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Au×ûPÂo!Au×ûPÂo!Au×ûPÂo!Au×ûPÂo!Au×ûPÂo!

YQdLm. ‘There is nothing permanent except CHANGES’ GuTÕ TZùUô¯.

AÕúTôX, LÚîXjÕû\«u  tnspay, arrypay,    epayroll system G]

TpúYßØû\Lû[ TVuTÓj§ YkR Sôm C² ®ûW®p ¨WkRWUôL TVuTÓjR

CÚlTÕ IFHRMS Guß YZeLlTÓm Integrated Financial and Human Resources
Management System  BÏm.

Cj§hPj§]ôp Gu] TVu ?Cj§hPj§]ôp Gu] TVu ?Cj§hPj§]ôp Gu] TVu ?Cj§hPj§]ôp Gu] TVu ?Cj§hPj§]ôp Gu] TVu ?

JÚe¡ûQkR ¨§ Utßm U²RY[ úUXôiûUj §hPj§]ôp, CRtÏ

Øu× ¿iP çW AÛYXLeL°p CÚkÕ LÚîX AÛYXLeLÞdÏ

ÏßkRLhÓPu YkÕ úPôdLu úTôÓYRtùLuù\ ùNXYôÏm úSWm Utßm

Lô¡RlTVuTôÓ Es°hP ùTÚmTôXô] ®`VeLs R®odLlTÓYúRôÓ, G°V

Øû\«p ReLs AÛYXL Th¥VpLû[ online-p ùR°YôL Øû\«p Ïû\L°u±

NUol©dÏm Yônl× EÚYô¡\Õ.

CkR §hPjûR ùNVpTÓjR Ko AÛYXLj§tÏ Guù]u] úRûY?CkR §hPjûR ùNVpTÓjR Ko AÛYXLj§tÏ Guù]u] úRûY?CkR §hPjûR ùNVpTÓjR Ko AÛYXLj§tÏ Guù]u] úRûY?CkR §hPjûR ùNVpTÓjR Ko AÛYXLj§tÏ Guù]u] úRûY?CkR §hPjûR ùNVpTÓjR Ko AÛYXLj§tÏ Guù]u] úRûY?

CRtÏ Windows 7 version EPu á¥V CûQVR[ YN§, ©¬iPo,

Scanner Es°hPûY Cu±VûUVôRûY. úUÛm A§LUôL Gi¦dûL«p

T¦Vô[oLû[d ùLôiP AÛYXLUôL CÚkRôp JÚ L¦²ûV ©WjúVLUôL

CkRl T¦LÞdÏ TVuTÓjÕYÕ SpXÕ.  Hù]²p A§L files  L¦²«p

CÚkRôp JÚ £XúYû[L°p L¦² úYLUôL ùNVpTÓY§p RûP HtTPdáÓm.

R®W T¦Vô[oLs ×ûLlTPeLs, ùRôûXúT£ ©pLs, EB bills Utßm CRW

Th¥VpLÞdÏ Scan ùNnV úYi¥«ÚlTRôp Adobe Photoshop Software CÚkRôp

JPEG, PDF format p fileLû[ G°RôL T§úYt\m ùNnV CVÛm GuTRôp EeLs

L¦²«p AÕÜm CÚlTÕ SpXÕ. úUÛm ûLlúT£ ER®ÙPu ùNnYRôL

CÚkRôp CamScanner App CÚkRôÛm SpXÕ.

IFHRMS -u TôÕLôl× AmNeLs Guù]u]?-u TôÕLôl× AmNeLs Guù]u]?-u TôÕLôl× AmNeLs Guù]u]?-u TôÕLôl× AmNeLs Guù]u]?-u TôÕLôl× AmNeLs Guù]u]?

EeLs AÛYX L¦²«u IP address I TVuTÓj§ ARu URL Y¯VôL

UhÓúU ùNVpTÓYRôp, CRtÏ ØkûRV Y¯Øû\Ls úTôuß CpXeL°p

CÚkúRô, CRW AÛYXLeL°-ÚkúRô CûR CVdL Ø¥VôÕ. EeLs

AÛYXLj§tLô] Th¥VpLû[ AÛYXL ùRôûXúT£ GiúQôÓ ùRôPo×ûPV



URL Lú[ôÓ ùRôPo×ûPV L¦²«p UhÓúU TVuTÓjR CVÛm. úYß Y¯L°p

TVuTÓjR CVXôÕ. AkR YûL«p Cj§hPm ØÝûUVô] TôÕLôlTô]Õ.

