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1. PVA Software interface

1.1 Scope

The scopes of the proposed application in terms of functionalities are as below:

Processing of pensioner details entry as per PPO register authorized by the Pension Section.
Maintaining and Updating the Pensioner Master and Ledgers.

Maintaining and updating the DA rate masters on a regular basis.

Maintaining and updating of PDA (Pension Disbursing Authority) Details on a regular Basis.
Generating Monthly Pension Statement before starting Audit Process.

Inputting Scroll details Summary of a particular CPPC or HPO before starting Auditing

Auditing of Vouchers received as scrolls from PDAs either by soft copy format (e-Scrolls) or by Hard copy
format.

Raising Objections if any irregular payments made by the PDAs.

Correspondences with PDAs about irregular payments and get clarifications

Enter the reply received for an objection from the PDA, update the status as Closed/Pending

Taking reports based on the Scroll Month wise or Pension Month wise and tallying with Scroll details
received from PDAs.

1.2 System Requirements

1.2.1 Hardware Requirements (Minimum Configuration required to run the Application)

Description

Server

Intel Xeon X430 Quad Core Processor 2.4 Ghz. Processor, MB L3 cache Memory Or Better Intel
3400 series or equivalent OEM Motherboard, 4GB RAM (Minimum), 500 GB Hard disk, 17”
Monitor, DVD Writer, Key board, Optical Scroll Mouse, with Licensed Windows 2008 Server
pre-loaded.

Client

Intel Pentium-4 Core2 Duo 2.6 GHz Processor, Intel Original Mother Board DG31P, 1GB RAM
(Minimum), 250 GB Hard disk, 17” Monitor, DVD Writer (Optional), Key board, Optical Scroll
Mouse, with Licensed Windows XP/Windows-7 pre-loaded.

Backup Facility DVD-R disks/External Hard drive for Disasters Management Backup facility

Printer HP Laser Jet printer (Optional)
LAN Local Area Connection from Server to Client i.e 1 Server + 4 Client systems.
Internet Broad band connection with 512 KBPS to the Server & Clients

1.2.2 Software Requirement

Item Description Qty
Server: e Windows 2003 / 2008 Server (Installed on Server) 1 Pack
e MS SQL Server 2008 1 Pack
e Anti Virus software (Server edition) 1 Pack
Client: e Windows XP Professional Service Pack 2 (Minimum) Multi User

e Compatible to Windows Vista, Windows-7
e MS Office 2003 or above Multi User

e Anti Virus software Multi User
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1.3 The Pension Audit Interface

The Pension Audit interface makes use of the following design elements to increase usability and help the user
work easily with the system:

With Cyan coloured fields indicates a mandatory field. It is recommended to fill up all the data. However if the
data is not available, you can leave it blank.

Grey indicates display-only fields or Read only Fields. You cannot enter data in these fields. Such fields will be
populated by the application.

The flow of navigation of fields on the screen is from left to right. You can move to the next field by pressing
<Tab>. You can also use the mouse to navigate to a particular field.

There is an option to Delete certain master Records. But before deleting make sure that the Deleting is
appropriate or not. Once any records deleted, it will delete all its historical data which is dependent on that

particular record. So it is advised to contact the administrator before deleting any records.

1.4 Logging into the Pension Audit application

To Login into the application, do the following:

e  Click on the Pension Audit shortcut icon on the Desktop. The Login Screen appears.

e Enter the User Name and Password provided by the system administrator. (Ref. Fig-1)

User name: | |

Password:

- |

Fig-1: Login screen

e  (Click on OK button, will login to the Pension Audit Application.
e Based on the User Login, the Menu names will be Enabled / Disabled.

e The User privileges are set by the Admin or Super user in the User Master screen.
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1.5 PVA Dash Board
On successful Logging into the Application, the General Navigation screen will open to select an appropriate Menu

Names. The menus are arranged in its sequence of operation and the frequency of usage.

New Pension Audit

Bank PO Details
‘ﬁ Bank Master

(%) cppC Branch Master
[#) cPpC Branch Setting
;3] Bank Branch Master
.:.sj Paying Bank Master
%) Post Office Master
(%] HPO Master

(%) sPo Master

Masters

Bank PO Details

Pensioner Details

Auditing

Objection Reports

Audit Reports

PO Reports

Utilities

Admin

Exit

I 10-Aug-2013

[ H User : admin 11:32:38

Status

Fig-2: Pension Audit Main Screen (Dash Board)

e The Main Menus are displayed at the Lower left corner of the of the screen and

e The subsequent Sub Menus will be displayed just above the Main Menus.

e  Clicking on the Sub Menus will open the respective Screens.
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1.5.1 General Navigation

A screen when clicked will open in search mode. When the screen is in this mode, you can directly enter a search
criterion and perform a query. (Refer Fig 1). If no criterion is given, system will display all records by default.

Set Filter Enter Search

Conditions

Column

Value

Chooser

Pensioner O&lvils

Title Pensioner Mame ame of the Benificiary PPO No. Pensioner Code | Pension Type

(| (m] =] =] [

1 Sri. ERHAM DASS ERHAM DASS HPT/DOT -85 PEN/Z010/PC- 17052010100001  Superannuation 4
421/PPO-421 Pension

2 Sri. VIJAY EUMAR GALTAM YWIJAY KUMAR GALITAM CCAIPE/PEN/IDAIPPO-6712 17032010100002  Superannuation E
Pension

3 Sk JAGAT RAM LACHHMI DEYI HPT/DOT)1-690/FPEN201 1 JFPC- 17022011200004  Family Pension F

140{FPPO-140

4 Sri. PREM SIMiGH FREM SINGH HPT/DOTi1-547PEN/10/PC-419/PPO-  17022010100005  Superannuation 4

419 Pension

5 L AR e ] per annuation

] Sk HARI DAsSS HARI DASS HPT/DOT1-565/PEN/10/PC-434/PPO- 17042010100007  Superannuation 4
434 Pension
7 Mrs., SAMNIOGATA DEVI SANIOGATA DEVI HPT/DOTi1-571 [PEN/Z010/PC- 17052010100008  Superannuation 4
439/PPO-439 Pension
g Sri. SOM RAD SoM RAD HPT/DOTi1-721 JPEM/PC-556/PPO-556  17092011100009  Superannuation E
Pension
qQ S RAMFSH CHARD MFFRA DFYT MT ORI -37(F . PRMIM. D (FPC- 1FNSANM1 2NN01N. | Fanily Pensinn F !
< >
Willage & PO, Magroka Surian, Tehsil Original Commuted | Reduced Medical Pension Commutati
-Jawuali, Distt -Kangra, H.P. & Pension Portion Pension | Allowance |Commuted DA TYPE CPC Type on Amt. IFtEg
o S N N =
z2 11645 4655 5957 0] 1576 ICA akh CPC 146015 r
< >
Generate Pensioner EnﬁQ ” Export to Excel l I\\A@:I ]’ Modify l[ Print " Close ]
N\ \

Fig-3: Master Screen for Ad ify/View/Search

Address
Display Area

Pensioner
Pension Details

e The Master screen will display all the records available in the Database pertaining to the selected Menu.

e Inthe grid only minimum and important information will be displayed in a column wise order.

e  For all practical purposes like to Add New Record, to Modify Existing Record and To Print a record, you need to use
this screen.
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1.5.2 To Add New Record

To add new records click on Add button on the Master Screen (Ref Fig-3, Page 10). Based on the Main Menu / Sub

Menu selection will open the corresponding new screen to enter New record or Modify the existing records or

View the records without changes.

Regular Pensioner Details _.

Regular Pensioner Details

Pensioner Details | Pension Details | Nominee Details | Family Pension Details PensionThrough Ledger Card

Personal Details

Title of Respect:  * D Gender: Class OF Pension; ™ | Superannuation b | vilage & P.O. Magrota
Surian, Tehsil -1awali, Distt -

Pensioner Mame: * |HRRBAN5 SINGH | Diate of Birth: # | 21-Mar-1950 v address: k.angra, H.F.

PP Ma.: * |9-1527/TN:/2003| | Mobile Mo, : l:l

Pensioner Code: *|17l]42l]1l]1l]l]l]l]5 |[generateCode] Res.Phone Mao.: l:l E-mail ID: |

Service Details

Date of Entry: D Type: * | DA Designation: | Sr TR hd |D Unit Address:

Retirement Date: * | 30-Mar-2010  w Group: ¥ Uit Narne: |GMTDJ JAMMU VlD
PPO w.e.f. | 3 -Mar-2010 Pay Thru: # | Bank | Division Mame: | GMTD, JAMMU W |D

Pay Scale Details

Last Pay Drawn: l:l Total Service: I:I

Cld Pay Scale: | 7800-225-11175
Mew Pay Scale: | 14900-27550 t Basic Drawn: |:| Qualifying Service: I:I

Remarks:

Master Form

Transfer In Details

Transfer Status: [ Transfer In - Transfer From Date: l:l

TransFer From Circle:| |

Open Button Active

[ ceased

o N B

Fig-4

e C(Clicking |[:] on this button will open the corresponding Master Form
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1.5.3 Standard Buttons

The tool bar icons help you perform the following functions when you click on them.

Button/Icon Purpose

e Add To Add New Record

e Save To Save a New Record

e Modify To Edit the Exiting Record

e Update To Save the Modified Record

e Delete To Delete the record. Deleting the record will delete the entire dependent
historical data.

e Print To Print the document or consolidated report.

e Cancel To Cancel the operation and return to the normal mode
To Remove the entry from the list which has been added to the Grid before Saving.

e Remove After saving the record, you need to use Delete button for deleting the record,
provided the Delete option is provided to that record.

o Close To Close the Working screen

o View To View the selected record in a Read only mode

[:] To open Master Screen where ever the Drop down text box control is there.

1.6 Common Controls

The Pension Audit application interface is highly standardized and most tasks like adding records, modifying

records, performing searches are common throughout the application, with changes only in module specific terms.

Though the detailed methods and procedures are laid down in subsequent sections, the following is a list of

generic procedures.

To create New records

Click on Add button on the Buttons panel at the bottom of the screen
Enter/Select the Data.
Click on Save button on the Buttons panel to save the record.

To perform Search

Click on Screen Name / Menu Name on the left hand side panel. Search screen will open (Ref. Fig-3).
Enter the search criteria i.e. the values for which you want the required records into the appropriate
column, below the column heading. The results will be shown in the grid itself. You can scroll Down
or Up or Horizontally Left and Right if necessary.

To Modify a record

Click on the appropriate Menu Name on the left hand side panel. Search screen will open (Ref. Fig-
3).

Enter the search criteria i.e. the values for which you would like to search.

Click on Modify button, will load the details into the master details screen for modifications.

Change the relevant Details and click on Update Button (If applicable)

Click on Save Button on buttons panel at the Bottom of the screen.

-10-
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1.6.1 To Search Records from the Grid

Field/column
Chooser

Pension Conversion

Pension Cop on

Title Pensioner Name Pension Type PPO No. Pensioner Code PPO wel

E = O] HARL RAM ol = ol
1 i, HARI RAM HPT/DOT/1-670/PEPC 1708201100333 a0 /2011 Banl
2 Sri. HARI TAC-1fHR/PEN/DOT-CELL/P

17200606101120

3 i HARI RAM

9-1154/TAC/D 07/01/2006 Past

4 HAR RAM TAITOM|SMLPENJPPO-11jPC-1 4061996101267 | g7i01 1996 Barl
5 5 HARI RAM SHARMA TAC/HPJPENPC-116/PPO-116 1719940101586 210171994 Barl
6 Sti. HARI RAM CCA[PBJPEN{PPO-7659 17201206101804 71012012 Post
7 Sti. ART RAM HPTJDOT/1-859 /PEMPC-665/PPO-665 1720121102037 131012012 Barl
Clear Filter Set Filter Enter
Criteria conditions Search/Filter
Criteria

£ | ?
Vmage - Fas_te, P.O._-Bara, Tehsil - ‘E’ l]rigi|_13| Eomm_uted Redu!:ed Pension Medical |Commutati Commutatio  Restoration D:\
fadaun, Distt. Hamirpur, H.P. Pension Portion Pension |Commuted Allowance | on Amt. n Date Date

1

2 12965 5194 7791 2409 o 236873 geopoin osiofozs DDA

< | b4

[Conversiun J[ Print ][ Close

Fig-5: Record Searching from Grid

Field Chooser EI To choose the column names to be displayed in the grid can be

[+ BankMame S selected from this Field Chooser option.

[~ BankBranchiD

v  BanklD e  Click on the Tick box to show the column name in the grid.
v  BranchAddress e Uncheck the Tick Box to hide the column name.

v BranchHName
¥ BSRH_Code
v ContactPerson

v  District i
v  DistrictId

[+  Email Id

[+ Fax MNo

W IFSC Code

L RAITEY oA

£
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[ow o [ o |

| # | BankiD Bank Name Branch Name Branch Address  IFSCCode = MICRCode District  Distric "‘
(@ ] | g nm ]
Starts with ‘
1 Central Bank of lnﬁg Contains o B
[AlEnds with : 3 ALLAG211103 600010007  Chennai 1 ‘
2 e |7 Does not start with Chernai ) ‘
3 allahabad Bank  |{W!Does not contain
p : Chennai 1
[Z] Does not end with 3RD MAIN ROAD, ..
4 1 Allshabad Bank +—eDoss not metch i 1
- | Mot Like | ARMENIAN STREE, Set Filter
Clear Filter s T RST MAIN ROAL o .
. JAWAHARNS b condition Options

conditions

Fig-6: Search Row condition setting

e To Clear the filter conditions click on this button on left most on the Row. ‘

e To Set the Filter Conditions Click on this button on left side of the Column.
This will show the drop down list to select as shown below figure.

Select the Search criteria as Starts with, Containing, Ends with, Equals etc.
Then enter the Search value. It automatically displays the searched values
in the Grid.

You can also enter multiple search conditions in the criteria row.

e Branch Name Branch Address IFSC Cod

@ =
L

ok
ndi [m] Contains

LA Ends with _ 19, PADMANABHA... ALLAOZL110
Dioes not skark with
[} Does nok conkain AYALAKSHMIPURA...  ALLADZ1190

Does not end with
=2 Dines not match
Mot Like

AN AHAD RS AL THFE 12 FTDST RAATRL DA ALl an?inzTs

JRD MAIN ROAD, ... - ALLAODZ1104

ARMENMIAM STREE... @ ALLAODZ1040

<
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2. Module Description

2.1 Module wise Menu Description

Masters

Pension Class Master

Allows to enter the Pension Class like Superannuation, Voluntary Retirement,
Compulsory Retirement, Military Pension, Pro-Rata Pension, etc.

CDA Rate Master

Allows to enter CDA Rates with effective from Date

IDA Rate Master

Allows to enter IDA Rates with effective from Date along with Executive DA Rates.

CDA Pay Scale

Allows to enter CDA Pay scales along with Post/Grade, 5th CPC Pay scale, Pay Band,
6th CPC Pay Scale, Grade Pay etc.

IDA Pay Scale

Allows to enter IDA Pay scales along with Post/Grade, Pre Revised, Revised Pay
scales etc.

Designation Master

Allows to enter Designations which are commonly exist.

Division Master

Sets the Division names with Address.

Office /SSA Unit Master

Sets the Unit Name where the pensioner is actually worked.

Salutation/

Title of Respect Master

Enter the Title of respect as a master data.

Relation Master

Enter the Relationship names as master data

District Master

Enter all the Districts in a particular sate along with State names

State Master

Enter all the State names across India as a Master.

Objection Master

Enter the Objection type as a master which will be used in Auditing regularly

Bank/PO Master

Bank Master

Store all Nationalized Bank Names across India.

CPPC Branch Master

Allows to create the CPPC Branch names

CPPC Branch Setting

Will Set the CPPCs Geographical jurisdiction for an individual CCA Offices based on
District wise.

Bank Branch Master

Store the Branch Names of the Banks across India. Also it will map automatically
with CPPC names which is set in the Previous Screen.

Paying Bank Master

Sets the Paying Bank Names from Branch Names entered in the Bank Branch
Master along with CPPC Names

Post Office Master

Stores the Post Office Names for a State.

HPO Master

Allow to Set the HPO names out of all the Post offices entered in the Post Office
Master

SPO Master

Allow to set Sub Post offices out of all the Post offices entered in the Post office
Master along with Head post office names allotting to it.
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Pensioner Details

Pensioner Details Entry

This screen is to Add New Pensioner details and Modify the existing records and
Print the existing records.

Upload Pensioner Details

Facilitates the users to upload the data entered in Excel in a customized manner. It
will allow the users to select the Excel Sheet name, Database Server Name,
Database Name and Table in which the data is stored. all these details are fed in
and upload the data.

Pension Conversion

Allows the user to Convert the Pension from Superannuation to Family Pension by
entering a “Date of Death” of the Pensioner.

Pension Transfers

Allows to transfer the PPOs from one PDA to another PDA like Bank to Bank, Bank
to Post Office, Post Office to Post Office, Post Office to Bank within the Circle. If the
PPO is transferred to other Circle, then you need to select the “Other Circle
Transfers”. At this condition the Pensioner Code which is generated by the

originating office will remain as it is.

Ceased Pensioner List

Facilitates to see the pensioner details which are Ceased due to no next claimants
or Transferred to Other CCA Circles.

Transfer In Report

Will give a detailed report of how many pensioners are Transferred to this circle for
this Financial Year.

Transfer Out Report

Will give a detailed report of how many pensioners are Transferred to this circle for
this Financial Year.

CPPC Wise Pensioner Report

This report will show the details of the pensioners in a particular CPPC.

Pensioner Bank PO Report

Will give a comprehensive information about how many pensioners exist in Bank
and How many in Post Office. Also it will give a list of Pensioner for whom the Bank
and Post office is not set. Which will be shown as Blank.

Auditing

Monthly Pension Statement

Monthly Pension Statement (MPS) is a generation of Due Statement for a
particular month. Before Auditing it is necessary to generate this statement. This
statement can also be used for a Budgeting purpose.

MPS Status

This report will show the details for which month the MPS is generated and how
much money to be disbursed for that month. This report is for a whole Financial
Year.

Scroll Details Entry

The paid vouchers list will be received from the CPPC/HO is called as Scroll. The
details like CPPC Branch Name, Scroll No. Scroll Month, Scroll Year, Total No. of
Vouchers paid in that scroll and Total Amount Paid, all these details will be written
in @ summary sheet attached with the scroll. This data should be entered before
starting the Audit process. The same scroll details should be used by the Audit
Staff and do the Detailed Auditing.
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General Audit

General Audit Form will allow to Audit the Scrolls received from the PDA on
monthly basis. The user can also Audit for different months in the same Scroll
month and Post it as Breakup posting option. If any discrepancy found while
auditing there is a possibility to enter the Objections and the same objections can
be sent to PDAs and get the feedback from them. After getting a feedback the
same can be entered as Objection reply form.

E-Scroll Audit

E-Scroll Audit is an uploading of Scrolls received from the CPPC or HPOs, which will
post the Drawn amount and other transaction details to the appropriate fields and
do the Audit process Electronically. After this we can take a statement of Short and
Excess payment list and Audit the discrepancy cases again and see why the
difference is coming. This will reduce lot of effort from manual auditing for all the
cases which are paid correctly.

Suspense Audit

Suspense Audit screen will facilitates to Audit the Pensioner details not found in
the Database and in case of any scrolls received from the other departments
which, needs to be accounted in the same scroll amount.

Suspense Audit Reply

For any suspense Audits raised, it is considered as an Objection. Until the corrective
action taken, the status will be under Pending. Hence it is necessary to take the
appropriate action and close this Suspense Audit. To facilitate the entry of reason,
this screen is helpful.

Objection Reply

For any objections raised, the PDAs should give explanation and take corrective
action. This screen will facilitate to enter the explanation from the PDAs, and
update the status as Closed or Pending.

Objection Reports

Bank Objection Report

Gives list of Objections raised for a particular CPPC in consolidated format and also
there is a provision to select the Annexure or a calculation sheet along with
Covering letter automatically generated, addressing to the Chef General Manager,
CPPC Branch, with Address.

Post Office Objection Report

Gives list of Objections raised for a particular HPO in consolidated format and also
there is a provision to select the Annexure or a calculation sheet along with
Covering letter automatically generated, addressing to the Head Post Master, HPO,
with Address.

Scroll Wise Objection Status
Report

Gives a list of Objections raised for a particular Scroll Wise along with Pension
Month and Pension Year and Status wise.

Audit Reports

General Audit Reports

This report will facilitates to take the user wise reports after auditing process. Here
we can take Bank Audit wise, Post Office Audit wise, User wise with Between dates
of Audit. Also we can select the Particular Focal Bank wise or HPO wise. A different
combination of reports are available in this section.

Suspense Audit Report

Listing all the vouchers Audited under Suspense category and allows to take report
of each or consolidated list.

Excess and Short Payment
List

This Report will give comprehensive information about the Excess and Short
payment made by the PDAs pointed out while auditing.
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Monthly Audit/Un-Audit
Report

This Report will give comprehensive information about how many cases have been
Audited and How many are un-audited based on Bank and Post Office and All
records for comprehensive report.

Consolidated Audit/Un-Audit

Report

This report will give information about Consolidated list of Pensioners whose
Payment is made or not can be viewed for a whole Financial Year in single row.

CPPC wise Consolidated
Report

Gives a consolidated list of Due Drawn Statement for all the CPPC of its Bank with
total No. of Pensioners available in a particular CPPC and for a selected Pension
Month

CPPC Wise Scroll Report

Gives a consolidated list of Due Drawn Statement for those CPPCs for which,
Auditing is done with Total No. of Pensioners existing in a particular CPPC, for a
particular Scroll Month.

Pay Bank Consolidated
Report

This Report will show Audited details of Individual Banks with Total No Of
pensioners exist in the Bank along with How many pensioners have been
audited/Un Audited with Due, Drawn, Difference, Arrears, Recovery details.

Pay Bank Reconciliation
Report

This Reconciliation report will give a detailed report of Audited details of individual
pensioners exist in a particular Bank for a particular Pension Month. You can also
select a Paying Bank wise pensioners list or All.

