \nban¡s¸« DtZymKØcpsS i¼f  

_nñpIfpsS  ]eXcw  dnt¸mÀ«pIÄ e`n¡p¶Xn\pÅ sa\p. {][m\ambpw Bdv  Xcw  

dnt¸mÀ«pIfmWv Cu  sa\p D]tbmKn¨v  X¿mdm¡mhp¶Xv.          

    

 
1. Pay Bill  

Hmtcm sk£\ntebpw Fwt¹mbvsaâv FIvkvtN©v hgn \nban¡s¸« 

DtZymKØcpsS i¼f hnhc§Ä. 

2. Deduction Schedules 
Fwt¹mbvsaâv FIvkvtN©v hgn \nban¡s¸«  DtZymKØcpsS ]e 

Xc¯nepÅ UnU£\pIfpsS sjUypfpIÄ   AXmXv Un¸mÀ«vsaâpIÄt¡m, 

Øm]\§Ät¡m \ðI¯¡hn[w X¿mdm¡nb dnt¸mÀ«v. 

3. Deductions Institution Wise 
Fwt¹mbvsaâv FIvkvtN©v hgn \nban¡s¸«  DtZymKØcpsS 

UnU£\pIÄ AXv ASbvt¡ï Øm]\§fpsS ASnØm\¯nð 

thÀXncn¨v ImWn¡p¶p. 

4. Abstract 
Hmtcm sk£\nepapÅ Fwt¹mbvsaâv FIvkvtN©v hgn \nban¡s¸«  

Poh\¡mcpsS s\äv kmednbptSbpw t{Kmkv kmednbptSbpw hnhc§Ä 

Adnbm\pff kwhn[m\w. 

5. Acquitance 
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i¼fw ssI¸äpt¼mÄ dh\yq Ìm¼v ]Xn¨v H¸nSm³ X¡h®w X¿mdm¡nb 

dnt¸mÀ«v. 

6. Bill Intimation  

Hmtcm A¡uïv slUpIÄ Xncn¨v Hmtcm sk£\nepapÅ      Fwt¹mbvsaâv 

FIvkvtN©v    hgn \nban¡s¸« Poh\¡mcpsS i¼fs¯¡pdn¨dnbm\pÅ 

kwhn[m\w. 

7. Previous Pay Bill 

Øm]\ B¹nt¡j³ Xt±i`cW Øm]\¯nð hn\ykn¨XpapXepÅ 

i¼f _nñpIÄ FSp¡p¶Xn\pÅ dnt¸mÀ«v. 

3.9 slð¸v 

\nba§Ä, kmlNcy§Ä amdp¶Xn\\pkcn¨v Øm]\ tkm^vävshbdnepw 

ImemIme§fnð amäw hcpt¯ïXpïv.  AXn\mð Ct¸mÄ D]tbmKn¡p¶ 

tkm^vävshbdnsâ shÀj³ \¼dpw AhbpsS \nÀ½mW¯nsâ \¼dpw D]tbmàmhn\v 

AdntbïXmbn hcpw.  {][m\ kv{Io\nse slð¸v F¶ sa\phnse About Sthapana 

F¶ k_vsa\p ¢n¡v sNbvXmð Nn{Xw 3.10 ð \ðInbncn¡p¶ kv{Io³ e`n¡pw. 

 
Nn{Xw 3.10 
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4. 
{]Xnamk i¼f_nñv X¿mdm¡p¶Xn\mhiyamb hnhc§Ä  

\ðIð 
 
i¼f_nñv X¿mdm¡p¶Xv kw_Ôn¨ {]hÀ¯\§Ä \nÀÆln¡p¶Xn\pÅ sa\phmWv 

Transaction. Cu sa\phnð {][m\ambpw Bdv k_vsa\p DïmIpw. AXnð \n¶pw 

km[mcW DtZymKØcpsSbpw IïnPâv DtZymKØcpsSbpw {]Xnamk i¼f_nñnsâ 

hnhc§Ä \ðIm\mbn Monthly Transaction F¶ k_v sa\p sXcsªSp¡pI. Øm]\ 

B¹nt¡j³ tkm v̂ävshbdnð {]Xnamk i¼f_nñn\mhiyamb F«v 

hnhc§fmWpÅXv. AhbpsS hnhc§Ä NphsSbpÅ ]«nIbnð hnhcn¨ncn¡p¶p. 

]«nI 4.1 
{]Xnamk i¼f_nñv X¿mdm¡p¶Xn\v Bhiyamb hnhc§Ä 

 
{Ia 
\¼À 

i¼f_nñv X¿mdm¡m³ AXymhiyamb hnhcw 

(1) (2) 

1. 
X³amk i¼f_nñnð DÄs¸Sp¯m¯ DtZymKØcpsS 

hnhc§Ä. 

2. 
sUkntáj³ C³äÀ sNbn©v sNbvX DtZymKØcpsS 

hnhcw. 

3. Øewamäw e`n¨ DtZymKØcpsS hnhcw. 

4. DtZymK¡bäw e`n¨ DtZymKØcpsS hnhc§Ä 

5. C³{Insaânsâ hnhc§Ä 

6. kkvs]³j³ 

7. kkvs]³j³ dnthm¡nwKv 

8. Ah[n 

 
 
apIfnð kqNn¸n¨ F«v hnhc§Ä cïv `mK§fmbmWv \ðtIïXv. 

1. apIfnð kqNn¸n¨ F«v hn`mK¯nse Hmtcm hn`mK¯nepw hcp¶ Poh\¡mcpsS 

hnhc§Ä BZyambn sXcsªSp¡pI. DZmlcWambn, X³amk i¼f _nñnð 

DÄs¸Sp¯m¯ Poh\¡msc I¼yq«dnse ]«nIbnð \n¶pw sXcsªSp¡pI. 

{]kvXpX hnhcw tkhv sN¿p¶Xn\p tijw Øewamäw DÅhcpsSbpw, 

DtZym¡bäapÅhcpsSbpw aäpw t]cpIÄ ASp¯Sp¯ kv{Io\pIÄ D]tbmKn¨v 

sXcsªSp¡pI. 

2. C§s\ H¶mw `mK¯nð sXcsªSp¯ Poh\¡mcpsS hniZ hnhc§Ä 

\ðIp¶ {]hÀ¯\amWv cïmas¯ `mK¯v DÅXv. H¶mw `mK¯v 

Ahkm\s¯ kv{Io\nð s\IvÌv F¶ _«¬ ¢n¡v sNbvXmð cïmw 

`mK¯pÅ kv{Io³ e`n¡pw. H¶mw `mK¯nð sXcsªSp¯ Poh\¡mcpsS 

]«nI 4.1 ð hnhcn¨ F«v hn`mK§fnep (e`yamb hnhc§fpsS am{Xw) apÅ 
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hniZamb hnhc§Ä tcJs¸Sp¯pI. DZmlcWambn. H¶mw `mK¯nð Ah[n 

F¶ hn`mK¯nð cïv Poh\¡msc sXcsªSp¯p F¶ncn¡s«. AhscSp¯ 

Ah[n Asñ¦nð Ah[nIfpsS Xchpw, XobXnbpw D¯chv \¼cpw 

XobXnbpamWv cïmw `mK¯nð \ðtIïXv. 