IFHRMS -u T¥¨ûXLs Guù]u]?-u T¥¨ûXLs Guù]u]?-u T¥¨ûXLs Guù]u]?-u T¥¨ûXLs Guù]u]?-u T¥¨ûXLs Guù]u]?

êuß ̈ ûXL°p Cj§hPUô]Õ ùNVpTÓjRlTÓ¡\Õ.

1. Initiator  (ùNVpTÓjÕTYo ̈ ûX)

2. Verifier  (N¬TôolTYo ¨ûX)

3. Approver (AàU§V°lTYo ̈ ûX)

1. Initiator1. Initiator1. Initiator1. Initiator1. Initiator (ùNVpTÓjÕTYo ¨ûX - Th¥Vp)

EeL[Õ AÛYXLj§-ÚkÕ Initiator ¨ûXdÏ T¬kÕûWdLlThP STÚdÏ 11

CXdL Gi (user name) Utßm LPÜf ùNôp (password) YZeLlTÓm. AûR ùTßm

Initiator ¨ûX«p Es[ JÚYo EP]¥VôL AûR AYoLÞdÏ YN§VôL ¨ûX«p

Uôt±dùLôs[ úYiÓm.

JÚ Th¥VûX LôNôdL CY¬u ¨ûX Ød¡VUô]Õ. Hù]²p 90% T¦Ls

CYûWúV NôokÕs[Õ. ùTÚmTôÛm CYo JÚ AÛYXLj§u C[¨ûX

ER®Vô[WôLúYô, RhPfNWôLúYô ApXÕ ER®Vô[WôLúYô CÚlTôo. Th¥VpLû[

EÚYôdLúYô, Uôt\m ùNnVúYô ApXÕ A¯dLúYô CYWôp UhÓúU Ø¥Ùm.

Ïû\Yô] Gi¦dûL ùLôiP JÚ £X AÛYXLeL°p CY¬u T¦ CÚ

¨ûXL°Ûm AûUVXôm. (Initiator & Verifier) CkúSoÜL°p Verifier ̈ ûX CpXôUÛm

úTôLXôm.

Initiator EÚYôd¡V Th¥VpLû[, Jl×Rp A°lTYo (D.D.O) AàU§V°jR

©\Ï, LÚîXj§p AqYÛYXLjRôp AàlTlThP Th¥VpL°u ¨ûXûV CYo

¨ûX«p Sôm ùR¬kÕ ùLôs[Xôm. JÚúYû[ D.D.O. AàU§ UßjÕ Reject
ùNnRôp Aàl©]ôúXô ÁiÓm Verifier ¨ûXdÏ message Aàl©

Initiator ¨ûXdúL YkÕ úNÚm.

DDO template CûQl©u ØLl× TÏ§ Cß§«p user manual click ùNnRôp
YÚm CWiPôYÕ ̈ ûX«p Finance Gu\ ùRôÏl©p YÚm G°V ®[dLlTPeLs

ER®ÙPàm, UôYhPd LÚîXjRôp YZeLlThP Hands-on T«t£ Y¯VôLÜm AYo

CûR Øû\VôL ûLVô[Xôm. Initiator (Bills) CûQl©p HRMS TÏ§ CPmùT\ôÕ.



InitiatorInitiatorInitiatorInitiatorInitiator (ùNVpTÓjÕTYo ¨ûX - ¨oYôLm)

CYÚm JÚ AÛYXLj§p C[¨ûX ER®Vô[WôLúYô, RhPfNWôLúYô ApXÕ

ER®Vô[WôLúYô CÚlTôo. T¦Vô[oL°u TQlT§úYÓ ùRôPoTô] ERôWQUôL

Dh¥V ®Ól× JlT°l×, CRW ®Ól× JlT°l×Ls, F§V EVoÜ, F§V EVoÜ

ùRôPoTô] úSoÜL°p CY¬u Jl×R-u± GkRùYôÚ T¦LÞm  ùNnV CVXôÕ.

Ïû\Yô] Gi¦dûL ùLôiP JÚ £X AÛYXLeL°p CY¬u T¦ CÚ

¨ûXL°Ûm AûUVXôm. (Both Initiator and Verifier)

®[dLlTPm-1 -p á±VYôß CûQl©p HRMS (Human Resources Manage-
ment System) Gu\ ùRôÏl©p YÚm G°V ®[dLlTPeLs ER®ÙPàm, UôYhP

LÚîXjRôp YZeLlThP Hands-on T«t£ Y¯VôLÜm AYo CûR Øû\VôL

ûLVô[Xôm. Initiator (Estt) CûQl©p Finance TÏ§ CPmùT\ôÕ.