Pay Bank Scroll Report

This Reconciliation report will give a detailed report of Audited details of individual
pensioners exist in a particular Paying Bank for a particular Scroll Month. It may
differ from “Pension Month wise Reconciliation Report” because in one scroll
there may be a payment for different Months Pension. You can also select a Paying
Bank wise list or All.

Scroll Analysis Report

This is a macro level analysis report of vouchers receiving status which will give
comprehensive picture of Vouchers received in which Pension Month and in which
Scroll month, consecutively in a span of two years.

Post Office Reports

HPO wise Consolidated
Report

Gives a consolidated list of Due Drawn Statement for all the HPOs with total No. of
Pensioners available in a particular HO for a selected Pension Month

HPO wise Reconciliation
Report

Retrieves an Audited data in a reconciled manner for an HPO and its associated
Sub Post Offices for a selected Pension Month.

SPO wise Monthly
Reconciliation Statement

This Reconciliation report will give a detailed report of Audited details of individual
pensioners exist in a particular Sub Post Office for a particular Pension Month. You
can also select a SPO wise pensioners list or All.

SPO Wise Monthly Scroll
Report

This Reconciliation report will give detailed reports of Audited details of individual
pensioners exist in a particular Paying Bank paid in a particular Scroll Month. It
may differ from “Pension Month wise Reconciliation Report” because in one scroll
there may be a payment for different Months Pension. You can also select a SPO
wise list or All.

Audited / Un Audited Report

Lists Audited and Un-Audited Total No of Vouchers, Total No A/c exist in all SPO,
Total No. of Pensioners, Total Pension Due, Total Audited No. of Pensioners, Total
Audited Amount, Total Un-Audited Pensioners and Un-Audited Amount.
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Objection Reports

Bank Objection Report

Gives list of Objections raised for a particular CPPC in consolidated format and also
there is a provision to select the Annexure or a calculation sheet along with
Covering letter automatically generated, addressing to the Chef General Manager,
CPPC Branch, with Address.

Post Office Objection Report

Gives list of Objections raised for a particular HPO in consolidated format and also
there is a provision to select the Annexure or a calculation sheet along with
Covering letter automatically generated, addressing to the Head Post Master, HPO,
with Address.

Utilities

Backup of Data base

Allows to take a Back up of Data base with pre defined File name and path.

Restore Data base

User can restore the Data base from the Back up file by selecting the Source and
Destination file path.

Admin

User Master

Allows to enter the User names with access password. User Role as an Admin and
User type can be set here. User Access Rights can be set for different privileges like
Data Entry, Viewing records, taking prints and Modification of existing records etc.
Based on these privileges the visibility of Buttons or Menus will be activated.

Audit Trail

Tracks all the transactions happened on the application along with Date and user
access details. Allows taking print out of the same.
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Maintaining Masters

This section describes the screens in the Masters Menu option. Click on the Masters option from the Menu list at the
Lower left panel and the available sub Menu Names will be listed on upper portion of the panel. Then select the
appropriate Menu Names for Setting Master data.

The following are the detailed description about the Masters forms.

3.1 Pension Class Master

X

frmMasters

PensionClass

Pension Class: |\-'0|untary Retirernent |

Pension Class

1 Absorption

2 Compulsory Retiremnent
3 Family Pension

4 Inwvalid Pension

5 Military Pension

& Prorata Pension

7 Superannuation

8 ‘foluntary Retirement

| save | Edit | pelete | concel | Cose

Menu Access Path: Masters >> Pension Class Master

The Pension Class Master screen is used to maintain the Class of Pension Types.

e To Add New Pension Class, Enter the name of the Class in a Text Box and click on Save button

e To Modify the record Double click on the particular Row, the system will ask for confirmation to Edit the
record. Or you can select the Row and click on Edit button. The data will be loaded to the text box. Do the
needful changes and click on Save button.

o To Delete the master record, select the required row for deleting and click on Delete Button. This will ask for a
confirmation that do you want to Delete this record. If you press YES it will delete the record and If press NO
then it will cancel the Deleting process.

o Note : Delete option is provided to only Administrator privilege only.
o Once we delete the record will completely remove the history. So it is advised to take care while
deleting.
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3.2 CDA Rate Master

frmMasters rg|
CDA Rate
COARate: 4100 |
‘Wef Date:
w.e.fDate CDA Rate ~
(&2 ]= =
20 otfo1f200s 17.00
2l oFjoifzo0s 21.00
22 n1jo1jzo06 24,00
23 o7io1fz006 29.00
24 pyjoifz007 35.00
RN 017012007 41,00
26 O1foifzo0E 47.00
27 oFjoljzong 16,00
23 pyjo1fz009 22.00
23 p7jo1j2009 27.00
30 oijoif20t0 35.00
31 orjoifzoln 45.00
32 pyjojzont 51,00
33 orjonfzo1t 53,00
3 oyjoifeotz £5.00
35 oFjoifzoiz Fz.00
3% oyjoifzo1s &0.00
W
[ Save ]’ Edit ][ Delete ]’ Cancel " Close

Menu Access Path: Masters >> CDA Rate Master

The CDA Rate Master screen is used to maintain the DA Rates changes as and when it happens.
e To Add New CDA Rate,
o Enter the revised rate in a CDA Rate Text Box
o Enter the Date With effective from and click on Save button

e To Modify the record Double click on the particular Row, the system will ask for confirmation to Edit the
record. Or you can select the Row and click on Edit button. The data will be loaded to the text box. Do the
needful changes and click on Save button.

e To Delete the master record, select the required row for deleting and click on Delete Button. This will ask for a
confirmation that do you want to Delete this record. If you press YES it will delete the record and If press NO
then it will cancel the Deleting process.

Note: Delete option is provided to only Administrator privilege only.
Once we delete the record will completely remove the history. So it is advised to take care while deleting
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3.3 IDA Rate Master

frmMasters PX|
IDA Rate
Executive: |?1 .50
Mon Executive: |189.SD |
wef Date
w.e.f Date Executive | Mon Executive -
(=] (=] [=]
75 nejorjzome 16,90 97.30
76 o7jo1f2009 18.50
77 1njo1jz009 25.30
78 oyjoifzoln 30.90
9 o4joifzo10 34.80
80 gFjoifzoln 35.10
81 10012010 39.80
82 oyjoijzont 43.00
83 p4jorfzonl 47.20
8 orjoifzo1l 47.20
85 1ojo1/2011 52,00
86 oyjoijzo12 56.70
87 orioijzoiz 61.50
88 1o/o1fz012 £7.30
89 ) i 3 71.50
S0 o4joif2013 74,90
W
[ Save ]’ Edit ][ Delete ]’ Cancel ][ Close

Menu Access Path: Masters >> IDA Rate Master

The IDA Rate Master screen is used to maintain the DA Rates changes as and when it happens.
e To Add New IDA Rate,
o Enter the revised rate for both Executive and Non Executive IDA Rates in its respective fields
o Enter the Date With effective from and click on Save button

e To Modify the record Double click on the particular Row, the system will ask for confirmation to Edit the
record. Or you can select the Row and click on Edit button. The data will be loaded to the text box. Do the
needful changes and click on Save button.

o To Delete the master record, select the required row for deleting and click on Delete Button. This will ask for a
confirmation that do you want to Delete this record. If you press YES it will delete the record and If press NO
then it will cancel the Deleting process.

Note : Delete option is provided to only Administrator privilege only.
Once we delete the record will completely remove the history. So it is advised to take care while deleting
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3.4 CDA Pay scale

CDA Pay Scale

CDA Pay Scale Master

|5-28

Grade !

| Grade Pay : |10000

6th CPC Pay Scale: |3?4DD-6?DDD |

Sth CPC Pay Scale: |14300-450-224DD

Revised OP :  |23700
Revised EMFP @ | 14220

Grade Sth CPC Pay Band 6th CPC Grade Pay R dop R ~
=] =] =] =] =] =]

1 519 10000-325-15200 PE-3 15600-39100 6600 11100 6660

2 518 10325-325-10975 PE-3 15600-39100 6600 11100 6660

3 5-20 10650-325-15850 PE-3 15600-39100 6600 11100 6660

4 521 12000-375-16500 PE-3 15600-39100 7600 11600 6960

5 523 12000-375-18000 PE-3 15600-39100 7600 11600 6960

& 522 12750-375-16500 PE-3 15600-39100 7600 11600 6960

7 524 14300-400-18300 PE-4 37400-67000 &700 23050 13830

g ) a0 10000

X

9 525 15100-400-15300 PE-4 F7400-67000 g700 23050 13830

10 526 16400-450-20000 PE-4 F7400-67000 900 23150 13590

11 527 16400-450-20900 PE-4 F7400-67000 900 23150 13590

12 529 15400-500-22400 PE-4 F7400-67000 10000 23700 14220

13 5-30 22400-525-24500 PE-4 F7400-67000 12000 24700 14820

14 5-31 22400-600-26000 HAG+SCALE 75500-50000 37750 22650

15 532 24050-650-26000 HAG+SCALE 75500-50000 37750 22650

16 a1 2550-55-2660-60- -15 4440-7440 1300 3500 3500

3200
1(? 5-33 26000 (FIZED) APEX SCALE 30000 (FIXED) 40000 24000 ¥
Save " Edit " Delete " Cancel " Close

Menu Access Path: Masters >> CDA Rate Master

The CDA Pay Scale Master screen is used to maintain the different Pay scales of different Pay band and Grade Pay as

and when any additions or changes.
e To Add New CDA Pay scale,

o

o

Enter the Grade, 5" CPC Pay scale, 6" cpC Pay Scale, Pay Band and Grade Pay in the respective fields.
System will calculate the Revised Original Pension, Revised Enhanced Family Pension and Revised
Normal Family Pension will be calculated automatically. After entering all the required information

click on Save button.

e To Modify the record Double click on the particular Row, the system will ask for a confirmation to Edit the

record. Or you can select the Row and click on Edit button. The data will be loaded to the text boxs. Do the

needful changes and click on Save button.

e To Delete the master record, select the required row for deleting and click on Delete Button. This will ask for a

confirmation that do you want to Delete this record. If you press YES it will delete the record and If press NO

then it will cancel the Deleting process.

Note : Delete option is provided to Administrator privilege only.

Once you delete, the record will be completely remove the history. So it is advised to take care while

deleting
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3.5 IDA Pay scale

The IDA Pay Scale Master screen is used to maintain the different Pay scales for different Grade. It will be as Pre
Revised and Revised pay scale.

frmMasters F§|

IDA Payscale

IDA Payscale: |NE-4 |

5Th CRC: |4250-130-6200 |
&Th cpe: |s150-15340 |
Grade Sth CPC 6th CPC ~
m m

8 E9n 25000-650-30200 £2000-80000
5 DIRECTOR 25750-650-30950 75000-100000

0 CMD 27750-750-31500 &0000-125000

11 ME 4000-120-5800 7760-13320

12 MEZ 4060-125-5935 7840-14700

13 ME3 4100-125-5975 7900-14880

15 ME-5 4550-140-6650 5700-16340
16 ME-& 4720-150-6570 9020-17430
17 ME-7 5700-160-5100 10900-20400
15 ME-& B550-155-9325 12520-23440
19 ME-9 7100-200-10100 13600-25420
20 ME-10 FE00-225-1117% 14900-27850
21 ME-11 G570-245-12245 16370-30630
2z ElA 9550-250-14600 16400-40500
v
£ >
[ Save ][ Edit " Delete ][ Cancel " Close

Menu Access Path: Masters >> IDA Pay Scale

e To Add New IDA Pay scale,
o Enter the Grade, 5™ cPC Pay scale, 6™ cPC Pay Scale, Pay Band and Grade Pay in the respective fields.
o System will calculate the Revised Original Pension, Revised Enhanced Family Pension and Revised
Normal Family Pension as per the standard formula. After entering all the required information click
Save button.
e To Modify the record Double click on the particular Row, the system will ask for a confirmation to Edit the
record. Or you can select the Row and click on Edit button. The data will be loaded to the text boxs. Do the
needful changes and click on Save button.

e To Delete the master record, select the required row for deleting and click on Delete Button. This will ask for a
confirmation that do you want to Delete this record. If you press YES it will delete the record and If press NO
then it will cancel the Deleting process.

Note : Delete option is provided to Administrator privilege only.

Once you delete, the record will be completely remove the history. So it is advised to take care while deleting
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3.6 Designation Master

The IDA Pay Scale Master screen is used to maintain the different Pay scales for different Grade. It will be as Pre
Revised and Revised pay scale.

frmMasters §|

Designation

Designation: |TTA |

Designation ~
(=]

170 TELEMAN-ORD
171 TELEMAMN-OTEP

172 Telep/supervier

173 TL

174 M

175 THAN
176 T Grd.- il
177 TOA

175 TOAP)
179 T30

150 » TTA

151 LiCnC

182 Unknown
1583 YO

154 WASHEOY
185  WaterWomen
186 WIRLESS OF
187 Wi

| save | Edit | pelete | cancel | close

Menu Access Path: Masters >> Designation Master

e To Add New Designation, Enter the Designation Name into the control and Click on Save Button

o To Modify the record Double click on the particular Row, the system will ask for a confirmation to Edit the
record. Or you can select the Row and click on Edit button. The data will be loaded to the text boxs. Do the
needful changes and click on Save button.

e To Delete the master record, select the required row for deleting and click on Delete Button. This will ask for a
confirmation that do you want to Delete this record. If you press YES it will delete the record and If press NO
then it will cancel the Deleting process.

Note: Delete option is provided to Administrator privilege only.
Once you delete, the record will be completely remove the history. So it is advised to take care while deleting
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3.7 Division Master

frmMasters g|
Division
Division: |GMTD,SF\NGRURJCHD. |
Code: | |
Address: |01 Cash), GMTD, SANGRUR, CHANDIGA
Division Division Code Address &
(=] (=] (=]
39 GMTD,FERCZPUR A00Cash),BINL, Ofaf GMTD, FERO]
40 GMTD, GAZIBADUR) AO(Cash)BSML, Ofo GMTD, GAZIEAD
41 GMTD, GLRGAOM ACCash), BSML, Ofo GMTD, GURGAD
42 GMTD, KARMNAL A0 (Cash),BINL, OO GMTD, KARM
43 GMTD, LUDHIANA ACCash) BSML, Ofo GNTD, LUDHI
44 GMTD, PATIALA A0(Cash), BSHL,. Ofa GMTD, PATIAL
45
45 MTHL,NEW DELHI ACLCASH), MTRL, MEW DELHL
47 MTR, MEW DELHI AO(CASH), NTR MEW DELHI
48 PGMT, CHANDIGARH ACCash), BSML, PGMT, CHANDIGA
49 TDE, MORHDABAD AO(CASHIBSNL,O/oTDE, MORHDAB!
=] TDE, RAJICURI AO(CASH)TDE RAJOURI, JAMMU
51 TOM, KLLLU A0 (Cash), BSML ©fo TOM, KULLU
52 TDM, REWARI (HR) A0(CASH), TOM REWARI, (HR)
53 TOM,UDHAMPLR ACCash)BSNL, Ofo TDM, UDHAMPUE
|
< >
l Save " Edit ][ Delete H Cancel " Close

Menu Access Path: Masters >> Division Master

e To Add New Division Name, enter into the Division text box, Enter the Code and Address of the Division and
click on Save button. The address of the Division and Division Codes are not mandatory.

e To Modify the record Double click on the particular Row, the system will ask for a confirmation to Edit the
record. Or you can select the Row and click on Edit button. The data will be loaded to the text boxs. Do the
needful changes and click on Save button.

e To Delete the master record, select the required row for deleting and click on Delete Button. This will ask for a
confirmation that do you want to Delete this record. If you press YES it will delete the record and If press NO
then it will cancel the Deleting process.

Note : Delete option is provided to Administrator privilege only.

Once you delete, the record will be completely remove the history. So it is advised to take care while deleting
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3.8 SSA Unit Master

frmMasters

X

SSA Unit

S5 Unit: [NTR, HEW DELHT |

Code: | |

Address: | |

SSA Unit SSA Unit Code Address &
(] (@] (]

39 GMTD,BSML, JIND

40 GMTD,CHANDIGARH
41 GMTD,FEROZPUR

47 GMTD,GAZIABAD

43 GMTD,GURGADN

44 GMTD,LUDHIANA

45 GMTD,SANGRUR, CHE,
46 MTML,NEW DELHI

47

4G PGMT, CHANDIGARH

49 TDE, MOHRADAEAD

50 TDE, RAJOURI, JAMMU

51 TDMKULLU 14
£z TDM, REWARI

53 TOM, JDHAMPUR,

| save | Edt | pelete | cancel | Close

Menu Access Path: Masters >> SSA Unit Master

e To Add New SSA Unit Name, enter into the Unit text box, Enter the Code and Address of the Unit and Click on

Save button.

e To Modify the record Double click on the particular Row, the system will ask for a confirmation to Edit the
record. Or you can select the Row and click on Edit button. The data will be loaded to the text boxs. Do the

needful changes and click on Save button.

e To Delete the master record, select the required row for deleting and click on Delete Button. This will ask for a
confirmation that do you want to Delete this record. If you press YES it will delete the record and If press NO

then it will cancel the Deleting process.

Note : Delete option is provided to Administrator privilege only.

Once you delete, the record will be completely remove the history. So it is advised to take care while deleting
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3.9 Title of Respect Master

The Titles which are used commonly in process of entering the pensioner’s details can be entered as a master here.

frmMasters
Title
Title: . |
Gender: | Male v |
Title OF Respect Gender
A | ] (=]
1 Kumari, Female
z Madam Female
3
4 Mrs, Fermale
5 s, Female
& Sir, Male
7 Sirfiadamn
g Sk, Female
9 St Male

| save | et | pelete | concel | close

Menu Access Path: Masters >> Title of Respect Master

e To Add New Title of Respect or we can call it as Salutation of a person, Enter the Salutation name and Gender

in the respective fields, click on Save button to add the record

e To Modify the record Double click on the particular Row, the system will ask for a confirmation to Edit the
record. Or you can select the Row and click on Edit button. The data will be loaded to the text boxs. Do the

needful changes and click on Save button.

e To Delete the master record, select the required row for deleting and click on Delete Button. This will ask for a

confirmation that do you want to Delete this record. If you press YES it will delete the record and If press NO

then it will cancel the Deleting process.

Note : Delete option is provided to Administrator privilege only.

Once you delete, the record will be completely remove the history. So it is advised to take care while deleting
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3.10 Relationship Master

The Relationships which are used commonly in process of entering the pensioners Family details can be entered as a

master here.

frmMasters E|

RelationShip
Relation: || |

Relation Ship

m

1 Brother

z Daughter

3 Father

4 Husband

5 Mather

6 T

7 Sister

| save | Edit | pelete | cancel | close

Menu Access Path: Masters >> Relationship Master

e To Add New Relationships which are commonly used in process of entering the pensioners Family details can
be eneted as master here.Title of Respect or we can call it as Salutation of a person, Enter the Salutation name
and Gender in the respective fields, click on Save button to add the record

o To Modify the record Double click on the particular Row, the system will ask for a confirmation to Edit the
record. Or you can select the Row and click on Edit button. The data will be loaded to the text boxs. Do the
needful changes and click on Save button.

e To Delete the master record, select the required row for deleting and click on Delete Button. This will ask for a
confirmation that do you want to Delete this record. If you press YES it will delete the record and If press NO
then it will cancel the Deleting process.

Note : Delete option is provided to Administrator privilege only.
Once you delete, the record will be completely remove the history. So it is advised to take care while deleting
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3.11 District Master

frmMasters g
District
District: |sHImLA |
Skake: | Hirnachal Pradesh A |
CCh Office | H.P Telecom Circle w |
District State Circle #
(=] (=] [s]
45 REHARI Himachal Pradesh H.P Telecom Circle
49 REHARI COLONY Himachal Pradesh H.P Telecam Circle
L] ROPAR Himachal Pradesh H.F Telecom Circle
51 RUDAR PARYAGIUA) Himachal Pradesh H.P Telecom Circle
52 SAMNSAD MARG Himachal Pradesh H.P Telecom Circls
53 SAS NAGAR MOHALT Himachal Pradesh H.P Telecom Circle
o4 SHIMLA
55 SIRMALIR Himachal Pradesh H.P Telecom Circle
=11 SOHA Himachal Pradesh H.P Telecam Circls
57 SOLAN Himachal Pradesh H.P Telecom Circle
[ SOMERAT Himachal Pradesh H.F Telecom Circle
59 TALWARSA TOWM SHIP Himachal Pradesh H.P Telecom Circle
&0 LIr&, Himachal Pradesh H.P Telecam Circls
&1 WVAISHALL Himachal Pradesh H.P Telecom Circle
B2 YAMUMARNAGAR (HR) Himachal Pradesh H.F Telecom Circle
v
< >
l Save l[ Edit " Delete ]l Cancel H Close

Menu Access Path: Masters >> District Master

The Districts of a particular state can be maintained here as a master.

e To Add New District enter the Name of the District, then select the appropriate State name from the
Dropdown list, then select the appropriate CCA Circle name in which this district comes under and click on

Save button.

o To Modify the record Double click on the particular Row, the system will ask for a confirmation to Edit the
record. Or you can select the Row and click on Edit button. The data will be loaded to the text boxs. Do the

needful changes and click on Save button.

e To Delete the master record, select the required row for deleting and click on Delete Button. This will ask for a
confirmation that do you want to Delete this record. If you press YES it will delete the record and If press NO
then it will cancel the Deleting process.

Note : Delete option is provided to Administrator privilege only.