{i²n¡pI 

 apIfnð hnhcn¨, cïv `mK§fntebpw Hmtcm kv{Io\pIfnepw, hnhc§Ä 

tcJs¸Sp¯n tkhv sNbvXXn\p tijta aäp kv{Io\pIfnte¡v t]mImhq. 

Añm¯]£w, {]kvXpX hnhc§Ä I¼yq«dnð tkhmhpIbnñ. 

 Hmtcm kv{Io\pIfnð \n¶pw ASp¯ kv{Io\nte¡v t]mIp¶Xn\mbn 

s\IvÌv F¶ _«Wpw, sXm«p ap¼nes¯ kv{Io\nte¡v t]mIp¶Xn\mbn 

Previous F¶ _«Wpw ¢n¡v sN¿pI. 

 

Hmtcm kv{Io\nepw tcJs¸Spt¯ï hnhc§fpw Ah tcJs¸Spt¯ï coXnbpw    

NphsS tNÀ¡p¶p. 

4.1 hnhc§Ä tcJs¸Sp¯p¶ coXn: 

{][m\ kv{Io\nse {Sm³km£³ F¶ sa\phnse a´nen {Sm³km£³ F¶ 

k_vsa\p sXcsªSp¯mð X³amks¯ i¼f_nñv X¿mdm¡p¶Xn\mhiyamb 

hnhc§Ä tcJs¸Spt¯ï kv{Io³ e`n¡pw. Hmtcm amkhpw H¶ne[nIw {]mhiyw 

Cu sa\p D]tbmKn¨v i¼f hnhc§Ä tcJs¸Sp¯mhp¶XmWv. 

 

{i²n¡pI. 

 Poh\¡mcpsS {]Xnamk hnhc§Ä \ðIp¶Xn\p am{Xta Cu kv{Io³ 

D]tbmKn¡phm³ km[n¡pIbpÅp. C§s\ \ðInb hnhc¯nð GsX¦nepw 

coXnbnepÅ Xncp¯epIÄ hcp¯p¶Xn\mbn FUnäv a´nen {Sm³km£³ F¶ 

kv{Io\mWv D]tbmKnt¡ïXv. (`mKw 4.1.16 ð hnhcn¨ncn¡p¶p) 

4.1.1 X³amk i¼f_nñnð DÄs¸Sp¯m¯ DtZymKØcpsS hnhcw 

GsX¦nepw kmlNcy¯nð X³amks¯ i¼f _nñnð GsX¦nepw 

DtZymKØsc tNÀt¡ïXnsñ¦nð AhcpsS hnhc§Ä \ðIm\pÅ kv{Io³ (Nn{Xw 

4.1.1) 

 
Nn{Xw 4.1.1 
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Un¸mÀ«vsaâv F¶ tImt¼mbnð \n¶pw Un¸mÀ«vsaâpw sk£³ F¶ tImt¼mbnð 

\n¶pw sk£\pw sXcsªSp¡pI. tijw e`n¡p¶ DtZymKØcpsS ]«nIbnð \n¶pw 

X³amk i¼f _nñnð hcm¯ hyànIsf sXcsªSp¯Xn\ptijw tkhv _«¬ 

¢n¡v sNbvXv tkhv sN¿pI. CXpt]mse Hmtcm Un¸mÀ«v saânepw DÄs¸Sp¶ 

DtZymKØcptSbpw hnhc§Ä tcJs¸Sp¯pI. AXn\v tijw s\IvÌv _«³ ¢n¡v 

sNbvXmð sUkntáj³ CâÀ sNbn©v sNbvX DtZymKØcpsS hnhc§Ä \ðIm\pÅ 

kv{Io³ e`n¡pw. (Cu ]«nIbnð tcJs¸Sp¯nb hyànIfpsS i¼f_nñv k¹nsaâdn 

_nñmbn hcp¶ amk§fnð X¿mdm¡mhp¶XmWv. (`mKwþ4.3þð hniZoIcn¨ncn¡p¶p)) 

 

4.1.2sUkntáj³ C³äÀ sNbn©v sN¿p¶ coXn 

GsX¦nepw kmlNcy¯nð Hcp Poh\¡mcsâ sUkntáj³ kam\amb aäp 

sUkntáj\nte¡v Xmð¡menIambn amäp¶Xn\p D]tbmKn¡p¶Xn\pÅ kv{Io³ 

(Nn{Xw 4.1.2) 

 

Nn{Xw 4.1.2 

kv{Io\nse sk£³ F¶ tImt¼mbnð \n¶pw A\ptbmPyamb sk£³  

sXcsªSp¡pI, {]kvXpX sk£\nð \n¶pw Poh\¡mcs\ sXcsªSp¯mð 

Ct¸mÄ hln¡p¶ XkvXnI e`n¡pw. AXn\v tijw Interchangable Designation F¶ 

tImt¼mbnð \n¶pw A\ptbmPyamb sUkntáj³ sXcsªSp¡pI. Post to 

Interchangable Designation F¶ _«¬ ¢n¡v sNbvXmð apIfnð sXcsªSp¯ 

hnhcw I¼yq«dnð tkhmIpw. AXn\v tijw s\IvÌv _«³ ¢n¡v sNbvXmð Øewamäw 

e`n¨ DtZymKØcpsS hnhc§Ä \ðIm\pÅ kv{Io³ e`n¡pw. 

 

4.1.3 Øewamäw e`n¨ DtZymKØcpsS hnhc§Ä 

X³amkw Øewamäw e`n¨ Fñm DtZymKØcpsSbpw hnhc§Ä tcJs¸Sp¯m\pÅ 

kv{Io³. Nn{Xw 4.1.3 
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Nn{Xw 4.1.3 
 

Hmtcm Un¸mÀ«vsaânepapÅ DtZymKØcnð \n¶pw X³amkw Øew amäw e`n¨hsc 

sXcsªSp¯v tkhv sN¿pI. AXn\v tijw s\IvÌv _«³ ¢n¡v sNbvXmð 

DtZymK¡bäw e`n¨ DtZymKØcpsS hnhc§Ä \ðIm\pÅ kv{Io³ e`n¡pw. 

Un¸mÀ«vsaâv sk£³ F¶o hnhc§Ä XncsªSp¯tijw Øew amäw DÅ 

Poh\¡msc XncsªSp¯v tkhv sN¿pI. 