2.2.2.2.2.     VVVVVeriferiferiferiferifier ier ier ier ier (úUtTôoûYVô[¬u ¨ûX)

CYo ùTÚmTôÛm AqYÛYXLj§u LiLô¦lTô[o ¨ûX«p CÚlTôo.

Initiator Aàl×m Th¥VpLû[ BnÜ ùNnÕ N¬TôolT§p CY¬u TeÏ Ød¡VUô]Õ.

CYWÕ TÏ§«p GkR Initiator Yô«XôL YWlùTtßs[Õ Gu\ Ï±l× CPm ùTßm.

ùTÚmTôXô] AÛYXLeL°p CYo Estt, Bills CWiûPÙm úUtTôoûY ùNnTYWôL

CÚlTôo. AjRûLV ¨ûX«p CYWÕ CûQl©p Finance, HRMS TÏ§Ls CPm

ùTßm. UôYhP A[®Xô] ùT¬V AÛYXLeL°p R²jR² Verifier CÚdLXôm.

AjRûLV ̈ ûX«p Finance, HRMS B¡V] R²jR²úV AûUÙm.

3.3.3.3.3.     AAAAApprpprpprpprpprooooovvvvver er er er er (Jl×Rp A°lTYo ¨ûX)

CYo AqYÛYXLj§u TQm ùTtßm YZeÏm AÛYXo (Drawing and Dis-
bursing Officer - DDO) BYôo. LiLô¦lTô[o Aàl×m Aû]jûRÙm BnÜ ùNnÕ

N¬TôojÕ HtT°lTôo. CYo R]dÏ YZeLlThP Digital sign APe¡V pen drive
Y¯VôL login ùNnÕ R]dÏ YkÕs[ Th¥VpLs Utßm T¦lT§úYÓ NôoTô]

T§ÜLû[ Approve or Reject  ùNnYôo.  Approve YZeÏm CYWÕ User Name &
password B]Õ Sôm Ye¡LÞdÏ TVuTÓjÕm ATM Pin úTôu\Õ. AR]ôp  AYo

CûR Øû\VôL TVuTÓjÕYÕ SXm TVdÏm. Hù]²p DDO level p Approval
YZe¡]ôp Th¥Vp LÚîXjRôp ùT\lThÓ, ¬Noq Ye¡ Yô«XôL Auú\ô, Uß

Sôú[ô LôNôddLlThÓ®Óm. CYWÕ TÏ§«p GkR Initiator Yô«XôL YWlùTt\Õ

Utßm AûR Verifier ùNnR TV]ô[o Tt±V Ï±l×m CPm ùTßm GuTÕ

Ï±l©PjRdLÕ.



RtúTôûRV epayroll-p Acccount Level, DDO Level p R²jR² LPÜfùNôtLs

SûPØû\«p CÚkRôÛm, JÚ £X AÛYXLeL°p ‘A’ level password Utßm ‘D’
level passwordI JÚYúW áP ûYj§ÚkRôÛm RtúTôûRV E Payroll-p Th¥Vp
LôNôdL ùNpÛm úTôÕ Hard copy, Soft Copy, TNTC-70 G] êuß ¨ûXL°p

LÚîXLj§tÏ YZeÏYRôp DDO-u LY]j§tÏ YkR©\úL Th¥Vp LôNôdLlTÓm.

B]ôp A±ØLlTÓjRlTÓm ×§V Øû\«p AYWYo ¨ûXL°p Es[×§V Øû\«p AYWYo ¨ûXL°p Es[×§V Øû\«p AYWYo ¨ûXL°p Es[×§V Øû\«p AYWYo ¨ûXL°p Es[×§V Øû\«p AYWYo ¨ûXL°p Es[

LPÜfùNôtLû[ Tj§WlTÓj§ ûYdLúYi¥VÕ A¥lTûP LPûU.  JÚúYû[LPÜfùNôtLû[ Tj§WlTÓj§ ûYdLúYi¥VÕ A¥lTûP LPûU.  JÚúYû[LPÜfùNôtLû[ Tj§WlTÓj§ ûYdLúYi¥VÕ A¥lTûP LPûU.  JÚúYû[LPÜfùNôtLû[ Tj§WlTÓj§ ûYdLúYi¥VÕ A¥lTûP LPûU.  JÚúYû[LPÜfùNôtLû[ Tj§WlTÓj§ ûYdLúYi¥VÕ A¥lTûP LPûU.  JÚúYû[