Once you delete, the record will be completely remove the history. So it is advised to take care while deleting

-28 -



Axiom

PVA user manual TECHNOLOGIES

3.12 State Master

frmMasters E|

State

State: |Uttar Pradesh |

State ”~

17 Kerala

15 Lakshadweep
19 Madhya Pradesh
20 Maharashtra
21 Manipur

22 Meghalaya
23 [Mizoram

24 Magaland

z5 Orissa

26 Pondicherry
27 Punjab

28 Rajasthan

29 Sikkirn

30 Tamilnadu

31 Tripura

32 Ltk ar Pradesh

33 Uttaranchal

34 ‘West Bengal

’ Save ]’ Edit Cancel ]’ Close

Menu Access Path: Masters >> State Master

The State names can be maintained here as a master.
e To Add New State enter the Name of the State into the respective field and Click on Save button.
o To Modify the record Double click on the particular Row, the system will ask for a confirmation to Edit the
record. Or you can select the Row and click on Edit button. The data will be loaded to the text boxs. Do the
needful changes and click on Save button.

e To Delete the master record, select the required row for deleting and click on Delete Button. This will ask for a
confirmation that do you want to Delete this record. If you press YES it will delete the record and If press NO
then it will cancel the Deleting process.

Note : Delete option is provided to Administrator privilege only.
Once you delete, the record will be completely remove the history. So it is advised to take care while deleting
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3.13 Objection Master

X

frmMasters

Objection

Chjection:

Description:

|Excess Payment

Objection Type

Description

3 Short Payment

| save | Edt | pelete | cancel | Close

Menu Access Path: Masters >> Objection Master

While Auditing, there may be a Discrepancies in the payments made which, are common in type. These common
differences are can be entered as a master to facilitate the Audit process easy by just selecting these Objections.

e To Add New Objection, enter the Name of the Objection type and enter the Description of the Objection like
for Excess Payments due to DA Rate mismatch then enter “Excess Payment” as Objection Type and
appropriate Description of the Objection. Click on the Save button to save the record.

e To Modify the record Double click on the particular Row, the system will ask for a confirmation to Edit the
record. Or you can select the Row and click on Edit button. The data will be loaded to the text boxs. Do the
needful changes and click on Save button.

e To Delete the master record, select the required row for deleting and click on Delete Button. This will ask for a
confirmation that do you want to Delete this record. If you press YES it will delete the record and If press NO
then it will cancel the Deleting process.

Note : Delete option is provided to Administrator privilege only.
Once you delete, the record will be completely remove the history. So it is advised to take care while deleting
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4. Maintaining Bank/Post Office Details

4.1 Bank Master

frmMasters Pg|

Bank

Bank Mame:!

PreFix Code:

Bank PreFix Code ~

(=] [=]

1 Allahabad Bank ALLA

2 Andhra Bank &MNDE

3 Bank of Baroda BARE

4 Bank of India BKID

5 Bank of Maharashtra MAHE

& Canara Bank CMRE

7 Central Bank of India CBIN

-] Corparation Bank CORP

9 CPPC-ALLAHA ALL

10 Cena Bank BKDM

11 IDEI Bank IBKL

1z Indian Bank. IDIE

13 Indian Owerseas Bank IOBA

14 MNOT SET MOTSET

15 Oriental Bank of Commerce ORBC

16 Punjab and Sind Bank PSIE

17 Punjab Mational Bank PUNE

12 nRT RRT s

[ Save " Edit ] Cancel " Close

Menu Access Path: Bank PO Details >> Bank Master

The Bank Master screen is used to maintain the different Nationalized Bank Names across India. For example there are
27 Nationalized Banks as of now. We need to maintain these names along with the prefix code as an abbreviation.

e To Add New Bank Name, enter the Bank Name and Prefix code into the respective fields and Click on Save
button to save the record.

e  To Modify the record Double click on the particular Row, the system will ask for a confirmation to Edit the
record. Or you can select the Row and click on Edit button. The data will be loaded to the text boxs. Do the
needful changes and click on Save button.

e To Delete the master record, select the required row for deleting and click on Delete Button. This will ask for a
confirmation that do you want to Delete this record. If you press YES it will delete the record and If press NO
then it will cancel the Deleting process.

Note : Delete option is provided to Administrator privilege only.

Once you delete, the record will be completely remove the history. So it is advised to take care while deleting
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4.2 CPPC Branch Master

CPPC Branch, Master

10

11

12

13
14

15

16
17
18
19
20

21

CPPC Bank:

IFSCCode: |
MICR Code: |

BSR Code: |

CPPC Bank

CPPC Branch Master

CPPCBranch:  |Chernai

| Indian Overseas Bank w |E
|
|
|
|

=

IDET Bank.

Indian Bank.

MOT SET

Oriental Bank of Commerce

Punjab and Sind Bank.

Punjab MNational Bank.
Punjab MNational Bank.
Punjab Mational Bank
Punjab Mational Bank

Punjab Mational Bank

Punjab Mational Bank

CPPC Branch
[=]

Coimbatare

Chennai

Chennai

Mok Set
Delhi

Delhi

Lucknow
Kolkatta
Bhiopal
handigarh

Chennai

Delhi

X)

Address:  |Central Office, 763, Anna Salal, Contact Person: | |

Chennai-s00002

1st Flaor, Central Office Complex,

Phone Mo, : | |

E-rnail 1Dt

Fax Ma.: | |

Remarks: Al States

Address

=

P B MO, 1384,66, Rajaji Salai, 4th

&f1, 1st Floor, Abdul Aziz Road,karal
Bagh, Mew Delhi

A-25, 1st Floor, Community

Centre, Jwala Heri, Paschim Vihar, Mew
Delhi - 110 063

Ravala Tower, 3rd Floor, 153, Anna
Salai, Chennai 600002

Remarks -

=

all States

all States

All States

CCA P (East), CCA LUP (West) & CCA Utkarakhand

Pr.CCA Kolkata, CCA West Bengal, CCA Orissa, CCA Assan
CCA MP & Chhattisgarh

T Harvana, CCA Himachal Pradesh, ©CA Punjab (UL T of
Pr.CCA Tamilnadu, Pr.CCA Andhra Pradesh, CCA Karnatak:

Pr.CCA Delhi v
>

Save ”

Edit ” Delete ” Cancel ” Close

Menu Access Path: Bank PO Details >> CPPC Branch Master

The CPPC Branch Master screen is to maintain the different CPPC Branches across India.
To Add (Alt+A) New Record, Enter the Bank Details into respective fields and click on Save (Alt+S) button. The
confirmation message will occur once the Record is saved. This will add the details to the Grid below.

To EDIT the existing records,

o Select a particular Name of the Bank Branch from the Grid or Search the required Bank Branch name from

the Search Row just below the Column Headings and then double Click on the Row or Press Edit (Alt+E)

button, the selected record details will be loaded to the corresponding fields. Do the required changes; click

on Save (Alt+S) button to save the record. The confirmation message will display as Record saved

successfully.

o If you need to cancel the entries while Modifying, click on Cancel button or Alt+N short cut key from key

board”.

To Delete the master record, select the required row for deleting and click on Delete (Alt+d) Button. This will ask
for a confirmation that do you really want to Delete this record. If you press YES it will delete the record and If
press NO then it will cancel the Deleting process. Please Note that the Delete option is provided to Administrator
privilege only. Once you delete, the record will be completely remove the history. So it is advised to take care

while deleting
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4.3 District wise CPPC Branch Setting

District Wise CPPC Branch Setting

District Wise CPPC Branch Setting

OED

AMBALA CANTTIHR)
AMRITSAR
AvADH
B.R.5.Magar, Luddhiana
EHARGOD CAMP

2 Allahabad Bank Lucknow

3 Allahabad Bank Lucknow
4 Allahabad Bank Lucknow
g Allahabad Bank Lucknow
3 Allahabad Bank Lucknow
7 Allahabad Bank Lucknow
<

AMBALA CANTTIHR)

CPPC Bank: | Allahabad Bank-Lucknow v
State: Himachal Pradesh N
CCA Office: | H.P Telecom Circle W
Diskrick:

(] rsccode: |

| Phone Mo,

(-] BsoRcode: |

| Fax Mo.:

Mew Building, 1st

E] Address:

o1

CCAD ffice

H.P Telecom Circle

H.P Telecom Circle
H.P Telecom Circle
H.P Telecom Circle
H.P Telecom Circle
H.P Telecom Circle

H.P Telecom Circle

Zontack Person:
Floor,Hazariganj, Lucknaw-226
E-mail I

State Name

Himachal Pradesh

Hirmachal Pradesh

Hirmachal Pradesh

Himachal Pradesh

Himachal Pradesh

Hirmachal Pradesh

Hirmachal Pradesh

Districk

AMBALA CANTT(HR)

AMRITSAR

AYADH

B.F.5.Magar, Luddhiana

BHARGD CAMP

BILAZPLR. (HP)

CANMNALIGHT CIRCUS

Mew Buil
1st

Floor,Haz
Lucknow
Mew Buib
1st
Floor,Haz
Lucknaw-
Mew Buib
1st
Floor,Haz
Lucknow-
Mew Buib
1st
Floor,Haz
Lucknow-
Mew Buib
1st
Floor,Haz
Lucknow-
Mew Buib
1st
Floor,Haz
Lucknaw-
Mew Buib
14k

>

’ Save

|[ update || petete

[ concel |

Close

Menu Access Path: Bank PO Details >> CPPC Branch Setting

The CPPC Branches are allotted to the individual bank branches based on the Geographical jurisdiction of the CCA

Offices in the State and its Districts.

e To Add New Record, Select the CPPC Branch, Select State name and CCA Office name from the dropdown list,
and then select the Districts pertaining to that CCA office which are displayed in a dropdown list. Select/tick

the appropriate Districts which are applicable to that CCA office and move on to the next field and fill up the
other details. Click on Save (Alt+S) button, the record will be added to the Grid.

e To EDIT the existing records, Select a particular Name of the CPPC Branch from the Grid or Search the required

Branch name from the Search Row just below the Column Headings and then double Click on the Row or Press

Edit (Alt+E) button, the selected record details will be loaded to the corresponding fields. Do the required

changes; click on Save (Alt+S) button to save the record. The confirmation message will display as Record

saved successfully. If you need to cancel the entries while Modifying, click on Cancel button or Alt+N short cut

key from key board”.

e To Delete the master record, select the required row for deleting and click on Delete (Alt+d) Button. This will

ask for a confirmation that do you really want to Delete this record. If you press YES it will delete the record

and If press NO then it will cancel the Deleting process. Please Note that the Delete option is provided to

Administrator privilege only. Once you delete, the record will be completely remove the history. So it is

advised to take care while deleting
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4.4 Bank Branch Master

Bank Branch Master &l

109

110
111
112
113
114
115
116
117
118
119
120
121

122
<

Bank Branch

Bank Name: SBI hd D IFSC Code:  |SEINOOO7300 MICR Code: 177002081
Branch Name: |KANGOO ESR Code: Contack Person:
District: HAMIRPUR(HFY v D Branch DIST HAMIRPUR, HIMACHAL Phane ha.:
Address:  |PRADESH 177040
State: Himachal Pradesh Fax Ma.:
CPPC Branch:  |SBI-Chandigarh E-mail 10

~
Bank Branch CPPC Name District State

[ save || e | belete | concel | O

(=] (=] =] (=] (=] (=]
Punjab Mational Bank. MNADAUN, DISTT HAMIRPUR Punjab Mational Bank-Chandigarh HAMIRPUR(HF) Himachal Pradesh WADALIN DL
SBL ADERATH SEI-Chandigarh HAMIRPUR(HF) Himachal Pradesh DIST  HAMI
SBL HAMIRPUR. SEI-Chandigarh HAMIRPUR(HF) Himachal Pradesh DIST  HAMI
SBL MADALIN SBI-Chandigarh HAMIRPUR{HP) Himachal Pradesh DIST  HAMI
SBI-Chandigarh HAMIRPUR{HP) Himachal Pradesh
SBIL BARA SBI-Chandigarh HAMIRPUR{HP) Himachal Pradesh DIST HAMIR:
SBL KALUARNA SBI-Chandigarh HAMIRPUR{HFP) Himachal Pradesh TEH DB Al
SEL SERA SEI-Chandigarh HAMIRPUR(HF) Himachal Pradesh HAMIRFUR,
SEL BALDUHAE SEI-Chandigarh HAMIRPUR(HF) Himachal Pradesh HAMIRFUR,
SEL MIT HAMIRPUR SEI-Chandigarh HAMIRPUR(HF) Himachal Pradesh HAMIRFUR, €
SEI SUJANPUR, TIRA SEI-Chandigarh HAMIRPUR(HP)  Himachal Pradesh BEHIMD SAI
State Bank of Patiala HAMIRFPUR State Bank of Patiala-Pativala HAMIRFPUR(HF) Himachal Pradesh TEH HAMIRP
State Bank of Patiala BARSAR State Bank of Patiala-Pativala HAMIRFPUR(HF) Himachal Pradesh TEH BARSAR
State Bank of Patiala AWAHA DEVI State Bank of Patiala-Pativala HAMIRFPUR(HF) Himachal Pradesh AAHE DEY
?

Menu Access Path: Bank PO Details >> Bank Branch Master

The Bank Branch Master screen is to maintain the different Branches of the Banks across India along with CPPC Names

mapped to it.

To Add New Record, select the Bank Name from the dropdown list and Enter the Branch name into the field,
Select the District Name from the list. Once we select the district name, the CPPC Name will be automatically
assigned to that branch. Enter IFSC, MICR code and Other contact details into the appropriate fields and click on
Save (Alt+S) to save the record. The confirmation message will occur once the Record is saved. This will add the
details to the Grid below.

To EDIT the existing records, Select a particular record from the Grid or Search the required detail from the
Search Row just below the Column Headings and then double Click on the Row or Press Edit button, the selected
details will be loaded to the corresponding fields. Do the required changes; click on Save button to save the
record. The confirmation message will display as Record saved successfully.

o If you need to cancel the entries while Modifying, click on Cancel (Alt+N) short cut key from key board”.

To Delete the record, select the required row for deleting and click on Delete (Alt+D) Button. This will ask for a
confirmation that do you want to Delete this record. If you press YES it will delete the record and If press NO
then it will cancel the Deleting process. Please note that the Delete option is provided to Administrator privilege
only. Once you confirm the delete, the record will remove the history completely. So it is advised to take care
while deleting.
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4.5 Paying Bank Master

Paying Bank Master
Paying Bank
Paying Bank: | Punjab Mational Bank hd E] IFSC Code: | PUNBO137300 A Phone Mo.:
Paying Branch: | TALYANA v E] MICR Code:  |174024153 Fax Mo.:
CPPC Branch: Punjab National Bank-Chandigarh W.P.O, TALYANA DISTT. BILASPUR Contact Person:
Pay Branch HIMACHAL PRADESH 174026
District: BILASPUR (HP) .Qdilress: E-mail ID:
Stake: Himachal Pradesh
A
Pay Bank Pay Branch Address IFSC Code MICR Code Phone No. FAX
= = = = = (=]
1 Punjab Mational Bank HATWAR. PUMBED104000 174024152

[ save | ot | pelete | concel | ciose

HATWAR YIA JAHU TESHIL GUM...

TALY¥ANA DISTT. B

Purjab Mational Bank HARLOG HARLOG DISTT. BILASFUR HIM. PUMNEOZ13500 174024158

Punjab Mational Bank BILASPUR SECTOR-6, MAIN MARKET, BlLa,. FUNBD336200

5Bl EILASPLR: DIST BILASPUR, HIMACHAL PR.. SEINODOLI99 | 174002001

SEI KANDRAUR, BILASPUR STATE HIMACHAL p. | SBINOOO7460 | 174002021

SBI GHUMARYIN WILL and P.O GHUMARVIN TEH. SEINODILS76 | 173002043

State Bark of Patiala BHARARI PO LEHRI SARAL HP-174027 STEPODOD1ES

State Bark of Patiala BILASPUR 295996 B MAIN MARKET Hp-17. STBPODOO3S7 | 174007102

State Bank of Patisla GHANDIR EHANDHIR THE GHUMARYIAN STEPODODS4S

State Bark of Patisla MORSINGHI VPO MORSINGHL TEH GHUMAR...  STEPODOOSSO

State Bark of Patiala GHUMARWIN NEAR. RAJENDRA FILLING STATL..| STBPODOOT7E

UCO Bank GHUMARWIN LICCr BANK, VILLAGE andPO- G, | UCBAODD0413 .

?

Menu

Access Path: Bank PO Details >> Paying Bank Master

After entering the New Branch name, it is necessary to specify the newly added branch as a Paying Branch. Untill the

New Branch added as Paying Branch; the name of the branch will not be displayed in the subsequent forms. To assign

the paying branch into the master, follow the steps.

After entering the New Branch name in Bank Branch Master, select the same name of the Branch in Paying
Branch Master. Once we select the name of the Branch, all the details will be loaded to the corresponding fields.
Recheck all the details and press Save (Alt+S) button. The confirmation message will occur once the Record is
saved. This will add the details to the Grid below.

To EDIT the existing records, Select a particular record from the Grid or Search the required detail from the
Search Row just below the Column Headings and then double Click on the Row or Press Edit button, the selected
details will be loaded to the corresponding fields. Do the required changes; click on Save button to save the
record. The confirmation message will display as Record saved successfully.

o If you need to cancel the entries while Modifying, click on Cancel (Alt+N) short cut key from key board”.

To Delete the record, select the required row for deleting and click on Delete (Alt+D) Button. This will ask for a
confirmation that do you want to Delete this record. If you press YES it will delete the record and If press NO
then it will cancel the Deleting process. Please note that the Delete option is provided to Administrator privilege
only. Once you confirm the delete, the record will remove the history completely. So it is advised to take care
while deleting.
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4.7 Post Office Master

Post Office 3
Post Office
Post Office Name: |Hamirpur H.© Past Office Address: Contack Person:
Office Cade: 261 HAMIRPLR Taluk, HAMIRPLR Phane Ma.: 01972-222267
District, Pin: 177001
District: H&AMIRPLUR(HP) v Fax Mo,
State: Himachal Pradesh E-rnail ID:
~
Post Office Office Code Address l;ontact Phone No. FAX No. Emr
Eerson
(=] =] =] [=] (=] (=]

1 Chamba H.0 256 o 018599-

CHAMEA Taluk, CHAMBA District. .. 335545
z Dehra H.O 257 Dehra gopipur Taluk, Kangra Dis. . 01970/233142
3 Kangra H.O 233 kKangra Taluk, Kangra District, Pi... 01892/265029
4 Charamsala H.O 259 DHARAMSALA Tallk, Kangra Dis...
5 Palampur H.0O 260 PALAMPUR Taluk, KANSRA Distri...
[ Harnirpur H.O HAMIRPLR
7 Bilaspur H.C 262 BILASPUR Taluk, BILASPUR Dist... 01978-222265
8 Barsar H.O 263 BARSAR Taluk, HAMIRPUR Distri... 01972-283037
9 MandiH.0 264 SADAR Taluk, MAMDI District, Pi... 01805-222121
. KuluHO 265 KULLU Taluk, KULLL Diskrict, Pin... 01902-222550
i1 Sunder Magar Town Ship H.O - 266 SUMNDER MAGAR Tallk, MANDL... 01907-262423
12 KeylngH.O 287 LAHALL Taluk, LAHAUL & SPITL... 01900-222770
13 Rampur Bushahr H. & 268 Rampur Bushahr Taluk, Shimla... 01782 233045
14 Reckang Pea H.O 269 Kalpa Taluk, Kinnaur Diskrict, Pin... 01786 223131
15 Shimla G.P.C. 270 SHIMLA Taluk, SHIMLA District,... 0177-2652472 v
< >

sove | Edt | Delete | cancel | Close

Menu Access Path: Bank PO Details >> Post Office Master

The Post office Master screen is to maintain the different Post office Branches across the state.

To Add New Record, Enter the Post Office Name, Office Code into the field, select the District name from the
dropdown list and enter the other contact details like Address and Phone no. etc. and click on Save (Alt+S)
button to save the record. The confirmation message will occur once the Record is saved. This will add the
details to the Grid below.

To EDIT the existing records, Select a particular record from the Grid or Search the required detail from the
Search Row just below the Column Headings and then double Click on the Row or Press Edit button, the selected
details will be loaded to the corresponding fields. Do the required changes; click on Save button to save the
record. The confirmation message will display as Record saved successfully.

o If you need to cancel the entries while Modifying, click on Cancel (Alt+N) short cut key from key board”.

To Delete the record, select the required row for deleting and click on Delete (Alt+D) Button. This will ask for a
confirmation that do you want to Delete this record. If you press YES it will delete the record and If press NO
then it will cancel the Deleting process. Please note that the Delete option is provided to Administrator privilege
only. Once you confirm the delete, the record will remove the history completely. So it is advised to take care
while deleting.
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4.8 Head Post Office Master

HPO Master X
HPQ Master
HPO Mame: 5] hd D Office Code: 261 Diskrict: HAMIRPUR(HF)
HPO Address:  |HAMIRPUR Taluk, HAMIRPUR Diskrict, Pin: Conkack Person; Skate; Hirmachal Pradesh
177001
Fhone Mo, 01972-222267 Fax Mao.:
E-mail IC:
-~
Post Office Office Code State Name District Name Address l;c'
= = = =
1 SHIMLA H.O. Himachal Pradesh |C|ick here to dear filker criteti.:a For ISIthfHI\JdaLn:e.I |_ SHIMLA, H..
z Dehra H O 257 Hirnachal Pradesh KAMNGRA Dehra gopipur Taluk, Kangra Dis...
3 Kangra H.C 258 Himachal Pradesh KANGRA Kangra Taluk, Kangra District, Pi...
4 Charamsala H.2 259 Himachal Pradesh KANGRA DHARAMSALA Taluk, Kangra Dis...
5 Palampur H.O 260 Himachal Pradesh KANGRA PALAMPUR Taluk, KAMGRA Distri...
6 Hamirpur H.O Himachal Prades HAMIRPLIR(HF) HAMIRPUR Taluk, HAMIRPUR Di...
7 Bilaspur H.Q 262 Himachal Pradesh BILASPUR (HF) BILASFUR Taluk, BILASPUR Dist...
g Barsar H.O 263 Himachal Pradesh HAMIRFUR(HF) BARSAR Taluk, HAMIRPUR Distri..
9 Mandi H.O 264 Hirmachal Pradesh MANDT SADAR. Taluk, MANDI District, Fi...
10 Kullu H.C 265 Hirmachal Pradesh KULLY KULLU Taluk, KULLL District, Pin...
11 Sunder Magar Town Ship H.O - 266 Himachal Pradesh MANDT SUMDER. MAGAR Taluk, MANDL...
12 Keylong H.Or 267 Hirnachal Pradesh LAHUL 2 SPITI LAHALL Taluk, LAHAUL & SPITL..
13 Rampur Bushahr H.O 268 Hirnachal Pradesh SHIMLA Rampur Bushahr Talok, Shimla...
14 Reckong Peo H.O 269 Himachal Pradesh KIMMALR Kalpa Tallk, Kinnaur District, Pin...
15 Shimla G.P.O, 270 Himachal Pradesh SHIMLA SHIMLA Taluk, SHIMLA Diskrict, ...
v
£ b
’ Save ][ Edit ]’ Delete H Cancel " Close

Menu Access Path: Bank PO Details >> Paying Bank Master

After entering the New Branch name, it is necessary to specify the newly added branch is an HPO or not. Until the New

Branch added as HPO Branch, the name of the branch will not be displayed in the subsequent forms. To assign the Sub

Post office branch into the master, follow the steps.