4.1.4 DtZymK¡bäw e`n¨ DtZymKØcpsS hnhc§Ä 

DtZymK¡bäw e`n¨ Fñm DtZymKØcpsSbpw hnhc§Ä \ðIm\pÅ kv{Io³ (Nn{Xw 

4.1.4) 

            
Nn{Xw 4.1.4 

Hmtcm Un¸mÀ«vsaânepapÅ DtZymKØcnð \n¶pw DtZymK¡bäw e`n¨ Poh\¡msc 

sXcsªSp¯v tkhv sN¿pI. AXn\v tijw s\IvÌv ¢n¡v sNbvXmð C³{Insaâv e`n¨ 

DtZymKØcpsS hnhc§Ä \ðIm\pÅ kv{Io³ e`n¡pw. DtZymK¡bäw e`n¨ 



Øm]\ 2.0 - {]hÀ¯\ klmbn 

C³^Àtaj³ tIcf anj³  66 

sUkntáj³ (]Zhn) XobXn, D¯chnsâ hnhc§Ä F¶nh \ðtIï coXn `mKw 7.1.6 

ð hnhcn¨ncn¡p¶p. 

4.1.5 C³{Insaânsâ hnhc§Ä  

C³{Insaâv e`n¨ DtZymKØcpsS hnhc§Ä tcJs¸Spt¯ï kv{Io³ (Nn{Xw 7.5) 

 
Nn{Xw 7.4 

Hmtcm DtZymKØcptSbpw s{]mt^mÀabnð \n¶pw AhcpsS C³{Insaânsâ XobXnbpw 

aäp hnhc§fpw e`n¡pw. Hmtcm Un¸mÀ«vsaâv sXcsªSp¡pt¼mgpw Ahbnð 

C³{Insaân\v AÀlXbpÅ DtZymKØcpsS hnhcw e`n¡pw. Ahbnð \n¶pw X³amkw 

C³{Insaâv \ðIm³ D¯chv e`n¨hcpsS t]cpam{Xw sXcsªSp¯v tkhv sNbvXXn\p 

tijw s\IvÌv F¶ _«¬ ¢n¡v sNbvXmð kkvs]³j³ e`n¨n«pÅ Poh\¡mcpsS 

hnhc§Ä \ðIm\pÅ kv{Io³ e`n¡pw. C³{Insaânsâ IqSpXð hnhc§Ä \ðtIï 

coXn `mKw 4.1.6 ð hnhcn¨ncn¡p¶p. 

4.1.6 kkvs]³j³ 

kkvs]³j³ e`n¨n«pÅ Poh\¡mcpsS hnhc§Ä tcJs¸Spt¯ïp¶ kv{Io³.  
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Nn{Xw 4.1.6 

Hmtcm Un¸mÀ«vsasâpw sXcsªSp¯Xn\ptijw Ahbnse DtZymKØcnð \n¶pw 

kkvs]³j³ e`n¨n«pÅ DtZymKØsc am{Xw sXcsªSp¯v tkhv sN¿pI. 

AXn\v tijw s\IvÌv ¢n¡v sNbvXmð kkvs]³j³ dnthm¡v 

sNbvXDtZymKØcpsS hnhc§Ä \ðIm\pÅ kv{Io³ e`n¡pw. 

 

4.1.7 kkvs]³j³ dnthm¡v 

ap³ amk§fntem X³amk§fntem Bscsb¦nepw kkvs]sâv sNbvXn«psï¦nð 

Ahsc Xncns¨Sp¡phm\pÅ kwhn[m\w. 

 
Nn{Xw 7.7 

Hmtcm Un¸mÀ«vsasânepapÅ kkvs]³j³ e`n¨hcpsS hnhc§Ä am{Xta e`n¡p. 

Ahbnð \n¶pw Xncns¨Sp¯hsc sXcsªSp¯n\p tijw tkhv sN¿pI. AXn\v 

tijw s\IvÌv ¢n¡v sN¿pI. 

4.1.8 Ah[n  

X³amkw Ah[n FSp¯n«pÅ hcpsS hnhc§Ä \ðIm\pÅ kv{Io³ Nn{Xw 4.1.8 

 

 
Nn{Xw 4.1.8 
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Hmtcm Un¸mÀ«vsaânepw DÄs¸« Fñm DtZymKØcptSbpw t]cnð \n¶pw X³amkw 

Ah[nbpÅ Poh\¡msc am{Xw sXcsªSp¯Xn\ptijw tkhv sN¿pI. AXn\v 

tijw s\IvÌv ¢n¡v sNbvXmð `mKw 4.1.1 apXð `mKw 4.1.8 hscbpÅ kv{Io\pIfnð 

tcJs¸Sp¯nb hnhc§fpsS hniZmwi§Ä tcJs¸Sp¯m\pÅ kv{Io³ e`n¡pw. 

 

apIfnð ]dªncn¡p¶ hnhc§fnð GsX¦nepw H¶nð Bcpw DÄs¸Sp¶nsñ¦nð 

{]kvXpX hnhc¯nsâ hniZmwiw \ðIm\pÅ kv{Io³ e`n¡nñ. hniZmwi§Ä 

\ðIm\pÅ kv{Io\pIfpsS hnhc§Ä NphsS hnhcn¨ncn¡p¶p. 

 

4.1.9 Øew amäw e`n¨ DtZymKØcpsS hniZhnhcw \ðIm\pÅ kv{Io³. 

      
Nn{Xw 4.1.9 

`mKw 4.1.3 ð GsX¦nepw DtZymKØÀ¡v Øewamäw e`n¨n«pïv F¶v 

tcJs¸Sp¯nbn«psï¦nð AhcpsS hnhc§Ä am{Xta kv{Io\nð e`n¡pIbpÅp 

(Nn{Xw 4.1.9) kv{Io\nsâ CSXp hi¯pÅ enÌnð \n¶pw A\ptbmPyamb 

DtZymKØsâ t]cv sXcsªSp¡pI. AXn\v tijw heXp hi¯pÅ {KnUnð 

Øeamä¯nsâ hniZamb hnhc§Ä \ðIpI. Øewamäw e`n¨ Øew (aäp 

tem¡ðt_mUn Asñ¦nð Cu tem¡ð t_mUn) Øew amäw e`n¨ Hm^okv 

Asñ¦nð sk£³, Øewamdnb XobXnbpw, kabhpw tcJs¸Sp¯pI. CXpt]mse 

ØewamäapÅ Fñm DtZymKØcptSbpw hnhc§Ä tcJs¸Sp¯pI. s\IvÌv F¶ 

_«¬ ¢n¡v sNbvXmð DtZymK¡bäw e`n¨ DtZymKØcpsS hniZamb hnhc§Ä 

\ðIm\pÅ kv{Io³ e`n¡pw. 

 

4.1.6 DtZymK¡bäw e`n¨ DtZymKØcpsS hnhc§Ä \ðIm\pÅ kv{Io³. 

`mKw 4.1.4 ð GsX¦nepw DtZymKØÀ¡v DtZymK¡bäw e`n¨n«pïv F¶v 

tcJs¸Sp¯nbn«psï¦nð AhcpsS DtZymK¡bäw kw_Ôn¨ hnhc§Ä 

tcJs¸Sp¯m\pÅ kv{Io\mWnXv (Nn{Xw 4.1.6). Cu kv{Io³ D]tbmKn¨v tIUÀ 
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s{]tamj³ e`n¨ Poh\¡mcpsS hnhc§fpw, t\m¬ tIUÀ t{]mtamj³ e`n¨ 

Poh\¡mcpsS hnhc§fpw tcJs¸Sp¯mhp¶XmWv. 