úUtLôÔm AYWYo LPÜfùNôpûX Cuù]ôÚYo TVuTÓjÕm SûPØû\úUtLôÔm AYWYo LPÜfùNôpûX Cuù]ôÚYo TVuTÓjÕm SûPØû\úUtLôÔm AYWYo LPÜfùNôpûX Cuù]ôÚYo TVuTÓjÕm SûPØû\úUtLôÔm AYWYo LPÜfùNôpûX Cuù]ôÚYo TVuTÓjÕm SûPØû\úUtLôÔm AYWYo LPÜfùNôpûX Cuù]ôÚYo TVuTÓjÕm SûPØû\

ùRôPokRôp, AÕ TôRLUô] ®û[ÜLû[ HtTÓjÕm.ùRôPokRôp, AÕ TôRLUô] ®û[ÜLû[ HtTÓjÕm.ùRôPokRôp, AÕ TôRLUô] ®û[ÜLû[ HtTÓjÕm.ùRôPokRôp, AÕ TôRLUô] ®û[ÜLû[ HtTÓjÕm.ùRôPokRôp, AÕ TôRLUô] ®û[ÜLû[ HtTÓjÕm. RY±]ôp HtTÓm

TQT¬Uôt\j§tÏ ̈ fNVm NmTkRlThP 3 ̈ ûX AÛYXoLÞm ùTôßl× GuTûR

EQokÕ ùNVpTPúYiÓm. G]úY CkR §hPj§p TVuTÓjÕúYôo LôXj§túLt\

L¦² A±ûY Y[ojÕd ùLôsYúRôÓ LPÜfùNôpûX ©\ÚdÏ T¬UôßYûR

A\úY R®odL úYiÓm.

Pay bill RVô¬lTÕ GlT¥ ? ? ? ? ?

Sôm HtL]úY DDO Template ùLôÓjR ®TWeLs AlT¥úV IFHRMS-p
update B¡®Óm GuTRôp Sôm YZdLUôL webpay ùLôÓlTÕ úTôp Bill Code-
dÏl T§XôL Bill Group Gu\ úRoÜ ùNnRôp úTôÕUô]Õ.

HOW TO RUN A SALARY BILL

Home→ Finance→Pay Roll → Process Pay Roll → DDO Code→Period → Pay Bill
Group →Search→Select All employees→ Process Regular Run → Runtype → Regular
Salary → Submit → →Monitor Request Status→Wait until status completed (Press
Refresh button) →Status Completed →View output (Salary detail)

Generate Bill → Regular Salary Bill → DDO Code →Period Name → Period Start Date
→ Period End Date → Bill Type→ Pay Bill Group →Generate bill →Monitor Request
Status→Wait until status completed (Press Refresh button) → View Output→Copy Bill
No



Bills→Copy Bill No→ GO → Check Details→Print →Forward to Verifier (3 level
process)

HOW TO RUN A NON SALARY BILL (LIKE GPF)

Home→HRMS→Advances →Search Employee →Click action button   in the
grid displayed →Click       create button →Enter details→Advance with type (Fill
details) →Review →Add attachment if available (like GPF slip) →Forward → 3
level process

Home→ Finance→Pay Roll→Generate Bill → Non Salary Bill→Fill
details→Generate bill→Monitor Request Status→View Output→Outline Bill and
bill number→Copy bill number.

Bills→Copy Bill No→ GO → Check Details→Print →Forward to Verifier (3 level
process)

HOW TO RUN A CONTINGENCY BILL

Home→ Finance →  Bill→ Create Bill → Expense Type (Fill All details) Bill Line
Audit point   Beneficiary Attachment → Save
(Bill No)→Forward→ (3 level Process)

HOW TO RUN A FESTIVAL ADVANCE

Home→ Human Resource→Advance →Other Advance Application →Festival
Advance→Search Employee→Action→Create→Fill details→Review→Add
Attachment→Submit (3 level process)

FOR ANY ENTRY IN THE APPLICATION BELOWSAID FLOW APPLICABLE
FOR ALL ENTRIES

Select the process flow in the application in HRMS

Home→HRMS→Select the desired entry → search employee using the search
option →Click [GO] → Based on the search criteria employee will list as a grid →
Click action button  Click         Create button → Data Entry form for the
corresponding option will appear → Enter details → Click Review → Add attachment
if available → Forward to next level → (3 level process)



×§V ¨VU]m ùTt\YoLÞdÏ C.P.S. Gi ùTßYÕ ?

31.03.2018dÏ ©\Ï T¦¨VU]m ùTt\YoLs Contributed Pension Scheme -
p CûQYÕ AY£Vm. G]úY AkR GiûQlùT\  http://cps.tn.gov.in/dÏ ùNuß

A§p Es[ T¥YjûR Download ùNnL  AlúTôÕ 4 TdLeLs ùLôiP PDF file
download  BÏm. AûR éoj§ ùNnÕ, Õû\ AÛYXo JlTm ùTtß úUtT¥ 3

TdLeLû[ vúLu ùNnÕ AûR 300KBdÏs ªLôUp JúWTdLUôL ùLôiÓ

YkÕ AûR CPS website p ùNuß S1form Register TdLj§p ùNuß T§úYt\Üm.