To Add New Record, Select the Post Office Name from the dropdown list. The corresponding data will be loaded
to the respective fields. Then click on Save (Alt+S) button to save the record. The confirmation message will
occur once the Record is saved. This will add the details to the Grid below.

To EDIT the existing records, Select a particular record from the Grid or Search the required detail from the
Search Row just below the Column Headings and then double Click on the Row or Press Edit button, the selected
details will be loaded to the corresponding fields. Do the required changes; click on Save button to save the
record. The confirmation message will display as Record saved successfully.

o If you need to cancel the entries while Modifying, click on Cancel (Alt+N) short cut key from key board”.

To Delete the record, select the required row for deleting and click on Delete (Alt+D) Button. This will ask for a
confirmation that do you want to Delete this record. If you press YES it will delete the record and If press NO
then it will cancel the Deleting process. Please note that the Delete option is provided to Administrator privilege
only. Once you confirm the delete, the record will remove the history completely. So it is advised to take care
while deleting.
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4.9 Sub Post Office Master

SPO Master X
SPO Master
GPOName: | Barsar H.O-HAMIRPUR(HP) v E] HPO Name: | Barsar H.O v E] District: | HAMIRPUR(HPY
SPO Address:  |BARSAR Taluk, HAMIRPUR District, Pin: SPO Code: 263 State: Himachal Pradesh
174305
Contack Person: Fax Mo,
Phone Mo.: 01972-2838037 E-mail ID:

1

wo | m| o~ | | s | o

A
SPO Name HPO Name State Name District Name Office Code

[=] (=] =] = = =
MAHL A WAISHALL Himachal Pradesh WAISHAL S0P I
Dehra H.O DehraH.O Hirmachal Pradesh KANGRA 257 Dehra go
kangra H.O KangraH.O Himachal Pradesh KANGRA 258 Kangra 1
Charamsala H, & Charamsala H.O Himachal Pradesh KANGRA 259 DHARAM
Palarnpur H.O Palarmpur H.O Hirmachal Pradesh KAMGRA 260 FALAMPL
Harirpur H.O Harnirpur H.Q Hirmachal Pradesh HAMIRPLUR({HF) 261 HAMIRPL
Bilaspur H.Q Bilaspur H.O Himachal Pradesh BILASPUR (HF) 262 BILASPUI
Hirmachal Pradesh HAMIRPUR(HP] :
Mandi H.O Mandi H.O Himachal Pradesh MANDI 264 SADAR 1
kullu H.O Kullu H.O Himachal Pradesh KLLLL 265 KULLL T
sunder Nagar Town Ship HO Sunder Nagar Town Ship HO  Himachal Pradesh MANDT 266 SUNDER
Kewlong H.O Keylong H.O Himachal Pradesh LAHUL & SPITL 267 LAHALL
Rampur Bushahr H. O Rampur Bushahr H.Q Hirmachal Pradesh SHIMLA 268 Rampur
Reckong Peo H.O Reckong Peo H.O Himachal Pradesh KIMMALR 269 Kalpa Ta
Shimla G.P.O. Shirnla G.P.O, Hirmachal Pradesh SHIMLA 270 SHIMLA o
*
Save ]’ Edit ][ Delete ]’ Cancel ]l Close

Menu Access Path: Bank PO Details >> SPO Master

As like setting the HPO name as master, it is necessary to designate the Post office branch as Sub Post Office by
assigning an HPO to the SPO.

To Add New Record, Select the Post Office Name from the dropdown list. And Select the HPO name under which
this SPO is to be mapped. The corresponding data will be loaded to the respective fields. Then click on Save
(Alt+S) button to save the record. The confirmation message will occur once the Record is saved. This will add
the details to the Grid below.

To EDIT the existing records, Select a particular record from the Grid or Search the required detail from the
Search Row just below the Column Headings and then double Click on the Row or Press Edit button, the selected
details will be loaded to the corresponding fields. Do the required changes; click on Save button to save the
record. The confirmation message will display as Record saved successfully.

o If you need to cancel the entries while Modifying, click on Cancel (Alt+N) short cut key from key board”.

To Delete the record, select the required row for deleting and click on Delete (Alt+D) Button. This will ask for a
confirmation that do you want to Delete this record. If you press YES it will delete the record and If press NO
then it will cancel the Deleting process. Please note that the Delete option is provided to Administrator privilege
only. Once you confirm the delete, the record will remove the history completely. So it is advised to take care
while deleting.
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5. Maintaining Pensioner Details

5.1 Pensioner Details

The Pensioner Details screen is to set the various details of the pensioner like Pensioner Personal and Employment

details, Pensioner Pension Details, Nominee Details, Family Pension Details, Pensioner PDA details and the
consolidated Ledger Card of the selected Pensioner etc.

Pensioner Details

Pensioner Details

Title Pensioner Name

1 Sti. ERHAM D,

Name of the Benificiary

=

ERHAM

PPO No.

Pensioner Code

=

Pension Type

=

inuation

3

R

2]

b4 Sti YIIAY KUMAR GALITAM YIIAY KUMAR GALITAM CCAIPBIPEN/IDAPPO-6712 17032010100002  Superannuation k
Pension
3 Sri. JAGAT RAM LACHHMI DEYI HPT/DOT/1-690/FPEMf201 1 JFPC- 17022011200004  Family Pension f
140/FPPO-140
4 Sri. PREM SIMNGH FREM SIMGH HPT/DOT1-547/PENS10/PC-419/PPO-  17022010100005  Superannuation 5
419 Pension
g St HARBANS SIMGH HARBANS SINGH 9-1527[TACI2005 17042010100006 | Superannuation 4
Pension
[} Sti HA&RI Da55 H&RI DASS HPT/DCT/1-565/PEN/IO/PC-434/PPO-  17042010100007  Superannuation k
434 Pension
7 Mrs. SAMIOGATA DEYL SAMNIOGATA DEYI HPT/DOT/1-571/PEN/2010/PC- 17052010100005  Superannuation k
439/PPO-439 Pension
g Sri. SOMRA SOM RAD HPTIDOT1-721 JPEN/PC-S56/PPO-556 | 17092011100009  Superannuation 5
Pension
=] Sri. RAMFSH CHAMD MFFRA DFYT DT CFL -3 0F. PRRML DL (FPC- 17N2NM2NN01N | Family Pensinn l!
£ >
Will & P.O. Basaral, Tehsil. Madaun, Original Commuted | Reduced Pension Medical |Commutati | Commutatio Restoration -

Distt. Hamirpur{HF) Pension Portion Pension |Commuted | Allowance | on Amt. n Date Date
1 9010 5406 1195
»
@ 17985 5104 il +4N9 n PARARTR
< |
Generate Pensioner Code ][ Export to Excel ] ’ Add " Modify ]’ Print " Close

l

Menu Access Path: Pensioner Details >> Pensioner Details

Above is the screen which gives a comprehensive view of the Pensioner details which is already entered. This view

screen is a master navigation screen which facilitates to see all the details about the pensioner in a single row. We can

even perform the search operation over here with multiple search conditions. We can perform Add, Modify and Print

operations from here.
e To Add New Pensioner details, Select the Pensioner Details main
menu and click on Pensioner Details Submenu which will open this

pensioner details master view screen.

On the Lower Right corner of the screen you can find the Add
button, clicking on the Add button or Alt+A shortcut key will open
another window called Pension Type selection Screen. Select either

Regular Pension or Family Pension Type and Click on Next button

Pension Type

Bension Type

Select one of the Following items and click "Mesxt",

(®) Reqular Pension

) Family Pension

i3

Clicking on next button will open pensioner details data entry
screen, which is as follows.
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5.1.1 Regular Pension Data Entry Screen.

Pensioner Details screen: In this screen there are 6 different tabbed pages/screens namely Pensioner Details,
Pensioner Pension Details, Nominee Details, Family Pension Details, Pension Through, and Ledge Card of the selected

pensioner.

Pensioner Details:

Regular Pensioner Details g|
Regular Pensioner Details
Pension Details | Nominee Details | Family Pension Details PensionThrough Ledger Card
Personal Details
Title of Respect:  * | S - E] Gender:  |Male Class OF Pension: ¥ | Superannuation w | |village & P.O. Magrota
Surian, Tehsil -Jawali, Distt -
Pensioner Mame:  * |HARBANS SINGH Date of Birth: * | 21-Mar-1950 v - Kangra, H.P.
PPC Mo, #|9-1527/TAC/2008 Mabile Mo,
Pensioner Code:  * |17042010100006 Generate Code | Res.Phone Mo.: E-mail ID:
Seryice Details
Date of Entry: “ | DAType: *|IDA w | Designation: Sr TOA A E] Unit Address:
Retirement Date: * | 30-Mar-2010 v | Group:  * | MonExecutiv % | Unit Name: GMTD, JAMMU - E]
PPO w.e.f, 3 -Mar-2010 w Pay Thru: # | Bank | Division Mame: GMTD, JAMMU A E]
Pay Scale Details
0ld Pay Scale: 7B00-225-11175 v E] Last Pay Drawn: Total Service:
Mew Pay Scale: 14900-27550 . E] Last Basic Drawn: Qualifying Service:
Pay Band: Grade Pay: Mon Qualify, Service:
Remarks:
Transfer In Details Pensioner Status Details
Transfer Status: [] Transfer In Transfer From Date: Pensioner status: Active [ ceased
Transfer From Circle: Cease From Date: b
(o= [ ews [ o0 J o=

e Select Pensioner Details tab, will open Pensioner Personal details.

e Select Title of Respect like Sri, Smt. etc. from the dropdown list. If the required option is not available then go to

the mast
Masters

er and create new Title of Respect in the Masters menu and select it in this form. (Ref. Managing
details in this help file).

e Asyou select the Title of Respect, the Gender will automatically set as Male or Female.

e Enter Pensioner Name.
e Enter PPO No. as in the PPO.
e Press “Generate Code” button, next to the Pensioner Code Text Box. The system will automatically generate the

code bas

ed on the data entered in the respective fields as explained below. The coding format is as follows.
First 2 Digits will represent the ‘Pin Code’ of the CCA office location.

Second 4 Digits will represent the ‘Year of Retirement’ picked by the DOR field.

Third 2 Digits will represent ‘Month of Retirement’ picked by the DOR field.

Fourth 1 Digit will represent ‘Pension Type’ as Superannuation or Family Pension

Fourth 1 Digit will represent ‘DA Type’. In which, 1 represents CDA, 2 represent IDA and 3 represent
Pro-Rata Pension for MTNL absorbers.

Last 5 Digits will be a ‘Continues Serial No.’ filled up when we save the record.

Totally 15 Digit Pensioner Code will be generated automatically by the system.
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= |f coding system is already in place, then the clicking the Code generation button is not necessary.
System will allow to enter the existing code directly.

= You can modify the exiting / system generated Pensioner Code as well

= In case of PPO In (Transfer In) cases from other circles, the Pensioner code should be Generated by
the Originating Circle Office only. The same has to be entered manually in this circle. At any point of
time the Pensioner code should not be generated for Foreign PPOs.

e Pensioner Code filed will allow only Numerical values and it should be Unique No. Special characters are
not accepted in this text box. For all practical purposes the Pensioner Code is the controlling number. So it is
necessary to enter the Pensioner Code with care.

e Select, Class of Pension option like Superannuation, Voluntary Retirement, Pro-Rata Pension, Military
Pension, Invalid Pension, Compulsory Retirement, PSU Absorption etc. from the dropdown list. If the
required option is not available in the list, then click on [:] button, which will open the Master Screen.
Enter the new record Save it and Closing the window will display this newly entered Class of Pension.

e Enter ‘Date of Birth’ of the Pensioner. The date can be typed as dd-MM-yyyy format or you can select from
the calendar which opens when you click on dropdown arrow mark.

e Enter the contact information like Mobile No, Telephone No; contact Address of the Pensioner etc.

e Under Service details section enter the Date of Entry into the service, Date of Retirement. Once DOR is
entered PPO with effective from date will automatically display. This is ideally the next day of DOR or the
same date when it is Voluntary retirement / Invalid Pension cases. You can also modify the date as per PPO.

e Select ‘DA Type’ as IDA or CDA. Then select Employee group like Group A, B, C, or D in case of CDA and
Executive / Non Executive in case of IDA.

e Select ‘Payment through’ like through as Bank or Post Office.

e Select Designation from the dropdown list.

e Select ‘Division Name’ from the drop down list.

e Select the SSA Unit Name or Office Name from the list. As soon as the unit name is selected, its Address will
automatically display. To modify the Unit master or any masters for that matter, click on [:] button.

e Under Pay Scale details section Select ‘Old Pay Scale’ from the drop down list. As soon as you select the Old
Pay scale, the New Pay Scale will automatically filled up or Visa-versa. Either one of them entered, need to
enter both, else both of them should not be entered. Please note that the pay scales are listed based on the
DA Type. IDA Pay scale will be listed if DA type is IDA. CDA pay scale will be listed if the DA type is CDA. Pay
Band and Grade Pay will be automatically filled up in case of CDA.

e  Enter Last Pay Drawn and Last Basic Drawn.

e Enter Total Service, Qualifying Service and Non Qualifying Service as 66 Half Yearly, 33 Yearly etc.

Enter Remarks if any

6. Under Transferred In details section, select Transfer Status Check Box if applicable. once transfer status is
checked, the Date of effect and Transferred from circle fields will enable. Enter the appropriate data and
move to the next fields. If the PPO is a general entry then these fields need not to enter.

7. Pensioner Status details to be as Active or Ceased. If no next claimants are there then the pensioner details
can be Ceased along with Ceasing With effective from Date. Once this is set, the Due for this pensioner will
not be generated and while Auditing the message will be displayed as “This pensioner is ceased”.

e After entering all the Mandatory fields, click on Save button to save the record. This will save only the
Pensioner personal Details. The complete record entry is not yet over. Click on Pension Details Tab to set the
Pensioner Pension Details.

e Select ‘Pension Details’ Tab to enter the Pensioner Pension Details. The screen looks as below;
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5.1.2 Pension Details:

Regular. Pensioner, Details

Regular Pensioner Details

Pensioner Details Pension Details | Nominee Details | Family Pension Details PensionThrough Ledger Card

X

Pensioner Mame: |PREM SINGH

Pension Details

Criginal Pension:

Commutation Details Other Details

| PO Mo, |HPT/DDT/1—547/PEN/10/PE—419/P |Penggnengde: 17022010100005

<

Commuted Portion: *
Reduced Pension: *

Medical Allawance:

Remarks: ‘2ND PRC REYISION 13600-25420
& Original Commuted Reduced Pension Medical Commutation Commutation Restoration
Pension Portion Pension Commuted Allowance Amt. Date Date
= = = = = = =
1 8525 610 3915 Z610 256637 03{01/2010 03/01/2025

9720 Commutation Amaount: 125664 DA Type: w | ’ Update ]
3888 Commutation Date: 11-Nov-2011 w CPC Type: * | ath CPC w
Gg32 Pension Commuted: 1278 Merget: * | Mo w ’ D ]
Remove
I:I Restaration Date: 11-Mov-2026 W PPO/Rev.Issue Db: * | 11-Mow-2011 «

11f11{2011

. >

Remove Pensioner

|| close

Save " Cancel ]l Print

Enter Commuted Portion (CP). In case of 2™ Commutation is given then the Commuted portion should be
included with previous commutation. The ‘Pension Commuted’ for the 2™ Commutation will be a difference
of total Commuted Portion which will calculate automatically and display in the Pension Commuted field.
Ideally, for each pension, there should be a commutation entry. If no commutation has been given for a

particular pension revision, then the Commuted Portion will be the Previous Commutation and Pension

If the Commutation is ‘Zero’ for a specific pension revision, The Commutation date and Restoration date to

The Residual Pension (RP) will automatically calculated with a formula OP-CP=RP. If any changes as per PPO,

Enter the Total sum of Commutation amount paid at the time of Original Pension Settlement or at the time

Enter the commutation paid date. In case of any variation in date of Pension Payment and commutation
payment, we need to take the exact date of Commutation when it is paid. If the PPO Issue date and
commutation date falls in the same month, the Restoration date will be First of the month after 15 years.

e  Enter Original Pension (OP) or Basic Pension.
L]
]
Commuted will be ‘Zero’ for that pension.
L]
be considered as the Revision Issue Date for all practical purposes.
]
it can be modified.
e Enter Medical Allowance amount, if exist.
[ ]
of subsequent Pension Revision.
[ ]
[ ]

Enter DA Type as CDA or IDA. There may be a possibility that at the time of retirement, pensioner is in CDA,
later he might have opted for IDA. Then we need to take the corresponding DA Type as per the orders.
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Enter the CPC Type as 5™ CPC or 6™ CPC. In case of IDA the CPC Type will not be applicable. However, we
need to consider 5" CPC for before 2™ PRC and 6" CPC 2" PRC and above.

Enter Merger applicable or not. If applicable select YES, if not select as NO.

PPO / Revision Issue Date: Enter the original PPO Issue date in case of first entry. If it is a revision PPO entry,
then enter when the Revised PPO issued date.

Enter Remarks if any into the Remarks field.

Click on Add / Update button first to add the details to the Grid.

After entering all the Mandatory fields, click on Save button to save the record. This will save the Pensioner
Pension Details. The complete record entry is not yet over. Click on Nominee Details Tab to add the details.
Select ‘Nominee Details’ Tab to enter the Pensioner’s Nominee Details. The screen looks as below;

5.1.3 Nominee Details:

Regular Pensioner Details fgl

Regular Pensioner Details

Pensioner Details Pension Details | Nominee Details | Family Pension Details PensionThrough Ledger Card

Dependents Details

TS aff Recmees D ol Mominee Address: Update

Mominee Mame: |KAMLA DEYI |

oot e o[ oo

Set as Default Family Pensioner? Yes Contact Mao.: | | [ Remove ]
Ui=(l Nomi M. Gend Relation Shij Nomi DOB MNomi Add C
Respect ominee Name ender elation Ship ominee ominee ress ()
(=] =] (=] =] (=] =]

il

EAMLA DEVI Female

' >

Save " Cancel " Print ] Close

Enter Nominee Details which included the Family Pensioner details along with Relationship and Date of
Birth of the Nominee. DOB is a mandatory field. If it is not available then additional pension will not be
calculated.

Set the Nominee as Default Family Pensioner Yes check box. Ideally Wife/Husband of the employee will
become the default family pensioner. Others will be unchecked.

Enter the Nominee Address if other than the Pensioner Address and Contact No. Click on Add / Update
Button to add to the Grid.
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e After entering all the Mandatory fields, click on Save (Alt+S) button to save the record. This will save the
Pensioner Nominee Details. The complete record entry is not yet over. Click on Family Pension Details Tab
to add the details. The screen looks as below;

5.1.4 Family Pension Details:

Regular Pensioner Details rg|
Regular Pensioner Details
Pensioner Details Pension Details | Nominee Details | Family Pension Details | PensionThrough Ledger Card
Family Pension Details
Morinee Narme: |KAMLA DEYI |
Enhanced FP: l:l Enhanced FP up to: 02-May-2000 b D& Type: DA £ Update
Mormal Pension: 1275 Mormal Pension w.e.f, | 03-May-2000 v CPC Type: SthCPC d
Medical DA Normi
ENFP ENFP UpTo Date Mormal FP Normal FP wef AhrEnT Type CPC Type Merger 1
=] = = =] = =] =] = =]

1 0 0o 0 i D& Sth CPC

< >

o T T

e Enter Enhanced Family Pension Amount and enter the Enhanced Family Pension Up-To Date. This is ideally 7
Years from the Date of Retirement or 10 Years in case of Employee’s death while in service.

e  Enter Normal Family Pension and NFP with effect from date. Ideally next date of ENFP up-to date is NFP
from date. If any variation in the date, the same can be entered as per the PPO.

e Normal Pension Up-To is nothing but, in case of Next Claimants conditional Pension amount is applicable for
Son, Daughter etc, then this restriction date can be entered. From that date, the Pension will be ceased.

e Enter DA Type, CPC Type, Merger and Remarks if any. Then click on Add / Update button to add a record to
the Grid. However, while entering Regular Pension Details, the Family Pension Details are not mandatory.

e After entering all the Mandatory fields, click on Save button to save the record. This will save the Pensioner
Nominee Details. The complete record entry is not yet over. Click on Pension Through Tab to add the details.
The screen looks as below;
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5.1.5

Regular Pensioner Details

Regular

Pensioner Details Pension Details | Nominee Details | Family Pension Details | PensionThrough | Ledger Card

Pensioner PDA Details

X

Pensioner Details

s

Pension Disbursing Unit Details

P Setting
Pensianer Mame: |H'°'R1 DASS | SP0 Address: [HAMIRPUR Taluk, HAMIRFUR, Update
Diskrict, Pin: 177001

* SPO) hame: | Hamirpur H.C - Hamirpur H.0 - HAMIRPUR(HP (D) v |E]

* ficcount Mo, |D | Date: |08-Jun-2010 V|

* HPO Mame: |Hamirpur H.O | District Mame: |HAMIRPUR(HP) | s
PDAType Pay Bank Pay Branch SP0O Name HPO Name CPPC Man
1 Bank Punjab Mational Bank HAMIRPLR Punjab Mational Ba

z Past Office

* pensioner Through: () Bank (&) Post Dffice

Chandigarh

| >

(o [ oo | oo [ o=

Select the Pension through Option Button as Bank or Post Office. By default it will be selected whichever is
entered in the pensioner details Payment Though field. If not selected then select it appropriately.