 
Nn{Xw 4.1.6 

kv{Io\nsâ CSXphi¯pÅ enÌnð \n¶pw Poh\¡mcsâ t]cv sXcsªSp¯mð 

heXp hi¯pÅ {KnUnð At±l¯nsâ t]cpw {]tamj\pap¼pÅ sUkntáj\pw, 

t]kvsIbnepw e`n¡pw. {]tamjsâ Xcw (tIUÀ Asñ¦nð t\m¬ tIUÀ) {]tamj³ 

BIp¶ sUkntáj\pw, t{KUpw, {]tamj³ XobXnbpw kabhpw sXcsªSp¡pI. 

AXn\v tijw tkhv sN¿pI CXpt]mse enkvänepÅ Hmtcm Poh\¡mcpsS hnhc§fpw 

tcJs¸Sp¯pI. s\IvÌv F¶ _«¬ ¢n¡v sNbvXmð C³{Insaânsâ hnhc§Ä 

\ðIm\pÅ kv{Io³ e`n¡pw. 

 

4.1.11 C³{Insaânsâ hniZ hnhc§Ä \ðIm\pÅ kv{Io³. 

`mKw 4.1.5 ð GsX¦nepw DtZymKØcpsS hnhc§Ä \ðInbn«psï¦nð AhcpsS 

C³{Insaânsâ hniZmwi§Ä \ðIm\pÅ kv{Io\mWnXv. Nn{Xw 4.1.11 

 

 
Nn{Xw 4.1.11 
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enÌnð \n¶pw Hmtcm Poh\¡mtcbpw sXcsªSp¯Xn\p tijw AhcpsS 

C³{Insaânsâ XpIbpw, D¯chv XobXnbpw, \¼dpw tcJs¸Sp¯n tkhv sN¿pI. 

s\IvÌv F¶ _«¬ ¢n¡v sNbvXmð kkvs]³jsâ hnhc§Ä \ðImhp¶XmWv. 

 
4.1.12 kkvs]³jsâ hnhc§Ä \ðIm\pÅ kv{Io³ 

`mKw 4.1.6 ð GsX¦nepw DtZymKØcpsS hnhc§Ä \ðInbn«psï¦nð AhcpsS 

kkvs]³jsâ hnhc§Ä \ðIm\pÅ kv{Io\mWnXv. (Nn{Xw 4.1.12) 

            
(Nn{Xw 4.1.12) 

s\IvÌv F¶ _«¬ ¢n¡v sNbvXmð Ah[n FSp¯ DtZymKØcpsS Ah[nbpsS hniZ 

hnhc§Ä \ðIm\pÅ kv{Io³ e`n¡pw.  

 

4.1.13 kkvs]âv sNbvXhsc Xncns¨Sp¡m\pÅ kv{Io³ 

ap³Ime§fnð kkvs]âv sNbvX Bscsb¦nepw Xncns¨Sp¯n«psï¦nð AhcpsS 

hnhcw tcJs¸Sp¯p¶Xn\pÅ kv{Io³ `mKw 4.1.7 ð sXcsªSp¯ DtZymKØcpsS 

kkvs]³j³ hnhc§Ä \ðIpI. AXn\v tijw tkhv sN¿pI. 
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Nn{Xw 4.1.13 

4.1.14  Ah[nbpsS hniZhnhc§Ä \ðIm\pÅ kv{Io³. 

`mKw 4.1.8 ð \ðInbncn¡p¶ Ah[n FSp¯ DtZymKØcpsS Ah[nbpsS hniZ 

hnhc§Ä \ðIm\pÅ kv{Io³ Nn{Xw 4.1.14 

 
Nn{Xw 4.1.14 

kv{Io\nsâ CSXp `mK¯pÅ enÌnð \n¶pw 4.1.8 ð sXcsªSp¯ eohv At]£ 

kaÀ¸n¨ Poh\¡msc Hmtcmcp¯scbmbn sXcsªSp¡pI. sXscsªSp¯ 

Poh\¡mcsâ t]cpw, sUkntáj\pw, kv{Io\nsâ apIÄ`mK¯v sXfnbpw. Hmtcm 

Poh\¡mc\pw Hmtcm amkhpw H¶ne[nIw eoshSp¡mhp¶XmWv. AXn\mð Hmtcm 

eohnsâbpw hnhc§Ä kv{Io\nsâ heXp hi¯pÅ {KnUnse Hmtcm hcnIfnembn 

tcJs¸Sp¯mhp¶XmWv. eohnsâ Xcw, eohv XpS§nb XobXn, eohv XoÀ¶ XobXn, 

D¯chv \¼dpw, XobXnbpw \ðIpI. H¶ne[nIw eohpsï¦nð ASp¯ hcnbnð 

tcJs¸Sp¯mhp¶XmWv. AXn\v tijw tkhv sN¿pI 

 

apIfnð tcJs¸Sp¯nb Hmtcm DtZymKØcpsS hnhc§fpw icnbmtWm F¶v 

]cntim[n¡p¶Xn\mbpÅ dnt¸mÀ«v e`n¡p¶Xn\mbn kv{Io\nsâ NphsSbpÅ dnt¸mÀ«v 

F¶v _«¬ ¢n¡v sN¿pI. {]kvXpX dnt¸mÀ«v {][m\ kv{Io\nse dnt¸mÀ«v F¶ 

sa\phnse CâÀ anUnbäv dnt¸mÀ«v D]tbmKn¨pw e`n¡p¶XmWv. s\IvÌv F¶ _«¬ 

¢n¡v sNbvXmð X³amk¯ntem ap³ amk§fntem UnU£\pIÄ XoÀ¶ 

Poh\¡mcpsS UnU£\pIÄ \o¡w sN¿m\pÅ kv{Io³ e`n¡pw. 

 

4.1.15 Imemh[nIgnª UnU£\pIÄ \o¡w sN¿p¶Xn\pÅ amÀ¤w 

X³amk¯nse i¼f_nñnð \n¶pw ap³ amk§fnse UnU£\pIfpsS Imemh[n 

Ignªn«pÅ Poh\¡mcpsS UnU£\pIÄ \o¡w sN¿m\pÅ kwhn[m\w (Nn{Xw 4.1.15)  
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Nn{Xw 4.1.15 
kv{Io\nsâ CSXphi¯pÅ enÌnð \n¶p A\ptbmPyamb t]cv sXcsªSp¡pI. 

AXn\v tijw AhcpsS UnU£\pIfnse sN¡v t_mIvkv sXcsªSp¯Xmbn 

Dd¸m¡nb tijw tkhv sN¿pI. 