úRûYlThPôp LÚîX AÛYXoLs Utßm Õû\ SiToLû[ ùRôPo× ùLôsL.

CkR T¥Yj§u Ød¡VjÕYm ùR¬VôR Private Internet Centre Lû[ R®olTÕ

SXm. Forward to DC ùLôÓjRÜPu K¬Ú SôhL°p 7000xxxxxxx /Dept Suffix EPu

Allott ùNnVlTÓm. CûR Allotted listp ùT\Xôm.

31.03.2018dÏl ©\Ï T¦UôßRp ùTt\YoLÞdÏ NmTkRlThP D.D.O’s ùNnV úYi¥VÕ

31.03.2018-dÏl T¦UôßRp ùTt\YoL°u ®TWeLs Øu]úW AYoLs

T¦×¬kR AÛYXLj§p T§úYt\m ùNnVlThÓ®hPRôp ©uYÚm T¥Yj§p

NmTkRlThP LÚîXm, UôYhP LÚîXm Utßm WIPRO AÛYXLeLÞdÏ request
ªu]gNp NmTkRlThP DDO u Ae¸L¬dLlThP ªu]gNp Y¯VôL

AàlTlTPúYiÓm.

31.03.2018 dÏl Øu]úW T§Ü ùNnÕm DDO template-p YWôUp CÚkRôp Gu] ùNnV

úYiÓm?

JÚ £X AÛYXLeL°p LôXØû\/£\l×Øû\ F§Vj§p T¦¨VU]m

ùTt\YoLÞdÏ RtLô-L  CPS ùT\lTh¥ÚkÕ, AÕ Ï±jR ®TWeLs DDO
template p ®ÓTh¥ÚdLXôm. AjRûLúVôo AÕ Ï±jR ®TWeLû[ NmTkRlThP

LÚîXm, UôYhP LÚîXm Utßm WIPRO (tad.helpdesk@wipro.com) AÛYXLj§tÏ

request  ªu]gNp, NmTkRlThP DDO u Ae¸L¬dLlThP ªu]gNp Y¯VôL

AàlTlTPúYiÓm



DDO template-p Final submit ùLôÓjR©u ®TWeL°p §ÚjRm ùNn§P Gu] úYiÓm ?

CkR úLs® EeL°.Pm CÚkÕ YWôUp CÚlTÕ SpXÕ. Hù]²p Ød¡VUô]

CkRlT¦Vô]Õ ¿eLs YZeÏm D.D.O.Template uT¥ ùT\lThPÕ Gu\ A¥lTûPûV

¿eLs ×¬kÕ ùLôs[úYiÓm. AR]ôp C§p §ÚjReLs ùNnYÕ GuTÕ EeLÞdÏ

ùLôÓdLlThP T¦ûV N¬YWùNnV®pûX GuTûRd Lôh¥®Óm. CÚl©àm A§p

§ÚjRm ùNn§P NmTkRlThP D.D.O. u ®[dLjÕPu NmTkRlThP LÚîXm, UôYhP

LÚîXm Utßm WIPRO (tad.helpdesk@wipro.com) AÛYXLj§tÏ request  ªu]gNp,

NmTkRlThP DDO u Ae¸L¬dLlThP ªu]gNp Y¯VôL AàlTlTPúYiÓm

Ï±l× : TV]ô[oLs £\kRØû\«p TVuùT\úYiÓm Gu\

JúW úSôdLj§tLôL UhÓúU CdûLúVÓ ùY°«PlThÓs[Õ.

¨§ NôokR ®`VeLs CPm ùTßYRôp TV]oLs ØÝYÕm CRu

TVuTôhûP ØÝYÕUôL ùNnØû\ ®[dLeLû[ A±kR ©u]úW

ùNVpTÓYÕ SXUôL AûUÙm   áÓRp T«t£dÏ UôYhP LÚîX

AÛYXLjûR ùRôPo× ùLôs[Üm. Cf£tú\h¥tÏ úTôÕUô]

RLYpLû[ A°jÕ ER®V UôYhP LÚîXj Õû\ SiToLs,

WIPRO T¦Vô[oLs Aû]YÚdÏm ùSgNôokR Su±.

Compiled and Designed by :

Suresh, S., Assistant. Dept. of Seed Certification
(Under Agri dept) Kanyakumari

@ Nagercoil. Mob : 9487579384