Selecting on Bank will display the Bank Branch Details, Selecting Post office will show Sub Post Office details.
Enter the appropriate data into Account No. Date of Account etc. and Click on Add / Update button which
will add to the grid.

Entire PDA history of Pensioner will be shown here, which includes of Transferred details.

If any duplicate entries happened in entering the branches or any mistakes then you can remove the Branch
names from the database. It will permanently delete that branch mapping to this pensioner. But be aware
that Removing the Bank Branch / Post Office name will completely delete the Pensioner Audited Details as
well. So it is advised to see if any Auditing is done or not before Deleting the Bank / PO Details.

Once all the details are saved, this completes the Pensioner details entry.

A Tab called Ledger Card is for viewing the Pensioner Audited details for a selected pensioner for the whole
Financial Year.

The screen Details are as follows.
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5.1.6 Pensioner Ledger Card

Regular Pensioner, Details

X

Regular Pensioner Details
Pensioner Details Pension Details | Nominee Details | Family Pension Details PensionThrough | Ledger Card |
Enter Ledger Card Details
Pensioner Marne: |Hﬂ-RI DASS | Pensioner Code: 17042010100007
PPC Mo [HPT/DOT/1-565/PEN/10/PC-434/PPD-434 |  *Financial Year: | 20122013  |v
|ﬁ| (A= | (REEn Pension Due Lrgss :::::::I: Arrears Recover Wiy Difference (g A 2
Month Year Pension Drawn ¥ Arrears Difference M
= =] =] = = =] (= = = =] [=]
: o A L G O
2 Apr 201z 12336.00 12336.00 12917500
5 Mary 2012 12336.00 12336 12336 a o 0.00 129175.00 5
4 Jun 2012 12336.00 12336 12336 a o 0.00 129175.00 &
5 Jul 201z 12543.00 12543 12843 u] 1] 0.00 129175.00 7
] Aug 201z 125843.00 125843.00 14201500
7 Sep 2012 12843.00 12843.00 154861.00
g ek 2012 0.00 154861.00
9 Maow 2012 0.00 154861.00
10 Dec 2012 0.00 154861.00
11 Jan 2013 0.00 154861.00
12 Feb 2013 0.00 1545861.00
13 Mar 2013 0.00 154861.00
192376 37513 37313 u] 1] 154861 1850584
< >
(oo [ oo [ om [ o |

e Select the required Financial Year from the Dropdown list and Click on Show (Alt+H) button to display the
Ledger Card details of the pensioner.
e The ledger card details will contain the following information in a comprehensive manner.

Pension Month, Pension Year

Monthly Pension Due

Gross Pension Paid: In case of multiple months of pension paid at a time, then total amount paid
value will be displayed over here.

Monthly Pension Drawn: actual pension amount paid for a month will be displayed.

Arrears Paid for that month if any

Recovery made for that month if any

Other Arrears Paid for that month if any

Difference with respect to Due — Drawn — Arrears + Recovery.

Cumulative Difference with respect to Opening Balance from the Previous Year + Difference.
Scroll Month and Year in which the Voucher is received

Objections raised while auditing for that particular Pension Month will be displayed here.
Remarks entered while auditing for that particular Pension Month will be displayed in Remarks
column.

Audited By user name will be shown. There are other many columns are available which are hidden. If
any other details are required then Go to the Column chooser and enable the required fields.
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5.2 Family Pensioner Details

The Pensioner Details screen is to set the various details of the pensioner like Pensioner Personal and
Employment details, Pensioner Pension Details, Nominee Details, Family Pension Details, Pensioner PDA
details and the consolidated Ledger Card of the selected Pensioner etc.

Pensioner Details E|

=]
<

Pensioner Details

~
Title Pensioner Name Name of the Benificiary PPO No. Pensioner Code | Pension Type =

= = = = = [

BRHAM [ imuation

Sti YIIAY KUMAR GALITAM YIIAY KUMAR GALITAM CCAIPBIPEN/IDAPPO-6712 17032010100002  Superannuation k
Pension
Sri. JAGAT RAM LACHHMI DEYI HPTIDOT1-690/FREMZ011 JFPC- 17022011200004  Family Pension F

140/FPPO-140

Sri. PREM SIMGH PREM SIMGH HPT/DOT1-547/PENS10/PC-419/PPO-  17022010100005  Superannuation b
419 Pension
Sti HARBAMS SIMGH HARBAMS SINGH 9-1527TACI2008 17042010100006  Superannuation !
Pension
Sti HA&RI Da55 H&RI DASS HPT/DCT/1-565/PEN/IO/PC-434/PPO-  17042010100007  Superannuation k
434 Pension
Mrs, SAMIOGATA DEVI SANIOGATA DEVI HPTIDOT1-57 1 JPEM/2010/PC- 17052010100005 | Superannuation 5
439/PPO-439 Pension
Sri. SOMREAD SOM RAD HPT/DOT1-721 JPEN/PC-556/PPO-556  17092011100009  Superannuation b
Pension
Si. RAMFSH CHAMD MFFRA DFYT DT CFL 1 -37 (. PRRML T (FPC- 17N92NM2NN01N. | Family Pensinn [l
>

Vil & P.O. Basaral, Tehsil. Madaun, = Original Commuted | Reduced Pension Medical |Commutati | Commutatio Restoration ~

Distt. Hamirpur{HF) Pension Portion Pension |Commuted | Allowance | on Amt. n Date Date
1 9010 5406 1195
»
= 17985 5104 77 +4N9 n PAGATR
£ |

Generate Pensioner Code ]

Export to Excel Add Modify Print Close
l l | I I l

Menu Access Path: Pensioner Details >> Pensioner Details

Above is the screen which gives a comprehensive view of the Pensioner details which is already entered. This view

screen is a master navigation screen which facilitates to see all the details about the pensioner in a single row. We can

even perform the search operation over here with multiple search conditions. We can perform Add, Modify and Print

operations from here.

5

To Add New Pensioner details, Select the Pensioner Details main menu and click on Pensioner Details Submenu
which will open this pensioner details master view screen.

On the Lower Right corner of the screen you can find the Add button,

Pension Type E‘
clicking on the Add button or Alt+A shortcut key will open another
Pension Type
window called Pension Type selection Screen. Select either Regular Select ane of the Following leems and clck"Next”,
Pension or Family Pension Type and Click on Next button © Requler Pension

(&) Eanmily Pension

Clicking on next button will open pensioner details data entry screen,

which is as follows.
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5.2.1

Family Pensioner Details

Family Pensioner Details

Deceased Employee Details / Pensioner Details

&

Service Details

Deceased Employee,/Pensioner Details | NomineeDetails | Family Pensioner Details | Pension Details Pension Through | Ledger Card
Personal Details of deceased Govt. Servent

Title of Respect: | S w E] Gender: |Male Class Of Pension:  * | Family Pension ~
Degzmscy * irth * [01-3an- D ow | 14Nov-2003
Employes Marne: RAMESH CHAND Date of Birth: 01-1an-1900 Date of Death:

FPO Mumber: * |DOT-CELL/PB,/F.PEN/FPC-301,/FPPD-2198 Date of Entry: A PPO w.e.f, * | 15-Mow-2003 W
Pensioner Code:  * |17112003201022 Generate Code Date of Retirement: hd Payment Thru: Bark. h

Transfer In Details

Designation; RM hd [:] Last Pay Drawn: Division Mame: | GMTD, CHANDIGAR % D
D& Type: IDA % | Group: | MomExecutiv W Lask Basic Drawn: Unit Mame: GMTD,CHAMDIGAR [I]
Cld Pay Scale: 4000-120-5500 W E] Total Service: Unit &ddrass:

Mew Pay Scale: FFE0-13320 b E] Gualifying Service:

Pay Band: Grade Pay: Mon Qualify. Service:

Remarks:

Pensioner Status Details

Transfer Status: [ Transfer In Transfer w.e.F: Pensioner status: Active [ ceased
Transfer From Circle: hd
Conversion FP to SP “ Remove Pensioner ] Save " Cancel H Print ‘ Close

e Select Deceased Employee / Pensioner Details tab, will open Employee Personal details and Office details. Here
many of the details are not mandatory. Based on the applicability, we need to fill up the details appropriately.

e Select Title of Respect like Sri, Smt. etc. from the dropdown list. If the required option is not available then go to
the master and create new Title of Respect in the Masters menu and select it in this form. (Ref. Managing
Masters details in this help file).

e Asyou select the Title of Respect, the Gender will automatically set as Male or Female.

e Enter the Deceased Employee / Pensioner Name.
e Enter PPO No. as in the PPO.
e Press “Generate Code” button, next to the Pensioner Code Text Box. The system will automatically generate the

code based on the data entered in the respective fields as explained below. The coding format is as follows.

First 2 Digits will represent the ‘Pin Code’ of the CCA office location.

Second 4 Digits will represent the ‘Year of Retirement’ picked by the DOR field.

Third 2 Digits will represent ‘Month of Retirement’ picked by the DOR field.

Fourth 1 Digit will represent ‘Pension Type’ as Superannuation or Family Pension

Fourth 1 Digit will represent ‘DA Type’. In which, 1 represents CDA, 2 represent IDA and 3 represent
Pro-Rata Pension for MTNL absorbers.

Last 5 Digits will be a ‘Continues Serial No.’ filled up when we save the record.

Totally 15 Digit Pensioner Code will be generated automatically by the system.

If coding system is already in place, then the clicking the Code generation button is not necessary.
System will allow to enter the existing code directly.

You can modify the exiting / system generated Pensioner Code as well
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= In case of PPO In (Transfer In) cases from other circles, the Pensioner code should be Generated by
the Originating Circle Office only. The same has to be entered manually in this circle. At any point of
time the Pensioner code should not be generated for Foreign PPOs.

e Pensioner Code filed will allow only Numerical values and it should be Unique No. Special characters are
not accepted in this text box. For all practical purposes the Pensioner Code is the controlling number. So it is
necessary to enter the Pensioner Code with care.

e Select, Class of Pension option like Family Pension, Superannuation, Voluntary Retirement, Pro-Rata
Pension, Military Pension, Invalid Pension, Compulsory Retirement etc. from the dropdown list. If the
required option is not available in the list, the click on E] button, which will open the Master Screen.
Enter the new record Save it and Closing the window will display this newly entered Class of Pension.

e  Enter ‘Date of Birth” and ‘Date of death’ of the Deceased Employee. The date can be typed as dd-MM-yyyy
format or you can select from the calendar which opens when you click on dropdown arrow mark.

e Enter Date of Entry into the service, Date of Retirement. Once DOR is entered PPO with effective from date
will automatically display as the next date of DOR or in case of Direct Family Pension condition, the Next
date of Date of Death will be a PPO Effective from Date.

e Select ‘Payment through’ like through as Bank or Post Office.

e Under Service details section enter the Select the Designation; Select ‘DA Type’ as IDA or CDA. Then select
Employment group like Group A, B, C, or D in case of CDA and Executive / Non Executive in case of IDA.

e Under Pay Scale details section Select ‘Old Pay Scale’ from the drop down list. As soon as you select the Old
Pay scale, the New Pay Scale will automatically filled up or Visa-versa. Either one of them entered, need to
enter both, else both of them should not be entered. Please note that the pay scales are listed based on the
DA Type. IDA Pay scale will be listed if DA type is IDA. CDA pay scale will be listed if the DA type is CDA. Pay
Band and Grade Pay will be automatically filled up in case of CDA.

e  Enter Last Pay Drawn and Last Basic Drawn.

e Enter Total Service, Qualifying Service and Non Qualifying Service as 66 Half Yearly, 33 Yearly etc.

e Select ‘Division Name’ from the drop down list.

e Select the SSA Unit Name or Office Name from the list. As soon as the unit name is selected, its Address will
automatically display. To modify the Unit master or any masters for that matter, click on E]Jutton.

e Enter Remarks if any

5 Under Transferred In details section, select Transfer Status Check Box if applicable. once transfer status is
checked, the Date of effect and Transferred from circle fields will enable. Enter the appropriate data and
move to the next fields. If the PPO is a general entry then these fields need not to enter.

6  Pensioner Status details to be as Active or Ceased. If no next claimants are there then the pensioner details

can be Ceased along with Ceasing With effective from Date. Once this is set, the Due for this pensioner will
not be generated and while Auditing the message will be displayed as “This pensioner is ceased”.

e After entering all the Mandatory fields, click on Save button to save the record. This will save only the
Deceased Employee Details. The complete record entry is not yet over.
e Select ‘Nominee Details’ Tab to enter the Dependents Details. The screen looks as below;
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5.2.2 Nominee Details:

Family Pensioner Details

Family Pensioner Details

Deceased Employee/Pensioner Details | NomineeDetails | Family Pensioner Details Pension Details Pension Through Ledger Card

X

Nominee Details

Class Of Pension:  Family Pension

Title of Respect: E] Gender: Mominee Address:  [village Garri, PO, Kaloor, Teh.

Madaun, Distt, Hamirpur, H.P.
Nominee Name: | SUMANA KUMART |

Relationship: E] DOB: | 13Mar-1962  » Clear

date

g

i

5et as Default Family Pensioner ? Yes Contact Mo, | | ’ Remove ]
Title OF . . . . .
=) Nominee Name Gender Relation Ship MNominee DOB MNominee Address Cor
Respect
= = = = = =

1 3k, SUMANA KUMART

< I >

Conversion FP to SP ” Removye Pensioner Sarve H Cancel " Print | Close

Enter Nominee Details which included the Family Pensioner details along with Relationship and Date of
Birth of the Nominee. DOB is a mandatory field. If it is not available then additional pension will not be
calculated.

Set the Nominee as Default Family Pensioner Yes check box. Ideally Wife/Husband of the employee will
become the default family pensioner. Others will be unchecked.

Enter the Nominee Address if other than the Pensioner Address and Contact No. Click on Add / Update
Button to add to the Grid.

After entering all the Mandatory fields, click on Save (Alt+S) button to save the record. This will save the
Pensioner Nominee Details. The complete record entry is not yet over. Click on Family Pension Details Tab
to add the details. The screen looks as below;
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5.2.3 Family Pension Details:

Family Pensioner Details

Family Pensioner Details

Deceased Employee /Pensioner Details | NomineeDetails | Family Pensioner Details | Pension Details

X

Pension Through Ledger Card

Family Pension Details

Family Pensioner fame: [SUMANA KUMART

| PPO Mo, |DDT—EELLXPBXF.PEN/FPE—:SD1XFPPD | Pensioner Code: |17112003201022

Enhanced FP:

2600 | Enhanced FP up to:
1560 | Mormal Pen, w.e.f !

Mormal Pension:

PPO | Revision
Issue Date:

Sth CPC A

isl) w

DA Type:

14-Mow-2010  » 01-Jun-2004 w
Update
15-Mowv-2010 w -

CPC Type:

£

Medical Allowance: l:l Mormal Pen, up to: ¥ | Merger: Mo e
Medical DA Reyision Issue
ENFP ENFP UpTo Date Mormal FP Normal FP wef AhTEnT Type CPC Type Merger Date
[=] [=] [=] [=] [=] [=] [ & =
11/14/2013 00 11/15/2013 | DA fith CPC [~ osjz0/z011

11{14/2010

Conversion FP ko SP “ Remove Pensioner

Save Print

[ concet |

| Close

Enter Enhanced Family Pension Amount and enter the Enhanced Family Pension Up-To Date. This is ideally 7
Years from the Date of Retirement or 10 Years in case of Employee’s death while in service.

Enter Normal Family Pension and NFP with effect from date. Ideally next date of ENFP up-to date is NFP
from date. If any variation in the date, the same can be entered as per the PPO.

Enter Fixed Medical Allowance (FMA) of the Family Pensioner.

Normal Pension Up-To is nothing but, in case of Next Claimants conditional Pension amount is applicable for
Son, Daughter etc, then this restriction date can be entered. From that date, the Pension will be ceased.
Enter DA Type, CPC Type, Merger and Remarks if any. Then click on Add / Update button to add a record to
the Grid. However, while entering Regular Pension Details, the Family Pension Details are not mandatory.
After entering all the Mandatory fields, click on Save button to save the record. This will save the Pensioner
Nominee Details. The complete record entry is not yet over. Click on Pensioner “Pension Details” Tab to add
the details. The screen looks as below;
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5.2.4 Pension Details

Family Pensioner Details

Family Pensioner Details

Deceased Employee/Pensioner Details

NomineeDetails | Family Pensioner Details | Pension Details | Pension Through

X

Ledger Card

Deceased Emp. Mame: |RJ\ME5H CHAND

| PPO Mo, |DDT—EELL,.I"PB,.I"F.PEN,.I"FPE—SI]1,.I"FPPU| Pensioner Code: |17112003201022

Pensioner Pension Details

<

Original Pension:

Commuted Portion: l:l Commutation Date: CPC Type: | &th CPC Update
Reduced Pension: 5706 Restoration Date: Merger: | Mo A
Pension Commuted: |:| Medical Allowance: l:l Clear
Remarks: ‘ Direct Family Pension case
& | original Pension Commuted Reduced Pension Medical Commutation Commutation Restoration
9 Portion Pension Commuted Allowance Amt. Date Date
(=] =] =] [=] =] =] =]

5706

Commutation Amounk: DA Type: | IDA

II

>

Conversion FP to SP “ Removye Pensioner ]

| Close

Save ][ Cancel " Print

Enter Commuted Portion (CP). In Direct Family Pension cases the Commutation details are not that

The Residual Pension (RP) will automatically calculated with a formula OP-CP=RP. If any changes as per PPO,

Enter the Total sum of Commutation amount paid at the time of Original Pension Settlement or at the time

Enter the commutation paid date. In case of any variation in date of Pension Payment and commutation
payment, we need to take the exact date of Commutation when it is paid. If the PPO Issue date and
commutation date falls in the same month, the Restoration date will be First of the month after 15 years.
Enter DA Type as CDA or IDA. There may be a possibility that at the time of retirement, pensioner is in CDA,
later he might have opted for IDA. Then we need to take the corresponding DA Type as per the orders.

Enter the CPC Type as 5™ CPC or 6" CPC. In case of IDA the CPC Type will not be applicable. However, we
need to consider 5" CPC for before 2™ PRC and 6" CPC 2™ PRC and above.

Enter Merger applicable or not. If applicable select YES, if not select as NO.

After entering all the Mandatory fields, click on Save button to save the record. This will save the Pensioner
Pension Details. The complete record entry is not yet over. Click on Pension Through Tab to add the details.

e  Enter Original Pension (OP) or Basic Pension.
L]
mandatory, but it is necessary to enter the data if available.
L]
it can be modified.
e Enter Medical Allowance amount, if exist.
[ ]
of subsequent Pension Revision.
[ ]
[ ]
[ ]
[ ]
e Enter Remarks if any into the Remarks field.
e Click on Add / Update button first to add the details to the Grid.
[ ]
]

Select ‘Pension Through’ Tab to enter the Pensioner’s Nominee Details. The screen looks as below;
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5.2.5 Pensioner PDA Details

Family Pensioner Details

X

Family Pensioner Details

Deceased Employee;/Pensioner Details | NomineeDetails | Family Pensioner Details Pension Details | Pension Through Ledger Card

Pension Disbursing Unit Details

* pensionet Through: &) Bank () Post Dffice
EBank Setting
Family Pensioner Mame: |SUMP.NP. KLUMARI | Account Mo, |2158261436

| [ Update ]

Paying Bank Marne: | Central Bank of India - |E] Afe. Date | 01-Now-2003 T | m
Paying Branch Mame: | HMADALN v |E] Adtlies JASERY BAZAR, NADALN, DIST-
HAMIRPUR, STMLA-177033

IFSC Code:

CPPC Mame: |Central Bank of India-Murnbai |
PDAType Pay Bank Pay Branch SPO Name HPO Name CPPC Nan
1 Sank Central Bank of India TADALIN Central Bank of Inc

Mumbai

3 >

’ Conversion FP to SP H Remoye Pensioner ] I Save " Cancel " Print | Close

Select the Pension through Option Button as Bank or Post Office. By default it will be selected whichever is
entered in the pensioner details Payment Though field. If not selected then select it appropriately.
Selecting on Bank will display the Bank Branch Details, Selecting Post office will show Sub Post Office details.
Enter the appropriate data into Account No. Date of Account etc. and Click on Add / Update button which
will add to the grid.

Entire PDA history of Pensioner will be shown here, which includes of Transferred details.

If any duplicate entries happened in entering the branches or any mistakes then you can remove the Branch
names from the database. It will permanently delete that branch mapping to this pensioner. But be aware
that Removing the Bank Branch / Post Office name will completely delete the Pensioner Audited Details as
well. So it is advised to see if any Auditing is done or not before Deleting the Bank / PO Details.

Once all the details are saved, this completes the Pensioner details entry.

A Tab called Ledger Card is for viewing the Pensioner Audited details for a selected pensioner for the whole
Financial Year.