 

4.1.16 i¼f_nñn\mhiyambn ap³Iq«n tcJs¸Sp¯nb hnhc§fnð  

amäw hcp¯p¶ coXn 

 
X³amk i¼f_nñv X¿mdm¡p¶Xn\mhiyamb hnhc§Ä tcJs¸Sp¯p¶ coXn 

`mKw 4.1.1 ð hniZoIcn¨ncp¶p. F¶mð Ahbnð amäw hcp¯p¶Xn\pÅ 

kv{Io\ns\¡pdn¨mWv Cu `mK¯nð hnhcn¨ncn¡p¶Xv. {][m\ kv{Io\nse 

{Sm³km£³ F¶ sa\phnse Edit Monthly Transaction F¶ k_v sa\p 

sXcsªSp¡pI. Nn{Xw 4.1.16 ð \ðInbncn¡p¶ kv{Io³ e`n¡pw. 

 
Nn{Xw 4.1.16 

kv{Io\nse sk£³ F¶ tImt¼mbnð \n¶pw A\ptbmPyamb sk£³  

sXcsªSp¡pI, tijw ]«nI 4.1 ð \ðInbncn¡p¶ hnhn[ hn`mK§fnð \n¶pw 

A\ptbmPyambh sXcsªSp¡pI. apIfnð sXcsªSp¯ sk£\nse sXcsªSp¯ 

hn`mK¯nð DÄs¸« Poh\¡mcpsS hnhc§Ä Fwt¹mbn s\bnw F¶ tImt¼mbnð 
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e`n¡pw. Ahbnð \n¶pw A\ptbmPyamb Poh\¡mcs\ sXcsªSp¡pI. {]kvXpX 

Poh\¡mcsâ i¼f_nñn\mhiyamb hnhcw kv{Io\nsâ NphsSbpÅ ]«nIbnð 

e`n¡pw. Bhiyamb Xncp¯epIÄ hcp¯nb tijw tkhv sN¿pI. {]kvXpX 

kv{Io\nð \n¶pw ]pd¯v t]mIp¶Xn\mbn kv{Io\nsâ Nph«nepÅ t¢mkv F¶ _«¬ 

¢n¡v sN¿pI.  

 

4.2  i¼f_nñv X¿mdm¡p¶ coXn 

  
Xt±i`cW Øm]\¯nse apgph³ DtZymKØcptSbpw i¼f hnhc§Ä, AXmbXv 

{]Xnamk i¼f¯nsâ hnhc§Ä, Øewamäw e`n¨ DtZymKØcpsS hnhc§Ä, 

k¹nsaâdn _nñnsâ hnhc§Ä, Un.F.AcnbÀ IW¡m¡ð, eohv kdïÀ F¶nh 

tcJs¸Sp¯nbXn\p tijw shcn^nt¡j³ dnt¸mÀ«v FSp¯v tcJs¸Sp¯nb hnhc§Ä 

IrXyamsW¶v ]cntim[nt¡ïXmWv. AXn\p tijw {][m\ kv{Io\nse {Sm³km£³ 

F¶ sa\phnse Generate Pay Slip F¶ k_v sa\p sXcsªSp¡pI. Øm]\¯nse 

DtZymKØcpsS F®¯n\\pkcn¨v i¼f _nñv X¿mdm¡m³ IqSpXð kabsaSpt¡ïn 

hcmw. km[mcWbmbn amk¯nð Hcn¡ð am{Xta i¼f _nñv sXcsªSp¡m³ 

km[n¡pIbpÅp. BbXn\mð {]kvXpX sa\p sXcsªSp¡pt¼mÄ D]tbmàmhn\v 

_nñv X¿mdm¡Wtam thïtbm F¶pÅ Hcp \nÀt±iw e`n¡pw (Nn{Xw 4.2) 

 
Nn{Xw 4.2 

 

{]kvXpX kv{Io\nse Yes F¶ _«¬ ¢n¡v sNbvXmð am{Xta X³amk¯nse i¼f 

_nñv X¿mdm¡pIbpÅp. Hcp amk¯nð Hcp XhW, AXmbXv Fñm amkhpw 

Ahkm\s¯ {]hr¯n Znhkhpambncn¡Ww i¼f _nñv X¿mdmt¡ïXv. (Hcn¡ð t] 

Én¸v P\tdäv sNbvXmð X³amkw hoïpw t] Én¸v P\tdäv sN¿m³ km[n¡nñ. ]s£ 

GsX¦nepw kmlNcy¯nð t] Én¸v P\tdäv sNbvXXn\p tijw Fs´¦nepw 

Xc¯nepÅ sXäpsï¦nð Ah Xncp¯nbXn\p tijw P\tdäv sN¿m\mbn 

{Sm³km£³ F¶ sa\phnse Regenerate Payslip F¶ k_vsa\p sXcsªSp¯mð 

aXnbmIpw). 

4.2.1  t] _nñv 

{]Xnamk i¼f_nñv P\tdäv sNbvXXn\p tijw t] _nñv ImWp¶Xn\mbn 

dnt¸mÀ«v sa\phnð \n¶pw t] _nñv F¶ k_vsa\p sXcsªSp¡pI. 
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4.3 k¹nsaâdn t] Én¸v X¿mdm¡p¶ coXn 
 

Fs´¦nepw kmlNcy¯nð km[mcW t] _nñv P\tdäv sN¿p¶ kab¯v 

GsX¦nepw DtZymKØsâ hnhc§Ä \ðIm³ km[n¡m¯ kmlNcy¯nemWv 

Abmsf B amks¯ i¼f P\tdj\nð \n¶pw Hgnhm¡p¶Xv. ap³ amk§fnð 

tað¸dª t]mse Hgnhm¡nb DtZymKØÀ¡mWv k¹nsaâdn t] Én¸v X¿mdm¡p¶Xv. 

{][m\ kv{Io\nse {Sm³km£³ F¶ sa\phnse k¹nsaâdn _nð F¶ k_v sa\p 

sXcsªSp¡pt¼mÄ k¹nsaâdn _nñv X¿mdmt¡ï DtZymKØcpsS hnhc§Ä 

AS§p¶ kv{Io³ e`n¡pw (Nn{Xw 4.3) 

      
Nn{Xw 4.3 

X³amk¯ntem, Asñ¦nð ap³amk¯ntem t] Én¸v P\tdäv sN¿m¯ DtZymKØcpsS 

hnhc§Ä am{Xta Cu kv{Io\nð hcnIbpÅp. k¹nsaâdn _nñnð DÄs¸Spt¯ï 

DtZymKØsc am{Xw sXcsªSp¯Xn\p tijw tkhv sNbvXv s\IvÌv F¶ _«¬ 

¢n¡v sN¿pI. AXn\v tijw {]Xnamk i¼f hnhc§Ä tcJs¸Sp¯p¶Xpt]mse aäv 

hnhc§fpw tcJs¸Sp¯pI. 
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5. 
dnt¸mÀ«pIÄ 

 
Xt±i`cW Øm]\¯nse FÌm»njvsaâpambn _Ôs¸« {]hÀ¯\§Ä¡v 

Bhiyamb dnt¸mÀ«pIÄ X¿mdm¡m\pÅ kwhn[m\w. Øm]\ 

F¶tkm v̂ävshbdneqsS NphsS tcJs¸Sp¯nbncn¡p¶ Ccp]¯nb©v Xcw 

dnt¸mÀ«pIfmWv X¿dm¡m³ km[n¡p¶Xv. Chbnse Verification F¶ dnt¸mÀ«pw Verify 

Deduction F¶ dnt¸mÀ«pw Intermediate Report þDw i¼f _nñv P\tdäv sN¿p¶Xn\v 

ap¼v {]nsâSpt¡ïhbmWv. F¶mð aäpÅ dnt¸mÀ«pIÄ i¼f_nñv P\tdäv 

sNbvXXn\ptijw {]nsâSp¯v AXmXv sk£\nð Gð¸nt¡ïXmWv. 

5.1 t] Én¸v 

{][m\ kv{Io\nse dnt¸mÀ«v F¶ sa\phnse Pay Slip F¶ k_vsa\p 

sXcsªSp¯mð Nn{Xw 5.1 ð \ðInbncn¡p¶ coXnbnepÅ Hcp dnt¸mÀ«v e`n¡pw. 

                
Nn{Xw 5.1 

Hmtcm DtZymKØÀ¡pw \ðImhp¶ t]Én¸v  kv{Io\nð \n¶pw A\ptbmPyamb 

sk£\pw DtZymKØsâ ImäKdnbpw sXcsªSp¯Xn\p tijw hyq dnt¸mÀ«v F¶ 

_«¬ ¢n¡v sNbvXmð t] Én¸v e`n¡pw. CXv {]nâdnte¡v {]nâv sN¿mhp¶XmWv. {]o 

{]nâUv t]¸dnemWv dnt¸mÀ«v FSpt¡ïsX¦nð {][m\ kv{Io\nse t] Én¸v Sp {]nâv 

F¶ k_vsa\p sXcsªSp¡pI. Nn{Xw 5.1.2 ð \ðInbncn¡p¶ kv{Io³ e`n¡pw 
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Nn{Xw 5.1.2 

kv{Io\nse sk£³ F¶ tImt¼mbnð \n¶pw A\ptbmPyamb sk£³ 

sXcsªSp¡pI. {]kvXpX sk£\nse apgph³ Poh\¡mcpsSbpw t]cv AS§p¶ 

]«nI e`n¡pw. t] Én¸v thïp¶ Poh\¡msc sXcsªSp¯Xn\p tijw {]nâv F¶ 

_«¬ ¢n¡v sNbvXmð t] Én¸v  {]nâv e`n¡p¶XmWv.  

5.2 t] _nñv 

        
Nn{Xw 5.2 

 

{]Xnamk i¼f_nñv P\tdäv sNbvXXn\p tijw e`n¡p¶ i¼f_nñv kv{Io\nð 

\n¶pw sk£³ sXcsªSp¯ tijw hyq dnt¸mÀ«v F¶ _«¬ ¢n¡v sNbvXmð 

i¼f _nñv e`n¡pw. 
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5.3 UnU£³kv  

     
Nn{Xw 5.3 

 
]e Xc¯nepÅ UnU£\pIfpsS ]«nI e`n¡p¶Xn\pÅ kv{Io³. A\ptbmPyamb 

sk£\pw, UnU£sâ Xchpw sXcsªSp¯Xn\p tijw hyq dnt¸mÀ«v F¶ _«¬ 

¢n¡v sNbvXmð UnU£\pIfnð DÄs¸« DtZymKØcpsS hnhc§Ä e`n¡pw. 

5.4 s]³j³ tIm¬{Sn_yqj³ 

 
Nn{Xw 5.4 

 
Hmtcm sk£\nepapÅ Hmtcm DtZymKØcpsSbpw X³amks¯ s]³j³ 

tIm¬{Sn_yqj³ XpIbpw e`n¡p¶Xn\pÅ dnt¸mÀ«v. 
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5.5 shcn^nt¡j³ dnt¸mÀ«v 

 
Nn{Xw 5.5 

Xt±i`cW Øm]\¯nte¡v Hcp Poh\¡mc³ Øew amdntbm Asñ¦nð ]pXnbXmbn 

tNÀ¶mð At±l¯nsâ thX\ kw_Ônbmb hnhc§Ä Hcp \nÝnX s{]t^mÀabnð 

]qcn¸n¨v Øm]\ tkm^väv shbdnð  tcJs¸Sp¯p¶p. AXn\p tijw Cu dnt¸mÀ«v 

{]nsâSp¯v ]cntim[n¨v AwKoIcnt¡ïXmWv. Hmtcm sk£\ntebpw ImäKdn 

Xncn¨pÅ DtZymKØcpsS hnhc§Ä e`n¡m\pÅ dnt¸mÀ«v {][m\ kv{Io\nse dnt¸mÀ«v 

F¶ sa\phnse shcn^nt¡j³ dnt¸mÀ«v F¶ k_vsa\p sXcsªSp¯mð Nn{Xw 6.5 

ð \ðInbncn¡p¶ kv{Io³ e`n¡pw. A\ptbmPyamb sk£\pw, DtZymKØsâ 

ImäKdnbpw tcJs¸Sp¯nbXn\p tijw hyq Fwt¹mbn ]À«nIptegvkv F¶ _«¬ ¢n¡v 

sNbvXmð DtZymKØcpsS hnhc§fS§nb dnt¸mÀ«v e`n¡pw. {]nâv F¶ _«¬ ¢n¡v 

sNbvXmð {]kvXpX dnt¸mÀ«v {]nsâSp¡mhp¶XmWv.  

5.6 eohv kdïÀ t] _nñv 

 
 

Nn{Xw 5.6 
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eohv kdïÀ sNbvXn«pÅ Fñm DtZymKØcpsSbpw hnhc§Ä AS§nb i¼f_nñnsâ 

dnt¸mÀ«v F¶ sa\phnse eohv kdïÀ t]_nñv F¶ k_vsa\p sXcsªSp¯mð Cu 

dnt¸mÀ«v e`n¡p¶XmWv. 

5.7 eohv kdïÀ t] Én¸v 

 

 
Nn{Xw 5.7 

 
eohv kdïÀ sNbvXn«pÅ Hmtcm DtZymKØÀ¡pw \ðIm\pÅ t]Én¸nsâ dnt¸mÀ«v. 

dnt¸mÀ«v F¶ sa\phnse eohv kdïÀ t] Én¸v F¶ k_v sa\p sXcsªSp¡pI. 

5.8 shcnss^ UnU£³kv 

 
Nn{Xw 5.8 

UnU£\pIÄ tcJs¸Sp¯nbXv ]cntim[n¡m\pÅ dnt¸mÀ«v e`n¡p¶Xn\pÅ kv{Io³. 
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5.9 CâÀaoUnbäv dnt¸mÀ«v 

{]Xnamk i¼f_nñv X¿mdm¡p¶Xn\mbn DtZymKØcpsS Ah[n {]tamj³, 

kkvs]³j³ XpS§nb F«v hnhc§Ä Monthly Transactionsþð \ðInbhbpsS 

dnt¸mÀ«v. Cu dnt¸mÀ«v ]ctim[n¨Xn\p tijw am{Xta X³amks¯ i¼f _nñv 

P\tdäv sN¿mhq. 