The screen Details are as follows.
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5.2.6 Pensioner Ledger Card

Regular Pensioner, Details

X

Regular Pensioner Details
Pensioner Details Pension Details | Nominee Details | Family Pension Details PensionThrough | Ledger Card |
Enter Ledger Card Details
Pensioner Marne: |Hﬂ-RI DASS Pensioner Code: 17042010100007
PPC Mo [HPT/DOT/1-565/PEN/10/PC-434/PPD-434 |  *Financial Year: | 20122013  |v
|ﬁ| (A= | (REEn Pension Due Lrgss :::::::I: Arrears Recover Wiy Difference (g A 2
Month Year Pension Drawn ¥ Arrears Difference M
= =] =] = = =] (= = = =] [=]
: o A L G O
2 Apr 201z 12336.00 12336.00 12917500
5 Mary 2012 12336.00 12336 12336 a o 0.00 129175.00 5
4 Jun 2012 12336.00 12336 12336 a o 0.00 129175.00 &
5 Jul 201z 12543.00 12543 12843 u] 1] 0.00 129175.00 7
] Aug 201z 125843.00 125843.00 14201500
7 Sep 2012 12843.00 12843.00 154861.00
g ek 2012 0.00 154861.00
9 Maow 2012 0.00 154861.00
10 Dec 2012 0.00 154861.00
11 Jan 2013 0.00 154861.00
12 Feb 2013 0.00 1545861.00
13 Mar 2013 0.00 154861.00
192376 37513 37313 u] 1] 154861 1850584
< >
(oo [ oo [ om [ o |

e Select

the required Financial Year from the Dropdown list and Click on Show (Alt+H) button to display the

Ledger Card details of the pensioner.

e The ledger card details will contain the following information in a comprehensive manner.

Pension Month, Pension Year

Monthly Pension Due

Gross Pension Paid: In case of multiple months of pension paid at a time, then total amount paid
value will be displayed over here.

Monthly Pension Drawn: actual pension amount paid for a month will be displayed.

Arrears Paid for that month if any

Recovery made for that month if any

Other Arrears Paid for that month if any

Difference with respect to Due — Drawn — Arrears + Recovery.

Cumulative Difference with respect to Opening Balance from the Previous Year + Difference.
Scroll Month and Year in which the Voucher is received

Objections raised while auditing for that particular Pension Month will be displayed here.
Remarks entered while auditing for that particular Pension Month will be displayed in Remarks
column.

Audited By user name will be shown. There are other many columns are available which are hidden. If
any other details are required then Go to the Column chooser and enable the required fields.

This ends detailed entry of Pensioner details as well as Family Pension Details.
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5.3 lllustration of Pensioner details bulk upload
In case the Pensioner Details are maintained in Excel Sheet, the Axiom PVA Software has a provision to import the

data by giving minimum details about the Database like Server name and Database name and Table Name.
Before Uploading the Excel file, it is necessary to refine the Excel data as required by the Database table.

The File format is explained as below. For all practical purposes we suggest that the Column names are also
should be as prescribed in this list.

Note: The Red colored fields are mandatory. If the mandatory fields are not entered in the excel sheet also can be
uploaded and it can be updated through the data entry screen.

Column Name Description

Serial number of the Pensioner. This number will not be uploaded to the Database

Sl.No but it can be used for Sorting purposes.

Pnr_PPONo Enter PPO No. as mentioned in the file.

Pnr_PensionerCode Enter the Pensioner Code if it is maintained already or you can leave this field Blank
Pnr_Title Enter the Title of Respect of the Pensioner like Mr., Mrs. Sri, Smt., Dr. etc.
Pnr_Gender Enter the Gender of the Pensioner

Pnr_PensionType Enter the Pension Type like Superannuation Pension or Family Pension

Enter the Pension Class as “Superannuation, Voluntary Retirement, Invalid Pension

Pnr_PensionCl i i
nr_PensionClass and Family Pension.

Column Name Description
Pnr_PensionerName Enter the name if the Pensioner
Pnr_Address Enter the Address of the Pensioner. It is non mandatory field.
Pnr_ResPhone Enter the Residence Phone number of the Pensioner
Pnr_MobileNo Enter the Mobile number of the Pensioner
Pnr_EmaillD Enter the Email ID if any
Pnr DOB Enter Date of Birth of the Pensioner. The Date format should be DD-MMM-yyyy.
- Ex: 25-Jun-2012. Set the Column format as Date in Excel.
Pnr_DOE Enter Date of Entry to the Service
Pnr_RetirementDate Enter Date of Retirement of the Pensioners

Enter the PPO With effective from date. This is ideally the next date of Date of

Pnr_PPOwef . .
Retirement but it may not be compulsory.

Enter the Date of Death in case of Family Pension cases. Otherwise leave this

Pnr_DateofDeath
column as blank.

Pnr_Designation Enter the designation of the Pensioner while in service
Pnr_Division Enter the Division where he/she was working
Pnr_Office Enter the Office where the Pensioner was woring and got retired.

Enter the Pensioner Pay scale. Ideally this will be old pay scale. However this filed

Pnr_P |
nr_PayScale can be updated later.

Enter the Last Payment drawn at the time of retirement. This filed is non
Pnr_LastPayDrawn

mandatory.
Pnr_LastBasicDrawn Enter the Last Baisc salary drawn.
Pnr_DAType Enter the DA Type like IDA / CDA

Enter the Pensioner Group like A,B,C,D in case of CDA Pensioners and Executive

Pnr_PensionerGrou L .
- P and Non Executive in case of IDA pensioners.

Pnr_PensionThrough Enter the Pension paid through with Bank or Post Office.
Pnr_TotalService Enter the Total Service in Half Yearly like 66 Half Yearly
Pnr_QualifyingService Enter the Qualifying Service
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Pnr_MilitaryPensioner

Enter YES or NO if the pensioner is a Military Pensioner.

Pnr_Ceased

Enter the status of the pensioner like if the pensioner and the Nominee both are
not there and there is no other claimants, then the Ceased column should be
updated as Ceased Yes else, No.

Pnr_CeasedDate

Enter if the PPO gets Ceased then enter the applicable date from which date PPO
should get ceases.

DA_OPAmount

Enter Pensioner Original Pension or Basic Pension

DA _CPAmount

Enter Pensioner Commuted Portion. If there is no commutation give. Then the
enter 0 (Zero). This may vary in case prevision pension commutation is exits and in
Excel you are entering the Latest Revision Data, then you need to enter the same
amount of CP in the Previous Pension.

DA_RPAmount

Enter Residual Pension amount

DA_MedicalAllowance

Enter Fixed Medical Allowance if applicable

DA_PPORevisedOn

Enter the Date of Pension Revision issue date or if in case of first Pension then
enter original PPO Effective date.

DA _CPCType

Enter CPC Type as 5" CPC or 6" CPC

COMM_CommAmount

Enter the Total Commutation Amount taken. If there is no commutation is taken
then you can enter 0.

COMM_CommbDate

Enter the Commutation issue Date in dd-mmm-yyyy format.

Comm_PensionCommuted

Enter the Pension commuted for this pension/revision. Ideally, this will be
(Commuted Portion — Current Commutation given in this revision)

Column Name

Description

COMM _RestorationDate

Enter the Commutation Restoration Date. Ideally it is 15 years from the date of
Commutation.

Note: In case of multiple Revisions are given you can enter any one pension detail and Upload. If you are entering
the latest revised pension, it is necessary to enter the Historical data after uploading, otherwise the Commutation
Restoration will not occur if the Historical data is not fed in.

FAM_Title

Enter the Family Pensioner Title of Respect.

FAM_Gender

Enter Family Pensioner Gender.

Fam_NomineeName

Enter the Name of the Family Pensioner.

FAM_DOB

Enter Date of Birth of the Family Pensioner. This is a mandatory field but if the Data
is not available you can leave it blank. In case of empty, the additional pension will
not be calculated after uploading the data.

FAM_Relationship

Enter the Relationship of the Family Pensioner.

FAM_Address

Enter the Family Pensioner address.

FAM_EnhancedPension

Enter the Enhanced Family Pension amount.

FAM_ENFPUptoDate

Enter the Enhanced Family Pension up to Date.

FAM_OrdinaryPension

Enter Ordinary Pension or Normal Pension.

FAM_MedicalAllowance

Enter the Medical Allowance for the Family Pensioner if applicable.

FAM_wefDate

Enter Family Pension With Effective from Date. ideally this date would be the next
date of Date of Death of the Pensioner.

FAM_PPONo

Enter Family Pensioner PPO No. if you are entering the details of Family Pension
Directly.

BNK_PayBank

Enter the PayBankID which is available from Bank Branch Master screen in PVA
Application. Entering the Branch Name is not useful. Otherwise you can leave this
field as blank and update the Bank Details after uploading
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BNK_AccountNo Enter Account No.

Enter the SubPOID, which is available from Sub Post office Master screen in PVA
PO_SubPO Application. Entering the Name of the PO is not useful. Otherwise you can leave
this field as blank and update the PO Details after uploading

PO_AccountNo Enter Account No.

5.3.1 Step wise illustration of Data Uploading from Excel.

Import Excel

Import Data From Excel to Database - Source Selection

Select Source File © | CiiDaruments and Settings|GuruprasadiDeskkopiPENSIONER DETAILS LIPLOAD_AP.xls
Excel File SheetMarme ; | 4PPensioners L
PR R A El R R L Upload PensionerIncompleteData v

Excel columns Database columns Mapped columns

SIMo Farn_MNormalFP_UpToDate Pnr_PensionType-Pnr_PensionType A
Pnr_Gender Farm_MNormalFP_wef Pnr_PensioniClass-Pnr_PensionClass

Prr_MilitaryPensioner Farn_Medicalallowance Pnr_Title-Pnr_Title

Farn_Gender Pnr_MonQualifyingService Pnr_PensionerMame-Pnr_Pensionertame

verified Pnr_PPOMNo-PRr_FPONo

Pnr_PensionerCode-Pnr_PensionerCode
Pnr_DOB-Pnr_DOB
Pnr_DOE-Pnr_DOE
Pnr_RetirementDate-Pnr_RetirementDate
Prr_PPowef-Pnr_PPOwef
Pnr_DateofDeath-Pnr_DateofDeath
Pnr_Address-Pnr_aAddress
Pnr_ResPhone-Pnr_ResPhone
Pnr_MaobileMo-Fnr_MaobileNo
Prr_EmaillC-Pnr_EmaillD
Pnr_Designation-Pnr_Designation
Pnr_Division-Fnr_Division
Prnr_Cffice-Prr_office
Pnr_PavyScale-Pnr_PayScale
Pnr_PensionerGroup-Pnr_Pensionersroup
Pnr_DaType-Fnr_DAType
Pnr_PensionThrough-Pnr_PensionThrough
Pnr_Merged-Pnr_Merged
Pnr_MergedDAPerc-Pnr_MergedDAPerc
Pnr_LastPayDrawn-Pnr_LastPayDrawn
Pnr_LastBasicDrawn-Pnr_LastBasicDrawn
Pnr_Medicalallowance-Pnr_MedicalAllowance b

< Back “ Mext = ” Close

Menu Access Path: Pensioner Details >> Upload Pensioner Details

e  Click on Pensioner Details Main Menu and Select Upload Pensioner Details sub menu. It will open new window
called Import Data from Excel to Database.

e Under Select Source File Category, select the Excel file by clicking on Browse button. Once the Excel file is
selected, it will show the file path in the Text box. The Excel file extension should be .xIs only. It will not accept
the .xlsx (MS Excel 2007 and above format is not accepted)

e After selecting the file, it is necessary to select the Sheet name in the Excel file. Point to the “Excel File
SheetName dropdown box; it will list all the available sheets in the selected Excel file. After selecting a Sheet, the
system will display the No. of Columns exist in the Sheet.

e Select Database Table Name from the Drop down list. The system will show only two Table names
“tblUpload_PensionerincompleteData” & “tblUpload_EScrollData”.

=  Select tblUpload_PensionerincompleteData table name to upload the pensioner details.
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e Once we select the Database table names, the system will automatically map the Excel File Column Names with
respect to Database column Names and load to the Mapped columns list box.

e If any fields are unmatched with the Database column to Excel Sheet column, those will be left out the in
respective list boxes. Match the appropriate columns with each other and click on “>” button to map the
columns manually as shown in the above fig.

e After the field mappings are over, click on Next button. Once the next button is clicked, the data will be
displayed in another screen as like Excel sheet. You can cross check the data entered in the Excel and imported
data into the system. If any changes to be done, you can do it here itself.

Import Excel E||E|E|
Import Data From Excel to Database - View Data
Excel Data MNo.of rows : 30

Pnr_DOB Pnr_DOE Pnr_Address | Pnr_ResPhone | Pnr_MobileMo

z SMT, D LEELAMME 44311940
3 SMT, K. LSHA 713/1955
4 SRI KARRI BHASKARA RAD  6/25/1946 4j23(1973
5 SRI ABDUL AZEE? 11141955 D.Mo.1/88-
2,KOTHAPET,
KAIKALUR-521
333,
3 SRI K MICHAEL 3/24/1923
7 SRI B SARABHAIAH 1/1}1937 DNO 12{229,
RUSTUMBADA,
MACHILIPATMAM
& SRI S PERRU 6151910 2j1/1931 MAIK STREET,
POST CUMEBLIM,
KURMOOL DIST.
9 SRI D LAKSHMI MARAYANA  147(1939 H. MO, 5-448,
MIRMAL MAGAR,
OMGOLE
10 SMT K. SWARLPA RANI 5/12{1950
11 SMT. P MAGAMANI 7
ad | >

’ < Back ” Mext = ” Close ]

e After making changes if any, Click on Next button will open Data Preview Window.
e Then click on Import Data Button; which will show the preview of Imported Data.

e Clicking on Next Button will open Incomplete data screen, which shows the Original Data imported from Excel.
The screen looks as in following fig.
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Incomplete Data Screen

Import Excel

Import Data From Excel to Database - Incomplete Data

Original Data | Accepted Data | Rejected Data
SiNo Pnr_Title Pnr_PensionerMame Pnr_DOB Pnr_DOE Pnr_Address | Pnr_ResPhone | Pmi™
= (= (=] (=
z b4 SMT. [ LEELAMPA 4511940
3 3 SMT. K. USHA 731955 1
4 4 SRI KARRI EHASKARA RAC 6/Z511946 4231973
g 5 SRI AEDILL AZEEZ 11[14j1955 D.Mo.1J68-
2,KOTHAFET,
KAIKALUR-321
333
[ B SRI K MICHAEL alE4i1923
7 7 SRI B SARABHAIAH 1/1/1937 DNO 12{229,
RUSTUMBADA,
MACHILIPATMAM
g g SRI S PERRL &/15/1310 2111931 MAIK STREET,
POST CUMBLIM,
KURMOOL DIST.
El el SRI O LAKSHML MARAY AMS 1j711939 H, MO, §-443,
MIRMAL MBGAR,
OMNGOLE
&

A
bd
Bulk Upload H Save " Delete H Cancel l Export to Excel

e Click on Bulk Upload Button, which will ask your confirmation as “Do you want to do Bulk Uploading?” If you
click on YES button will verify the data and send for acceptance.

Import Excel

Import Data From Excel to Database - Incomplete Data

Original Data Accepted Data | Rejected Data

SiNo Pnr_Title Pnr_PensionerName Pnr_DOB Prnr_DOE Pnr_Address Pnr_ResPhone | Pmi#
(@] =] =] (] (@] =] =]
1 & VENKATA RAO
z 2 SMT. O LEELAMMA 4/311940
3 3 SMT. kK. USHA 731955 1
4 4 SRI KARRI BHASKARA RAC 6/25/1945 412311973
5 5 SRI ABDUL AZEEZ 11/14/1955 D.Mo. 1/68-
2, KOTHAPET,
KalkALUR-521
333,
& G SRI K MICHAEL 3f24)1923
7 7 SRI B SARABHAIAH 1f1/1937 DMNO 12/229,
RUSTUMBADS,
MACHILIPATMAM
g g SRI S PERRU 6/15/1910 211193 MAIK STREET,
POST CUMBUM,
KURMGCL DIST,
=] 9 SRI O LAKSHMI NARAYAMNA 1/7/1939 H. NO. G-445,
MIRMAL MAGAR,
OMGOLE b
< >
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e The approved data will be shown in the Accepted Data tab. The same can be viewed as show in the above fig.

e If any rejections in the data will be shown in Rejected Data tabbed page. The rejected data can be Exported
again to the Excel for refining it and can be Re-uploaded the same file.

e This ends the process of Uploading the Excel file Data to the Database.
e  Once we upload the data, it is not considered as final data until someone will verify it.

e To do the verification process, you can open the Pensioner details form and select the pensioner name in the
master view screen search options.

e C(Click on Modify button to enter the missing information and Authorize it. For more information on how to
Search the pensioner names and how to Modify the Pensioner details, please refer the section 5.1.
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5.4 Pension Conversion

Pension Conversion is nothing but the PPO conversion from Superannuation Pension to Family Pension by

entering the Date of Death of the Diseased Government Servant.

Pension Conversion

Title Pensioner Name Pension Type PPO No. Pensioner Code PPO wef '?rah:g:_g;: DAType

[= =] (=] =] [= (=] =] =]
40 SFiL JAGDISH CHAMD Superannuation HPTJDOT[1- 17042006100059 Bank DA
Pension ESIIPEM[IC/PC- 05/01/2006
186/PPO- 166
41 Sri, AMAR SINGH Superannuation HPT/DOT{L- 17032006100061 Bank DA
Pension Z43IPENPC- 04/0172006
179JPPO-179
42 Sri, MEHAR. SIMNGH Superannuation HPT/DOT - 17032005100062 Post Cffice t)
Pension 207 fPENMS/PC- 04/0172005
147JPPO-147
43 Sri, GIRDHART LAL Superannuation HPT/DOT - 17052006100063 Bank at)
Pension Z44/PEM]PC- 04/0172006
17EIPPO-176
44 Sri, RAMIA RAM Superannuation HPT/DOT L - 170520051 00064 Post Office DA
Pension Z13/PEM|R . RAMIP 0gj0142005
C-155/PPO-155
45 S MAST RAM Superannuation HPT/DOT]L- 17032005100065 Biank. D&
Pension Z20ZJPEMM.RJPC- 040142005

148/PPO-145

|

46
47 S MOOL CHAMND Superannuation HPTJDOT[1- 17092002100065 Bank DA

Pension SEPEMIM.CIPC- 104012002

SZ{PPO-52

43 SFiL ROSHAM LAL Superannuation HPTJDOT[1- 17062004 100069 Bank DA

Pension 158/PENIR LIPC- N7 2004
< | >
VILL. Tikka Panjer, P.O.Sakoh, Ij?—:l Original Commuted Reduced Pension Medical Commutati | Commutatio Restoration
Tehsil. Dharamshala, Diskt Kangra Pension Portion Pension |Commuted  Allowance | on Amt. n Date Date

Pension Conversion D_<|

DA

" 1 | °c !l | | [*|

’ Conversion H Print ]’ Close

|

Menu Access Path: Conversion >> SP to FP Conversion.

Once clicking on the menu SP to FP Conversion opens navigation form to select of Superannuation pensioner name.

Please Observe the list of all the pensioner names are only Superannuation pensioners. Select appropriate name and

Press Convert.

To Convert Superannuation to Family Pension follow the steps.
e Select the pensioner name from the list. You can search option for locating pensioner name.
e  (Click on Convert button. It opens a new window by name Pension Conversion.
e The Conversion screen looks as in the Fig below.
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5.4.

Conversion E

Remarks:

Pension Conversion

Personal Details

Title of Respect: Sri, Gender: | Male Diate of Birth: 02-Sep-1946 w | IVILL, Tikka Panjer, P.Q.Sakoh, Tehsil,
Dhararnshala, Distt KangraiHP)
Pensioner Mame: HARI KRISHAN Diate of Retirement: 30-Sep-2006 w
FPO Na.: HPT/DOT/1-276/PEN/PC-201/PP0O201 Date of Death: * | [ | v
Pensioner Code: 17092006100066 Fanily Pension w.e.f.: e
Nominee Details
Class Of Pension: Family P i
lass ension amily Pension ) Aiddress:
Title of Respect:  * | Sri. - [I] Gender: (Male VILL. Tikka Panjer, P.0.Sakoh, Conkack Mo,
Tehsil. Dharamshala, Distt Kangra
Nominee Name:  * |MAYA DEVI (HFY
Relationship: * | Wife - [:] DioE: 01-Jan-1952

Family Pension Details

Enhanced FP: 9096 | Mormal Pension: 5530 | pg Type: * | IDA “ | Payment Thru: * | Bank £
Enhanced FP up to® | 01-5ep-2013 % | Mormal Pen, w.e.f @ * |02-5ep-2013 % | CPC Type: * | 6th CPC “

*
Medical Allowance: * Marmal Pen, up to; % Merger: % | Mo “ | PPORev, Issue Date: | 02-5ep-2013 0w

1 Pension conversion screen

2nd PRC Revision, Pay Scale-12520-23440

[ Save H Cancel ][ Close ]

Menu Access Path: Conversion >> SP to FP Conversion >> Convert >>Conversion Details

As soon as you click on Convert button, the conversion details window will open with the Pensioner Details.
Pensioner Details are displaying in the first section of the screen which is in Read only mode.

Enter the Date of Death of Pensioner/Deceased Govt. Servant, which is mandatory to Conversion.

Nominee details are be displayed in the other section of Screen. If the Nominee details are not entered, then
you can enter the details.

Enter the Family Pension Details in the next section of the screen and click on the Save button for saving the
record. Once the record is saved, the Pensioner is converted to Family Pension.

If this case is selected for Auditing and Pension with effective from Date is Greater than the Audit Month and
the MPS is generated for this month; then the Due will be calculated as per Family Pension details.

If the Audit Month is lesser than the Pension Effective from Date; then the Due will be calculated as per
Superannuation values.
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5.5

Transfers
There should be provision to change the PDA details of the pensioner if necessary. There are four kinds of

possibility to Transfer the PDA Details namely Bank to Bank, Bank to Post Office, Post Office to Bank, Post Office
to Post Office.