 
Nn{Xw 5.9 

 
 

5.6 AIznä³kv dnt¸mÀ«v 

i¼fw ssI¸äpt¼mÄ dh\yq Ìm¼v ]Xn¨v H¸nSm³ X¡h®w X¿mdm¡nb dnt¸mÀ«v. 

{]kvXpX dnt¸mÀ«v _p¡v cq]¯nð ss_³Uv sNbvXv kq£n¡mhp¶XmWv. 

   

Nn{Xw 5.6 
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5.7 emÌv t] kÀ«n^n¡äv 

Øew amdnt¸mIp¶ DtZymKØÀ¡v \ðIm\pÅ Ahkm\ amkw ssI¸änb 

i¼f¯nsâ hnhc§Ä AS§nb kÀ«n^n¡äv. 

 

Nn{Xw 5.7 

5.8 s\Käohv kmedn 

Øm]\¯nse GsX¦nepw DtZymKØÀ¡v {]kvXpX amk¯nse _nñv P\tdäv 

sNbvXXn\p tijw ]qPy¯nð Ipdhv i¼fw e`n¡pIbmsW¦nð AhcpsS hnhcw 

e`n¡p¶Xn\pÅ kwhn[m\w. 

 

Nn{Xw 5.8 
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    6. 
kmt¦XnI ]Z§fpsS hniZoIcWw 

 

Øm]\  B¹nt¡j³ tkm^vävshbÀ {]hÀ¯n¸n¡p¶Xn\v klmbIamb Nne 

kt¦X§Ä  \ap¡v ]cntim[n¡mw. Cu kt¦X§sf s]mXphnð hn³tUmkv I¬t{SmfpIÄ 

F¶p ]dbmw. Cu I¬t{SmfpIÄ D]tbmKn¨mWv D]tbmàm¡Ä B¹nt¡j³ 

{]hÀ¯n¸n¡p¶Xv. 

Table 1 
]«nI 6.1 

Øm]\  B¹nt¡j\nð D]tbmKn¡p¶ Nne kmt¦X§fpsS hniZoIcWw 
{Ia 

\¼À 
C\w hniZoIcWw 

(1) (2) (3) 

1. kv{Io³ 

(Screen) 

I¼yq«dnsâ tamWn«dnð {]Xy£s¸Sp¶  tkm^vävshbÀ 

B¹nt¡j\pambn kwhZn¡m³ D]tbmàmhns\ 

klmbn¡p¶ Zriycq]amWv kv{Io³. Hmtcm B¹nt¡j\pw 

\nch[n kv{Io\pIfpïmhpw.  Hmtcm kv{Io\nepw 

tkm^vävshbÀ B¹nt¡j\p]tbmKn¨v hn`mh\w sN¿p¶ 

hnhn[ {]{InbIÄ {Ia_Ôambn \nÀÆln¡p¶Xn\pff 

\nÀt±i§fpïmIpw.  Hcp  kv{Io\nð \n¶v asämcp 

kv{Io\nte¡v IS¡phm³  kwhn[m\apïv.. Nne kv{Io\pIfnð 

\n¶v  ]gb kv{Io\nte¡v {]thin¡m\pÅ 

kwhn[\hpapïmImw.  hnhn[  kv{Io\pIfnð Cu hn[w 

{]thin¨mWv B¹nt¡j³ {]hÀ¯n¸n¡pI. Htc 

kab¯pXs¶ H¶ne[nIw kv{Io\pIÄ {]hÀ¯n¸n¡m\pw 

Ignbpw kv{Io\pIfnse Fñm _«WpIfpw Ft¸mgpw 

{]hÀ¯\£aamhWsa¶nñ.   \mw \nÀÆln¡p¶ 

{]{InbIÄ¡\pkcn v̈ {]kàamb _«WpIfmWv 

{]hÀ¯\£aam¡pI. 

2 sa\p 

(Menu) 

tkm^vävshbÀ {]hÀ¯\£aam¡p¶Xn\v D]tbmàmhn\v 

kuIcy{]Zamb coXnbnð aukp]tbmKn¨v 

sXcsªSp¡mhp¶Xpw, kv{Io\nsâ apIÄ `mK¯v 

ImWp¶Xpamb \nÀt±i§fmWv sa\p. (Nn{Xw 6.1 )  

 
Nn{Xw 6.1 sa\p 
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{Ia 

\¼À 
C\w hniZoIcWw 

(1) (2) (3) 

3. ]pjv _«¬ 

(Push 

Button) 

I¼yq«dn\v \nÀt±iw \ðIp¶Xn\mbn D]tbmKn¡p¶ Hcp 

D]m[n. km[mcWbmbn kv{Io\nð \n¶p Að¸w DbÀ¶p 

\nð¡p¶ coXnbnð ImWs¸Sp¶ Chbnð \nÀt±i§fpsS 

{lkzcq]w  tcJs¸Sp¯nbn«pïmIpw. (Nn{Xw 6.2) 

 
Nn{Xw 1.3  ]pjv_«¬ 

DZm: ]pXnb sdt¡mÀUpIÄ I¼yq«dnð tcJs¸Sp¯phm³ 

Nn{Xw 6.2 ð ImWp¶ \yq F¶ _«¬ 

D]tbmKn¡mhp¶XmWv. aukp]tbmKn¨v Ch {]hÀ¯n¸n¡mw. 

Iot_mÀUnse Enter Key D]tbmKn¨pw Space Bar 
D]tbmKn¨pw CXp {]hÀ¯n¸n¡mhp¶XmWv. Hcp kv{Io\nð 

\n¶v asämcp kv{Io\nte¡v t]mIm\pw ]pjv _«WpIÄ 

D]tbmKn¡mdpïv.                   Next, Back  F¶o 

_«WpIÄ C¯c¯nepÅhbmWv. 

4 sSIvÌv 

t_mIvkv 

(Text Box) 

I¼yq«dnte¡v A£c§fpw A¡§fpw hm¡pIfpw 

tcJs¸Sp¯p¶Xn\pÅ ØeamWv (Nn{Xw 6.3) sSIvÌv 

t_mIvkv. sSIvÌv t_mIvkpIÄ hgnbmWv  

am\IoIcn¡m\mhm¯ hnhc§Ä tcJs¸Sp¯p¶Xv.  

 
Nn{Xw 6.3 sSIvÌvt_mIvkv 

5. enÌv 

t_mIvkv 

(List Box) 

H¶nð IqSpXð hnhc§Ä hcnhcnbmbn Xmtgm«v ]«nI 

cq]¯nð ImWm³ km[n¡p¶ kuIcyamWv enÌv t_mIvkv. 