Transfers rz|
PPO Transfers
Transfer Type: | ‘within the Circle Transfer W |
FPO Mumbesr: | HPTJDOT/ 1-565/PEM] 10/PC-434PPO-434 hd | TransFer From: |Post Office |
Pensioner Code: | 17042010100007 e | Transfered To: | Bank. hd |

Pensioner Mame: | HARI DASS w | I:I

Transfer From PDA Details
SPO) Mame: | Hamirpur H.0 v | HAMIRPLR Taluk, HAMIRPUR District: |HAMIRPLIR(HP)

HPO Marne: | Hamirpur H.O w |

Transfer To PDA Details

Paving Bank Mame: | Central Bank of India R |D CBI SHIMLA, DISTT- SHIMLA , IFSC Codes | |
[P

Paving Branch Mame: | SHIMLA “ | BSR Code: | |

Account Mo, 1234567890 | Dater | 22May-2013 v | CPPCTo: | Central Bank of India-Mumbai |

Cistrict, Pin: 177001

Save Transfer ” Close

Menu Access Path: Transfers >> Inter Circle Transfer

When clicked on the Transfers menu, it opens new window called with-in circle Transfers form. The following are the
process to do the Transfer.

Select the Pensioner name from the List with simple search options.

It will display the records in Transferred From tabbed page.

Click on Transferred To Tab and select either to Bank or Post Office you need to transfer.

Enter Transfer effective from Date, which is very important. If this date is not entered there may be a
possibility of drawing the pension from both the offices.

Select appropriate PDA Details and Click on SAVE button.

Once the Transfer is done, the PDA details will be add new Bank/PO details into Pensioner Details table.
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Auditing

Auditing Steps under different classifications.
While Auditing we can classify there are Five different types, which, are described in the following section.

Common processes before commencement of Auditing:

Generate Monthly Pension Statement for a particular Pension Month.
Enter the Scroll Details which is received from the Bank / Post Office for a particular pension month.

Go to General Audit and select the Scroll particulars for a month which is entered in the Scroll details
input screen for a CPPC or HPO.

Select a Pension Month and Year, Pay Branch / HPO for which you need to audit as in the scroll.

Auditing Type -1

Select Pensioner Details available for that CPPC / HPO from the dropdown box.

Enter “Gross Pension Drawn” against the Due amount in its particular text box generated by the system.

Enter Arrears, Recovery and Other Arrears payments if any

Verify the Due calculation details as displayed in the Side panel of the Audit Screen and Save the Auditing
considering that there is no Difference in Pension Due and Drawn. This we can call as an Ideal auditing process.

Auditing Type -2

Select Pensioner Details available for that CPPC / HPO from the dropdown box.

Enter “Gross Pension Drawn” against the Due amount in its particular text box generated by the system.

If there is a difference in Pension Due and Pension Drawn amount; raise Objection by cross verifying the
Pensioner details displayed in the Side panel.

Enter Arrears, Recovery and Other Arrears payments if any and Save the Audit record.

This we can call it as Auditing with Objection.

Auditing Type -3

Select Pensioner Details available for which CPPC / HPO from the dropdown box.
If the Pensioner name is not found in the dropdown box; reasons are many, like the entered pensioner PPO
No/Pensioner Code/Pensioner Name is not available in the selected PDA Details. Because the pensioner details are
filtered and shown in the respective fields based on the CPPC/HPO wise. If the pensioner mapping is not done for
that CPPC’s Branch or SPO of the HPO, then that pensioner name will not be displayed here in this selected
Branch/SPO. Hence it has to search in Other than this current location.
The system will facilitate to search the desired pensioner in entire database and give a confirmation message
stating that the “the Pensioner found in other Location; do you want to audit in Other Location or Transfer to
current Location”. If you click on Yes then the system will open the Transfers screen by filling up the necessary
details available and allow you to save the Transfer.
If you click on No button, then you need to change the PDA details on top portion of the Audit Screen where the
pensioner’s actual details are available.
Enter “Gross Pension Drawn” against the Due amount in its particular text box generated by the system.
If there is any difference in Pension Due and Pension Drawn amount; raise Objection by cross verifying the
Pensioner details displayed in the Side panel.
Enter Arrears, Recovery and Other Arrears payments if any and Save the Audit record.

This we can call it as an Auditing with Other Locations Transfers.
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Auditing Type -4

Select Pensioner Details available for which CPPC / HPO from the dropdown box.

If the Pensioner name is not found in the dropdown box; reasons are many, like the entered pensioner PPO
No/Pensioner Code/Pensioner Name is not available in the selected PDA Details. Because the pensioner details are
filtered and shown in the respective fields based on the CPPC/HPO wise. If the pensioner mapping is not done for
that CPPC’s Branch or SPO of the HPO, then that pensioner name will not be displayed here in this selected
Branch/SPO. Hence it has to search in Other than this current location.

The system will facilitate to search the desired pensioner in entire database and give a confirmation message
stating that the “the Pensioner found in other Location; do you want to audit in Other Location or Transfer to
current Location”.

If the desired pensioner details are not available in the other Locations as well, then the Audit process has to go on
because the voucher is received in the Scroll, hence it has to be accounted. So the system facilitate to audit this
unknown voucher in Suspense Audit.

To raise the unknown payments in Suspense Audit, there will be a confirmation message asked as “The selected
pensioner is not even found in Other Locations. Do you want to audit in Suspense Audit?”

If you click on Yes then the system will open the Suspense Audit screen. Enter the available details of the voucher
and save the Suspense Audit by mentioning the proper reason for Auditing under Suspense.

If you click on No button, it can skip the Suspense Audit and left the voucher as unaudited.

Also there is an option to search the pensioner details on advanced searching possibility. In case of any mistake in
mentioning the pensioner details while generating the Voucher statement by the PDAs, you can search with
multiple options based on the available details in the Scroll.

This we can call it as an Auditing with Suspense Audit.

Auditing Type -5
Auditing With E-Scroll as a Bulk Audit / E-Scroll Audit.

Generate Monthly Pension Statement for a particular Pension Month.
Enter the Scroll Details received in Excel format from the Bank / Post Office for a particular pension month.

Go to E-Scroll Audit under Auditing menu and select the Scroll particulars for a month which is entered in the Scroll
details input screen for a CPPC or HPO and Click Next button

It will open the new window to select the Excel file details like File name, Excel Sheet Name and Database table
name. Select appropriate data.

Once the relevant data is entered, the system will automatically map the matching columns comparing with Excel
Column names and SQL Table column names.

Clicking next will show the Original Data as in the Excel and ask you to click on Bulk Audit button
Once confirming the Bulk Auditing option, the Accepted data will post to the Final Audit Tables and
The Rejected data will be shown in another screen. The same can be exported to excel again and re-upload.

After completing the Bulk Auditing process, we can take Excess and short payment report from the Audit screen
and analyze the differences.

To verify the Bulk Audit records, you need to select the General Audit screen, raise objections if any differences.

This we can call it as an E-Scroll Auditing.
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6.1 Monthly Pension Statement
Monthly Pension Statement is a process of calculating the Pension Due for a particular Pension Month by
fetching latest DA Details applicable for that month. This process should be carried out before starting the
Pension Vouching every month. This statement can also be considered as a Budgeting Statement of a Circle, for
a particular Pension Month.

Base Root F§|

Monthly Pension Due

MPS From Month & Year Selection Pensioner Details Yiew MPS Data

MP3 For (%) all Pensioners ) single Pensioner PPO Murnber: Pension Manth: w
MPS

From Month: | Apr | From Year: | 2013 | Pensioner Code: Pension Year: v

Cl
To Manth: Apr ¥ | To'ear: 2013 e Pensioner Mame:
~
|jﬂ Pensioner Mame Mominee Mame Pensioner Code PPO No Due DA Rate i

THAKRU RAM RIKHMI DEYI HPT/DOT/1-420/FPC-101/FPPO-
101

BRHAM D55 KAMLA DEYI 17032010100001  HPT/DOT/1-55%(PENf2010/PC- 12155 74.90
421[PPO-421

VIJAY KUMAR GALITAM EIMLA DEWI 17032010100002  CCAJPEJPEN/IDAIPPO-6712 15255 195.20

JAGAT RAM LACHHMI DEVI 17022011200004  HPT/DOT/1-690(FPEN,2011/FPC- 15374 74.90
140/FPPO-140

PREM SINGH 17022010100005 | HPT/DOT/1-547/PEN10{PC- 13113 74.90
419/PPO-419

HARBANS SINGH 17042010100006  2-1527/TACIZ008 15710 74.90

HARI DASS 17042010100007  HPT/DOT/1-565/PEMf10/PC- 14259 74.90
434/PPO-434

SANIOGEATA DEYI 17052010100008  HPT/DOT/1-571/PENf2010/PC- 10880 74.90
439/PPO-439

SOMRAT 17092011100009  HPT/DOT/1-721]PEMIPC- 13511 74.90
556,/PPO-556

RAMESH CHAMND MEER.A DEVI 17092001200010  DOT CELL/L-37)F . FEN/M.D. [FPC- 65299 74.90
17/FPPO-17

MANSA RAM KALAWATL 17062001100011  HPT/DOT-CELL/PEMSM.R. JPC- 11316 74.90
21/PPO-21

SHYAM MARAYAN THAKLR, SHAKUMTLA  DEVI 17122003100013  HPT/DOT/1-130fPEMSS. M. TIPC- 25611 74.90
100/PPC-100

SUNDER. RAM 17052007100014  HPT/DOT/1-334/PEMIPC- 12661 74.90 2
2dE{DDN-2dE

>
Export to Excel ” Print ” Close

Menu Access Path: Auditing >> Monthly Pension Statement

While generating MPS there are two options available. One is For All pensioners for a Period of Years / Months

and second For Single pensioner for a Period of Years / Months. To Prepare an MPS (Monthly Pension Statement)

following are the steps:

Select option to generate MPS for All pensioners or Single Pensioner.

Select Pension Paid Month and Year from the dropdown list. You can even select multiple months and years at
one go. Depending on the no. of months, the processing time will vary.

Click on Generate MPS (Alt+G) button. The Due will be generated for a selected month/s.
The confirmation message will be shown after Saving the Records as MPS Generated successfully.
You can take a print out of this statement by clicking on PRINT button.

If you want to View the Previously generated MPS statements, on upper right corner, you can see and option
called “View MPS Data portion”, and select the desired month and year and click on Show Button. If the MPS
is generated for that month it will display all the records with Due.
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6.2 MPS Status

After preparing Monthly Pension Statement, it may be necessary to view the status of the MPS generated or not.
To view the status, MPS Status report screen will facilitate to see the information like Status, and Total amount
of Pension Due to pay for the Month and Year. This report can be used for the Total Budgeting for the month as
well as to the whole financial year.

MPS Status Report

X]

MPS Status Report
Financial Year : | 2012-2013 A | [ Show ]
Month Year MPS Status Total Due
= = = =
1
2 May oz True 414440
3 Jun oz True 412471
4 Jul iz True 4567043
5 Aug 2012 True 467043
6 Sep 2012 True 466109
7 ik 20z True 477321
g Mow 20z True 477321
9 Dec 2012 True 477321
10 Jan 2013 True 06063
11 Feb 2013 True 06103
12 Mar 2013 True 512874
5600939
Export to Excel ” Print

|| close

Menu Access Path: Auditing >> MPS Status

To see the report following are the steps;
e Select the Financial Year for which you need to seek the report.
e Clock on Show button.

e  The Status shown as True indicates “Generated” and False indicates as “Not Generated”.
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6.3 Scroll Details Entry
The pension payment made by the PDAs will be sent to the CCA office in the form of Scrolls or Schedules which,
contain the Summery of the whole scroll like Total No. of Vouchers paid, Total Amount Disbursed, for which
month and year pension is paid, and Scroll month and from which CPPC or HPO. Along with this summary report,
the scroll contains the Payment Voucher details like Pensioner name, PPO No, Basic Pension paid, Dearness
Relief paid, Arrears paid, Recovery made, Other payments if any, etc. The summarized details of the Scroll should
be maintained for a comparison purpose for further utilization. The Scroll Details screen looks as follows.

Audit Details

Scroll Details Entry

Audit Type: | CPPC Wise Audit * | Financial ¥ear: | 2012-2013 % | Scrol Mumber: 1 Total Mo, of vouchers: | 105

CPPC Mame: | SBI-Chandigath | Scroll Month: | May “ | Tatal Serall Amaunt: 1721139
Delete

Scroll Year: 2012 v

Total No.
- Scroll Scroll Scroll Scroll
& CATE [EAACRELE Month Year MNo. of Amount
Youchers

w -
2 £

= = = = = = =
1 CPPC Wise Audit MOT SET-Mak Set Mavy 201z 1 1 1
2 CPPC YWise Audit MOT SET-Mok Set Apr 2012 1 1 629016
3 CPPC Wise Audit MOT SET-Rok Set Jul 2012 1 1 TEIT
4 CPPC YWise Audit MOT SET-Mak Set Jul 2012 2 1 5555
5 CPPC Wise Audit SEI-Chandigarh Mavy 2012 1 10 62693
[} CPPC Wise Audit SBI-Chandigarh Mavy 201z 1 g 106157
7 CPPC YWise Audit SBI-Chandigarh Mavy 2012 1 2 125650
8 CPPC Wise Audit SBI-Chandigarh Mavy 2012 1 14 173874
9 CPPC Wise Audit SBI-Chandigarh Mavy 2012 1 47 629016
10 CPPC Wise Audit SEI-Chandigarh Mavy 2012 1 &4 801531

12 CPPC YWise Audit SBI-Chandigarh Jun 2012 1 2 6399
13 CPPC Wise Audit SEI-Chandigarh Jun 2012 1 16 172072
14 CPPC YWise Audit SBI-Chandigarh Jun 2012 1 g 190662
15 CPPC Wise Audit SEI-Chandigarh Jun 2012 1 =) 1237032
16 CPPC Wise Audit SBI-Chandigarh Jun 2012 1 83 1312224

A4
Close

Menu Access Path: Auditing >> Scroll Details Entry

To enter the Scroll Details:

e  (Click on Auditing Main Menu and Select Scroll Details Entry Sub menu, which will open this screen.

e  Select the Audit Type as CPPC Wise or HPO wise from the drop down list.

e  Select the Financial Year in which this Scroll month falls in.

e Select the CPPC / HPO Name from which the scroll is received.

e Enter the Scroll Number if available in the scroll otherwise the user can give some reference number to find it
in future easily. Write a number on the scroll for identification purpose.

e  Select a Scroll Month and Scroll Year for which you have received.

e Enter the Total No. of Vouchers containing in the scroll.

e  Enter the Total Amount Scroll Amount and then click on Save button to save the Scroll details
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6.4 General Audit

Auditing is a process of confirming the Payments made by the PDAs is correct or not as per the standard
calculations applicable. The payment details are received from the PDAs are in the form of Scrolls containing
payment Voucher details. The Auditing process is illustrated in the following steps.

Auditing Type -1

6.4.1 Regular Auditing
e Select a Pension Month and Year from the dropdown list. The Scroll Details will be loaded to the other fields.
e Select Pay Branch / SPO for which you need to audit as mentioned in the scroll.
e  Click on Next button, which will enable the Pensioner details fields in the lower section.

General Audit

Pension Manth: | Jul * | Paying Bank: SBI v E Serall Man: Mar Scroll Amt: 391748 | Arrears Paid: 0
Pension Year: 2012 * | Paying Branch; | PORT BLAIR A Scroll Year: 2013 Pension Paid: 12000 | pecovery: 1]
IFSC Code: SBINDO00156 | B3R b Suspense Amt: 0| Difference: 379748
PPO Mo AN/DOT/PE/PPOJOZ2 - E] Pension Due: 12594 | Arrears: SOLALS
Pensioner Code: | 74200907 100024 w Pension Paid: 12594 | Recovery: Pension Type Superarnuation
Pay Thru Bark
Pensioner Mame: | SOLAI S v Differnece: 0| Cther Arrears: Emp. Group Mon Executive
PC Type 6th CPC
Current Location: SBI-PORT BLAIR [ Erealuprosting || obiections || suspense audic ][ o Rate Master |
DA Type jinl]
-~
Mame of the Benificiary Pensioner Code PPD No. Due Drawn Arrears Recover FEiERr SELS Mo
Diate of irth 070411945
= [= = [= [= = = Retirement Date 07/31/2003
Basic Pansi 10365
1 RARNIIT KUMAR LAHA 742004031000058 | AN/TA/PE{PRO 021 12551 447 sic Fension
Revised Pension 0.00
z TARSHILA %ALHD BIDOT/PEIFPO/024 13373 a5z 393 ey | S 146
3 A5HA MEYERS 7HL99B05100013 | ANYTAPE/FROMOO7 7931 76O 323 Fesidual Pension 6219
4 LAKSMI KANDAM G 74200003100049  AN/TN/PPO/OD4 3105 7754 321 Restoration Diate
Med, Allowance 0
5 MOIDEEN M5 741997011000061 | ANTAPE/FRO 006 6152 278 dditional Fension 0.00
3 FERMITA DEWI 74100712200017 | AN{TARE/FRO/004 020 5a7E 245 D4 Rate £1.50
7 RAJESWARL 74200012200026  ANJTN{PE(FPOfD0Y 6020 5775 245 Ealancin £375.00
Pension Dus 12594.00
5 JANKI BAL F4Z00009200025 | ANTAPE/FROM007 6020 5775 245
PPOJRev. Issue Date  10/01/2010
9 CHADRAMA KANTI KIRO 74193¢ 30 | AN/TA[RE(FPO0002 j- ECAS e e
1 MHARAM MAT 7419834031 NNN35 WRITAN Al PPN 485 1A3-Rd vl AMNTE 745
359305 2380254 5200 w
< >

Menu Access Path: Auditing >> General Audit >> Select Scroll Details >> General Audit screen

e Select Pensioner Details from the dropdown box. If you need to search the pensioner details click on button
adjacent to the PPO No. dropdown box. This will open the Pensioner Details Master View screen for searching the
Pensioner details.

e Enter “Gross Pension Drawn” against the Pension Due amount in its particular text box generated by the system.
e  Enter Arrears, Recovery and Other Arrears payments if any.
e Verify the Due calculation details as displayed in the Side panel of the Audit Screen

e Click on Save button to save the Audit entry considering that there is no Difference in Pension Due and Drawn. This
we can call as an Ideal auditing process.

e If it is necessary to Modify the existing audited details, then select the Audited record from the grid and double
click on selected Row or Click on Edit button, which will load the corresponding details into respective fields.

e  You can also Delete the Audited Records in case of any duplicate entry or any other mistakes while auditing.
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Note: The audited records should not be edited if it is Authorized. The Deletion of authorized audited record shall
be done by the Administrator only.

Auditing Type -2

6.4.2 Auditing with raising Objections
e Select a Pension Month and Year from the dropdown list. The Scroll Details will be loaded to the other fields.
e Select Pay Branch / SPO for which you need to audit as mentioned in the scroll.

e Click on Next button, which will enable the Pensioner details fields in the lower section.

ESl New General Audit g@@

General Audit
Pension Month: | Jul * | Paying Bank: SBI v G Scrall Mon: Mar Scrall Amt: 391748 | Arrears Paid: o
Pension Year: | 2012 * | Paving Branch: | PORT BLAIR L Scrall Year: 2013 Pension Paid: 12000 | Recovery: a
IFSC Code: SBINO00O15G ¥ | BSR: - Suspense Amt: 0/ Differsnce: 379748
PEO No.: AN/DOT/PB/PPO/O32 (] Pension Due: 12594 | Arrears: TG
Pensioner Code: | 74200907 100054 v Pension Paid: 13500 | Recovery: Pension Type Superannuation
Pay Thru Eank
Pensioner Mame: | SOLAL S v Differnece: 906 | Other Arrears: Emp. Group Non Executive
) — - CPC Type 6th CPC .
Current Location: SBI-PORT BLAIR [ Breakup Posting ][ Ohbjections ][ Suspense Audit ][ DA Rate Master ] Pens]on Due
DA Type DA
3 .
Name of the Benificiary Pensioner Code PPO No. Due Drawn Arrears Recover Merger Status No Ca Icu | ation
Dite of Birth 07041549 S
O [ o = = o o Retirement Date o7fatf2009 ummary
Basic Pension 10385
1 RAMIIT KUMAR LAHA 742004031000058 | AR TAIPE{PPO 021 12551 447
Revised Pension 0.00 A
z TARSHILA $ALKD ANDOTIPBIFPOI0Z4 13373 9252 393 o— e —— 4148
3 ASHA MEYERS 74199803100013 | AN/TA[PE(PPOj0O7 7931 7609 323 Residual Pension 6219
4 LAKSMI KANDAM G 74200903100049  AN/TNFRO{004 a105 7784 az1 Restoration Date
Med, Allowance 1}
5 MOIDEEN M3 741997011000061  AN/TA{PE(PPO 006 6152 278 e P 000
6 PERMITA DEVI 74199712200017 | ANJTA{PE(FPOj004 020 5875 245 DA Rats 61.50
7 RAJESWART 7420001220026 AM/TNIPBJFPOJ003 6020 5775 245 (053 (AT 6375.00
Pension Dus 12594.00
5 JANKI BAT 74200009200025 | AN/TA[PE(FPOj007 6020 5775 245,
PPOfRey, Issue Date  10/01/2010
9 CHADRAMA KANTL KIRG 741996 50 [ AN TAPE{FPO/O00Z ﬁ 245 - o e Mo
n MHAOR AM Nat T41984N031 NNN=5 SRITAN A1 IPPOI 1 4RE IR3-Ad AP0 AM7S 45
359305 369254 5209 v
3 >

Menu Access Path: Auditing >> General Audit >> Select Scroll Details >> General Audit screen

e Select Pensioner Details from the dropdown box.

e If you need to search the pensioner details click on [j button adjacent to the PPO No. dropdown box. This
will open the Pensioner Details Master View screen for searching the Pensioner details.

e Enter “Gross Pension Drawn” against the Pension Due amount in its particular text box generated by the system.
e [fthereis a difference in Pension Due and Pension Drawn amount; the system will popup following message.

Raise Objection

P | Thereis a difference in Pension payment and Due,
\-"\/ Do wou wank to raise Objection?

[ Yes ] [ ] i

o Verify the pension due calculation summary as displayed in the side panel of the Audit Screen. If you find any
mismatches as compared to the data available in PVA Database and Bank payment details; click on Yes button to
raise Objection, which will open new window to enter the Objection as shown in the following fig.

e If you click on NO, it will be allowed to continue the audit process without raising Objection.
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e By default the option is No. You need to click on Yes, if you want to raise objections.