(Nn{Xw 5) enÌv t_mIvknð D]tbmàmhn\v hnhc§Ä 

ImWm³ am{Xta km[n¡q. Ahbnð amä§Ä hcp¯m³ 

Ignbnñ. Iot_mÀUnse apIfntebv¡pÅ Btcmbpw ( ↑ ) 

Xmtgbv¡pÅ Btcmbpw ( ↓ ) D]tbmKn¨mWv Hmtcm hnhchpw 

sXcsªSp¡p¶Xv. am\IoIrXamb hnhc§Ä amÌdpIfnð 

tcJs¸Sp¯n enÌv t_mIvknð e`yam¡p¶p, enÌv t_mIvkv 

D]tbmKn¨v  sXcsªSp¡pt¼mÄ Umäm F³{Sn  ]niIpIÄ 

Hgnhm¡m\mhpw. 

DZm : Nn{Xw 6.4 ð tIcf¯nse ]e PnñIfnse t]cpIÄ 

\ðInbn«pïv. 
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{Ia 

\¼À 
C\w hniZoIcWw 

(1) (2) (3) 

 
Nn{Xw 6.4  enÌvt_mIvkv 

6 tImt¼m 

t_mIvkv 

(Combo 

Box) 

sSIvkväv t_mIvkpw enÌv t_mIvkpw IqSnt¨À¶pÅ Hcp 

{]hÀ¯\ kma{KnbmWv tImt¼m t_mIvkv. tImt¼m 

t_mIvknsâ heXv hi¯v ImWp¶ _«¬ ¢n¡v sNbvXmð 

Hcp enÌv t_mIvkv e`n¡pw.  Ahbnð \n¶pw tbmPn¡p¶ 

hnhcw sXcsªSp¡mhp¶XmWv. 

DZm : Ah\ht©cn F¶ Øew tImt¼mbnð \n¶pw 

sXcsªSp¯ncn¡p¶p. (Nn{Xw 14.6) Iot_mÀUnse 

apIfntebv¡pÅ Btcmbpw ( ↑ ) Xmtgbv¡pÅ Btcmbpw ( ↓ 

) D]tbmKn¨pw Hmtcm hnhc§Ä sXcsªSp¡mhp¶XmWv. 

 
Nn{Xw 6.5 tImt¼mt_mIvkv 

7 sN¡v 

t_mIvkv 

(Check 

Box) 

]«nIs¸Sp¯nbncn¡p¶ hnhc§fnð \nÀ±njvS  hnhc§Ä 

tcJs¸Sp¯nbn«ptïm Cñtbm F¶v ImWn¡p¶ 

kwhn[m\amWv sN¡v t_mIvkv. Hcp te_ent\msSm¸amWv  

sN¡v t_mIvkv km[mcW {]Xy£s¸SpI. sN¡v t_mIvknð 

Hcp {]mhiyw ¢n¡v sNbvXmð Hcp  ASbmfw sXfnbpw.  H¶p 

IqSn ¢n¡v sNbvXmð AXv amªpt]mIpw. aukp]tbmKn¨v 

¢n¡v sN¿p¶Xpt]mse Xs¶ Io t_mÀUnse kvt]kv _mÀ 

D]tbmKn¨pw sN¡v t_mIvkv {]hÀ¯n¸n¡mw. (Nn{Xw 6.5) 

 
Nn{Xw 6.6 sN¡vt_mIvkv 
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{Ia 

\¼À 
C\w hniZoIcWw 

(1) (2) (3) 

8 

 

{KnUv (Grid) km[mcW cPnÌdpIfnse \ncIfpw hcnIfpw t]mse 

I¼yq«dnð hnhc§Ä tcJs¸Sp¯m\pÅ \ncIfpw hcnIfpw 

e`n¡p¶ kwhn[m\amWv {KnUv. Hmtcm \ncbv¡pw tbmPn¨  

Xes¡«pIÄ tcJs¸Sp¯mhp¶XmWv (Nn{Xw 6.6) 

Nn{Xw 6.7 {KnUv 

9 tUäv ]n¡À 

(Date 

Picker) 

 IeïÀ cq]¯nð XobXn sXcsªSp¡m³ D]tbmKn¡p¶ 

kwhn[m\amWnXv. tImt¼m t_mIvknsâ heXp hi¯pÅ 

_«¬ ¢n¡v sNbvXmð Hcp sNdnb IeïÀ e`n¡pw. {]kvXpX 

Ieïdnð \n¶pw Bhiyamb XobXn sXcsªSp¡mw.  

Ieïdnsâ apIfnð Ccphi§fnepapff  _«WpIÄ 

{]hÀ¯n¸n¨v ap¼pffXpw XpSÀ¶pffXpamb XobXnIfpw 

sXcsªSp¡mhp¶XmWv. 

 
Nn{Xw 6.8 tUäv ]n¡À 

tUäv ]n¡dnð Iot_mÀUneqsS t\cn«pw XobXn 

tcJs¸Sp¯mhp¶XmWv.  

6 tdUntbm 

_«¬ 

X¶ncn¡p¶ hnhc§fnð \n¶v GsX¦nepw Hcp hnhcw am{Xw 

sXcsªSp¡m³ D]tbmKn¡p¶ kwhn[m\amWv tdUntbm 

_«¬ aukp]tbmKn¨v {]hÀ¯n¸n¡mw 

 
Nn{Xw 6.9 tdUntbm _«¬ 

DZmlcWw: Inside Local Body,   Outside Local Body 

F¶nhbnð inside  local body F¶v sXcsªSp¡mXncn¡m³ 

(Nn{Xw 6.9) 

11 UbtemKv 

t_mIvkv 

tkh\ B¹nt¡j³ tkm^vävshbÀ  D]tbmKn¡pt¼mÄ  

Nne \nÀt±i§Ä AS§nb sNdnb hn³tUmIÄ 

{]Xy£s¸Smdpïv. ChsbbmWvv UbtemKv t_mIvkpIÄ 

F¶p ]dbp¶Xv. 
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{Ia 

\¼À 
C\w hniZoIcWw 

(1) (2) (3) 

 
Nn{Xw 6.10 UbtemKv t_mIvkv 

 

12 kvt{ImÄ 

_mÀ 

Nne hn³tUmkv  I¬t{SmfpIfnse  hnhc§Ä apgph\pw Hcp 

kv{Io\nð {]ZÀin¸n¡m³ km[ns¨¶v hcnñ. 

C§s\bpfft¸mÄ kv{Io\nð ImWmhp¶ hnhc§Ä am{Xambn  

Nen¸n¨v apgph³ hnhc§fpw  ]cntim[n¡m³ klmbn¡p¶ 

I¬t{SmfmWv kvt{ImÄ_mÀ.  kvt{ImÄ _mÀ cïp  

Xc¯nemWpÅXv. apIfntem«pw  Xmtgm«pw Nen¸n¡m³ 

klmbn¡p¶ kvt{ImÄ _mdns\ shÀ«n¡ð kvt{ImÄ  

_msd¶pw (Vertical Scroll Bar) CSt¯m«pw het¯m«pw 

Nen¸n¡m³ klmbn¡p¶hsb tlmdntkmïð kvt{ImÄ 

_msd¶pw (Horizontal Scroll Bar)  ]dbmhp¶XmWv. 

 
Nn{Xw 6.11 kvt{ImÄ _mÀ 

 

 