Audit Objections

Dbjections

Audit Objections

Audit Objections Entry

Cbjection Type: Excess Payment w D

Excess payment haz been made. Fleasze clanfy the calculations and IF found wiongly paid, the

Detailed Description: zame can be Recovered from the Pensioner.

Remarks:

MNext “ Close

e Select the Objection Type which is entered in the Objection Master screen under Masters Menu.
e Enter the Audit Objection in Detailed description and click on Next button

e The Remarks can be entered when you don’t want to raise as an Objection but this message will remain as a
reminder or recheck point for your information purpose. For example, the Pension paid with last DA rate because
the Revised DA% orders are not reached to the PDAs, then the PDAs will make the payment in previous DA Rates,
this is a common practice, though this is a Short payment, it is not necessary to enter as an Objection, since this
difference amount will be paid as an Arrears in subsequent months. Hence this is not an Objection but it can be
mentioned as Remarks.

e After entering the Objections / Remarks, click on Next button to enter the Arrears amount, Recovery amount, and
Other Arrears if any in its respective fields and Click on Save (Alt+S) button.

Note:
o After entering the Objections/Remarks details, clicking on Next Button will not save the Objection until the
Audit entry is Saved.
o  Once the Objection is raised for any particular Audit, the grid Row color will be changed. This is to identify
the Audit Record has an Objection. The Color will change once the Objection Status updated as Closed.
o Likewise the Remarks field is also differentiated with other color.

e If you need to Modify the existing audited details, then select the Audited record from the grid and double click
on selected Row or Click on Edit button, will load the details into respective fields for modification.

e If you find any duplicate entry or other mistake in the Audited record, it is possible to Delete it.

Note:
o The audited records should not be edited if it is Authorized. If necessary, only Administrator can do it.
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o The Deletion of authorized audited record shall be done by the Administrator only.

-72-



Axiom

PVA user manual TECHNOLOGIES

Auditing Type -3
6.4.3 Auditing with Breakup posting

e Select a Pension Month and Year from the dropdown list. The Scroll Details will be loaded to the other fields.
e Select Pay Branch / SPO for which you need to audit as mentioned in the scroll.
e  (Click on Next button, which will enable the Pensioner details fields in the lower section.

New General Audit g@@

General Audit
Pension Month: | Jul “ | Paying Bank: 5BI A E Scroll Mon; Mar Scroll Amt: 391748 | prrears Paid: o
Pension Year: | 2012 “ | PayingBranch: | PORT BLAIR N Scroll Year: 2013 Pension Paid: 12000 | Recavery: 0
IFSC Code: SBINDO00156 V| BSR: b Suspense Amt: 0| Difference: 379748
PRI Ho.: ANDOT [PBIPPOYIE2 ~|[-] Pension bue: 12594 | arrears: SOLAIS
Pensioner Code: | 74200907 100054 - Pension Paid: 13500 | Recovery: Pension Type Superannuation
Pay Thru Bank
Pensioner Mame: | SOLAT S A4 Differnece: -906 | Other Arrears: Emp. Group Mon Executive
i - - - CPC Type 6th CPC
Current Location: SBI-PORT BLAIR [ ﬁaakup Posting ][ Ohjectipns ][ Suspense Audit ][ DA Rate Master ]
DA Type D4
~
Name of the Benificiary Pensioner Code PPO No. Due Drawn Arrears Recover iSTerey SiEE Mo
Diake of Birth 07041540
= = = = = = = Rstirement Date 07}31 2009
Biasic Pensi 10365
1 RARIIT KUMAR LAHA 742004031000058 | AM/TAPE(PRO 021 12551 447 asic Fension
Revised Pension 0.00
z TARSHILA %ALHD A1JDOT (PEIFPOf0Z4 13373 9252 393 Eamnled Farfia 46
3 &5HA MEYERS 74L99O03100013 | AN/TAPEPROMOOT 7931 7E09 323 Residual Pension 6219
4 LAKSMI KAMDAM G 74200003100049  AN/TH{PPOO04 5105 77654 321 Restaration Date
Med, Allowance 1]
5 MOIDEEM MS 74100701 1000061 AM/TA{PE{PRO 006 8152 278 additional Pension 0.00
3 FERKITA DEWT F4IDOTIZEON017  AM/TA(PE(FROMN0 f020 5E75 245 D4 Rate f1.500
7 RAJESWARL 74200012200026 | AN/TH/PB/FPO[009 6020 5775 245 DA Amaunk 6375.00
Pension Due 12594.00
5 JAMKI BAT F4Z00000200025  AM/TA{PE{FROMO07 020 5775
PPOJRev. Issue Date  10/01§2010
a CHADRAMA KANTI KIRO 74199¢ 30 | ANJTARE/FPOf0O0Z j_ Pension Ceased ™
n NHAOR4M NAT F41934N31NNN=5 SRITAN Al (PR GRS IRR-Ad el AMTS 745
359305 389254 5200 v
< >

Menu Access Path: Auditing >> General Audit >> Select Scroll Details >> General Audit screen

e Select Pensioner Details from the dropdown box.
o If you need to search the pensioner details click on Dbutton. This will open the Pensioner Details Master
View screen for searching the Pensioner details.

e [f the Pension is paid for Multiple months in this scroll, then it has to be posted into respective months of pension
drawn, arrears drawn or any recovery made; To post multiple months’ pension paid in its respective month wise,
you need to select the Breakup Posting button in General Audit Screen, in which you can enter the drawn amount
as a Ledger card format as shown in the following Fig.

e The Breakup Posting Audit screen will display the Due details for 12 Months of the Financial year along with
Opening Balance for the year.

e Select Pension Month and Pension Year for which the payment is to be posted. If the month comes under the
previous financial year, then the Ledger card format will automatically change the months according to the
respective financial year.
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Breakup posting

Break Up Details

Break Up Details

Pensioner Mame: ‘PERNITA DE¥I | PPO Mo.: |ﬂNfTﬂfPBfFPUfUU4 | Pensioner Code:
Pension Month: Pension Paid: Other Arrears Paid: o [ Save

Pension Year: Arrears Paid: Monthly Differnece: -100 [Ed—lt]

Pension Due: Recovery: l:l
P:Insion Pension Due Drawn Arrears e Other Total Difference Euml;lal:iv Scroll Scrol ~
onth Year Arrears Drawn Difference Month Yeat
= =] O = = = = =] =] =] =] =]

1 OB 2012 11695 o o o o o 11695 11695 0 o

2 Apr 2012 5775 5875 o o 5875 -100 11595 4 2012

3 May 2012 5775 5875 5875 -100 11495 & 2012

4 Jun 2012 5775 5875 o 5875 -100 11395 6 2012
=

6 Aug 2012 G020 5875 245 o 5875 -100 11195 5 2012

7 Sep 2012 G020 5875 245 o 5875 -100 11095 5 2012

g ik 2012 G020 6120 o o 6120 -100 10995 5 2012

9 Mo 2012 G020 6020 17015

10 Dec 2012 G020 6120 o o 6120 -100 16915 12 2012

11 Jan 2013 6300 G120 o o 6120 180 17095 3 2013

1z Feb 2013 6300 6120 o o 6120 180 17275 3 2013

13 Mar 2013 6300 6300 23575

84040 59730 735 u] 59730 23575 182635 v

< >

Close

Menu Access Path: Auditing >> General Audit >> Select Scroll Details >> General Audit screen >> Breakup Posting

e Enter “Gross Pension Drawn” against the Pension Due amount in its particular text box generated by the system.

e If you find any mismatches in Pension Due and Pension Drawn amount as compared to the data available in PVA
Database and Bank payment details; click on Yes button to raise Objection, which will open new window to enter
the Objection. To know more about How to raise Objections, refer Auditing Type — 2 Section.

e The Drawn should be entered for the respective month’s field and Save the Auditing.

e  Enter Arrears Paid, Recovery amount and Other Arrears paid amounts if any.

e  The Due amount will show only for those months for which MPS (Monthly Pension Statement) is generated.
e Auditing done through Monthly Audit screen will automatically display in this screen under respective heads.
e Scroll Month, Scroll Year and Audited By names will automatically update to the respective fields.

e  Click on Save (Alt+S) button to save the individual entry.

e  You can take a Print out of the Ledger card.
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Auditing Type -4

6.4.4 Auditing with Other Location and Transfers

e Select a Pension Month and Year from the dropdown list. The Scroll Details will be loaded to the other fields.

e Select Pay Branch / SPO for which you need to audit as mentioned in the scroll.

e  Click on Next button, which will enable the Pensioner details fields in the lower section.

New General Audit

General Audit

Pension Month: Paying Bank: | SBI

Pension Year: | 2012 | Paying Branch: | PORT BLAIR

N |E] Scrall Mon: Scrall Amk:
v| Serall Year: Pensian Paid: Recavery:

IF5C Code: | SBINODOD1 56 v | BSR: |

’ Next

PPO Ma.: | AM/DOTPE{PPOO32

Pensioner Code: | 74200907100054

Pensioner Mame: | SOLAIS

e |E] Pension Due: 12594
hd | Pension Paid: 12594

Arrears:
Recovery:

Other Arrears:

[ ]
[ ]
[ ]

Cancel

Current Location: SBEI-PORT BLAIR

MName of the Benificiary Pensioner Code

= =

1 RAMIIT KUMAR LAHA 742004031000058
z TARSHILA RALRO

3 ASHA MEYERS 74199503100013
4 LAKSMI KANDAM G 74200903100049
5 MOIDEEM M3 741997011000061
=] PERMITA DEYI 74199712200017
7 RAJESWARI 74200012200026
g JANET BAT 74200009200028

9 CHADRAMA KAMTI KIRO

1n MHAR AR Ml F410R4N31NON=5

AN TAPEIFPO/D

WRITA N Al (PPN 4R51A7-Rd

RPN

359305

AO7E

389254

ar

5209

[ EBreakup Posting ][ Objections ][ Suspense Audit ][ DA Rate Master ]
-~
PPO No. Due Drawn Arrears Recover
= = = = =
ANITAPE/PPC 021 12551 447
AN{DOT{PEFPO/024 13373 9752 393
AN|TA[PE/PPO007 7931 7609 323
ANITN/PPOO04 8105 F7e4 321
ANJTAPE[PPO 006 6152 278
AN|TAPE/FPO/004 6020 5575 245
ANITH/PB/FPO009 a0z0 5775 245
AN|TA[PE/FPO/007 6020 5775 245

<

Arrears Paid: l:l
[ 9
] Suspense Amt:ljl Difference:
SOLAI S
Pension Type Superannuation
Pay Thru Bank
Emp. Group Mon Executive
CPC Type 6th CPC
DA Type IDA
IMerger Status Mo
Date of Birth 07/04/1349
Retirement Date 07j31/2009
Basic Pension 10385
Revised Pension 0.00
Commuted Partion 4146
Residual Pension 6219
Restoration Date
Med, Allowance ]
Additional Pension 0.00
D4 Rate 61,50
D8 Arnount 637500
Pension Due 12594.00
PPOJRey, Issue Date  10/01f2010
Pension Ceased Mo
Delete ][ Close

Menu Access Path: Auditing >> General Audit >> Select Scroll Details >> General Audit screen

e Select Pensioner Details from the dropdown box. If you need to search the pensioner details; click on D button

adjacent to the PPO No. dropdown box. This will open the Pensioner Details Master View screen for searching the

Pensioner details.

e If the Pensioner name is not found in the dropdown box, the reason may be;

o The selected pensioner details may not have mapped with any PDA at all. Or

o The pensioner might have been transferred to some other PDA; the same has not been updated into the

System / Files.

e Hence the system will facilitate to search the desired pensioner in other than the selected location by taking your

confirmation with the following message.

L. ]

Do wou wnat to search in Other Locations?

[ ves

1

[do

‘:/' The Selected Pensioner detail is not found in the current PDA Location,
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Clicking on Yes will search the record in the entire database and display in the respective fields along
with the current Location in specific place as shown in following fig.

If you click on No button, then you need to change the PDA details on top portion of the Audit Screen where the
pensioner’s actual details are available.

PPC Ma,: hd B Pension Due:
Pensioner Code: | 74198007 100027 A Pension Paid:
Other Location Detail Pensioner Mame: | JAILAL v Differnece:

§ Current Location: Port Blair H.O Breakup Posting [
I~

If the Pensioner details found in other location, the background colors of the text boxes will change to yellow.

After finding in other location as soon as you come out of the pensioner details field, the system will ask for
another confirmation that the Pension has been found in Other location do you want to Transfer to the current
location?” as show in the following fig.

Do you wank ko Transfer this Pensioner in the current location?

P | The pensionsr is in other locations,
\_"4/

Clicking on Yes button will take you to the Transfers option in a separate window with all the selected PDA details
filled automatically and allows you to Save Transfers.

For more information on how to Transfer the Pensioner details, please refer the Chapter 5.6.

Click on Save (Alt+S) button to save the Transfer by entering Account No and Date of Effect. The Date of Effect is
automatically displayed as the First of the Auditing Month, since we are getting this payment voucher in this
month scroll we can assume that this is date is the transfer applicable date. However if the exact date is available,
you can modify the date and save the Transfers.

Once we close the Transfers window, the system will automatically select the same pensioner details in current
location and allows to Audit.

Enter “Gross Pension Drawn” against the Pension Due amount in its particular text box generated by the system.
Enter Arrears, Recovery and Other Arrears payments if any.

Verify the Due calculation details as displayed in the Side panel of the Audit Screen and Click on Save button to
save the Audit.
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Auditing Type -5

6.4.5 Auditing with Suspense Audit

Select a Pension Month and Year from the dropdown list. The Scroll Details will be loaded to the other fields.

Select Pay Branch / SPO for which you need to audit as mentioned in the scroll.

Click on Next button, which will enable the Pensioner details fields in the lower section.

New General Audit

General Audit
Pension Month: Paying Bank: | SBL = |E] Scroll Mon: - Scroll Amt: | 391743| Arrears Paid: | U|
Pension Year: | 2012 ¥ | Paying Branch; | PORT BLAIR b | Scroll Year: 2013 Pension Paid: | 12000| Recovery: | D|
IFSCCode: | SBINODOD1S6 % | BsR: | ¥ [ mewt | fsispense o 0] Oiference: | ararea)
PPO o | anypoTPEfPPOOZ2 ~|[-] Pension Due: 12594 | Arrears: [ ] smong
Pensioner Code: | 7420007100054 v|  Pension paid: 12594) pecoveryi | | Pension Type Superannuation
Fay Thru Eank,
Pensioner Name: | SOLALS b | DllEe e l:l Ol ¢ l:l Emp. Group Mon Executive
i - — P Type 6th CPC
Current Location: SBI-PORT BLAIR [ Breakup Posting ][ Objections ][ Suspense Audit ” D& Rate Master I
DA Type DA
~
Mame of the Benificiary Pensioner Code PPO No. Due Drawn Arrears Recover Merger Status Mo
Diate of Firth 7jn41949
= o = o [= [= = Retirement Date 074312009
1 RAMIIT KUMAR LAHA 742004031000058 | ANJTA/PBIPPO 021 12551 447 EERREEI 10385
Revised Pension 0,00
z TARSHILA RALKD ANJDOTJPE{FPO{024 13373 a5z 303 e 4146
3 B3HA MEYERS 74190803100013 | AN(TA/PE{RPO[O07 7a31 e0n 323 Residual Pension 6219
4 LAKSMI KANDAM G FAZO0O0Z100049  ANFTM/PPCIO0Y 8105 e 321 Restaration Date
Med, Allowance 1]
5 MOTDEEN M5 F41397011000061 | AN{TA/PERRO D06 f152 278 s o .00
[3 PERMITA DEV F4190717200017 | ANITA/PE/FRO/I04 020 5575 245 i Rate 61,50
7 RAJESWARL 74200012200026 | AN{TM/PB/FPO009 6020 5775 245 DA Amaunt 6375.00
Pension Due 12594.00
g JANKI BAL FH4ZO0009200025 | ANITA/PEFPOfI07 6020 5975 245
PPO/Rey, Issue Date 100172010
a CHADRAMA KANTI KIRG BNITAFE(FFO, Prension Ceased Mo
1in MHAR &M MAT 41384031 MNN5E WRITAN Al 1PPO AR5 IR3-Ad AP0 AOTS 745
350305 3809254 5200 ~
< »

Menu Access Path: Auditing >> General Audit >> Select Scroll Details >> General Audit screen

Select Pensioner Details from the dropdown box. If you need to search the pensioner details; click on Dbutton

adjacent to the PPO No. dropdown box. This will open the Pensioner Details Master View screen for searching the

Pensioner details.

If the Pensioner name is not found in the dropdown box, the reason may be;

o

o
System / Files.

Hence the system will facilitate to search the
desired pensioner in other than the selected
location by taking your confirmation with the
following message.

Clicking on Yes will search the record in the
entire database. Even if the record is not found
in other location as well, then the system will ask
you to Audit this record in Suspense Audit by
taking your confirmation message as shown in
the following fig.

The selected pensioner details may not have mapped with any PDA at all. Or

The pensioner might have been transferred to some other PDA; the same has not been updated into the

Verify X

The Selected Pensioner detail is not Found in the current PDA Location,
Do wou whnak ko search in Other Locations?

&

|

| Yes Mo ]

&

Yerify X

The selected pensioner is nok even Found in other locations,
Do vou want to Audit this payvment under Suspense Audit?

fes [ []

[

] [ adv Search
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If you agree to audit this Voucher under Suspense Audit, click on Yes button will open the following screen.

If you are not sure about the pensioner details entered and wanted to recheck the Pensioner details with some
other Search criteria, you can click on Adv. Search button and select appropriate record.

Suspense Audit
The Suspense Audit is used to Audit the vouchers in case of any irregularities like, the Pensioner details does not exist
in the Database or the voucher received from other than the Telecom Pension Vouchers etc.

Suspense Audit E|

Suspense Audit

Pensioner Name PPO No. Pensioner Code Drawn Status Remarks

Pension Details: Pensioner Details:
Pension Month: Scroll Mon: Mar Scrall Mo.: 1001 Pensioner Mame: ||
Pension Year: scroll ear! 2013 Scroll Amt: 391748 PP Mo,

CPPC Name SEI-Kolkata Pensioner Code:

Suspense Audit Details

Amount drawn; Remarks:

Audited Date: 24-1ul-2013 b

= = = =] =]

[ Save “ Edit “ Delete “ Cancel “ Close ]

Menu Access Path: Auditing >> General Audit >> Scroll Details Entry >>Next >>Suspense Audit

Enter the necessary details into the respective controls, like Pensioner Name, PPO No, Pensioner Code, Amount
Drawn and the Remarks / Reason for Auditing this voucher under Suspense Audit (a mandatory field).

After entering all the details click on Save Button to save the Audit. Once we raise the suspense audit, the status of
the record will be as Pending.

To update the status, we need to choose the Suspense Audit Reply. There you can select the required record and
Click on Modify, enter the reply and then update the status as Closed and click on Save button.

Suspense Audit form will not calculate the Due amount perhaps it is necessary to feed the voucher details
manually.

Suspense Audit Vouchers are also included in the Scroll Input details. The same details and calculation holds good
for suspense audit as well.

It is necessary to clear the suspense Audit vouchers to tally the Payment made by the PDA by getting the
clarification from the PDA or removing these vouchers from the Scroll Totals. Hence the Status can be set as
Cleared else Pending By default.
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Auditing Type -6

6.4.6 Auditing as Bulk Audit / E-Scroll Audit.

e  Generate Monthly Pension Statement for which you would like to perform E-Scroll Auditing.

e Prepare the Excel file in a required format as prescribed by the PVA Software before uploading the data.
e The column headings of the Scroll file should be as mentioned in the following list.

Field Name

Description

Remarks

PPONo

PPO No. as maintained in the File

PensionerName

Pensioner Name

PensionerCode

Pensioner Code as generated by the PVA Application

AccountNo

Pensioner SB Account No.

BasicPension

Basic Pension / Original Pension. It may ENFP / NFP in
case of Family Pension

DAPercent

DA Percentage for which Bank has calculated

DAAmMt

DA Amount calculated

MedicalAllowance

Medical Allowance paid if any

CommutationAmt

Commuted portion as applied

AdditionalQuantum

Additional Quantum of Pension is paid if any

ArrearAmt

Arrears amount paid if any

RecoveryAmt

Recovery amount if any

OtherArrearspaid

Other than DR Arrears paid if any

GrossPensionAmt

Total Pension amount paid

PensionMonth

Pension Paid for the month of

PensionYear

Pension paid for the year

Remarks

Remarks if any.

Enter the Scroll Details received from the Bank/Post Office in Excel file format for a particular pension month.

Go to E-Scroll Audit under Auditing menu and select the appropriate Scroll details from the list which is entered in
the Scroll details input screen for a CPPC or HPO and Click on Next button It will open the new window called
“Import data from Excel to Database”.

Click on Browse button to Select the Excel source file from the location.
Then select the appropriate Sheet Name as in the Excel file. Like sheet1, sheet2, sheet3 etc.
Then Select the Database Table Name as “tblUpload_EScrollData” from the dropdown list.

Once we select the Database Table name, the system will allow you to Map the column names from Excel columns
to Database table columns as shown in the following fig.
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Import Excel

Import Data From Excel to Database - Source Selection
Select Source File |C:'I.D0cuments and Settings!GuruprasadiDeskbopE-scroll For June AR, xls |[ Browse ]
Excel File Sheathlane | Sheetz - |
Database Table Mame | tblupload_EScrallData w |
Excel columns Database columns Mapped columns
Fig SerollDetailsID E
PPOMo Finvrear -
PensionerMarne PFOMO
PensionerCode PensionerMame
AccountMo PensionerCode
BasicPension Accountia
DAPercent BasicPension
DAAME DAPercent
Medicalallowance DaAmt
CommutationAmt Medicalallowance
additionalQuanturm CommutationAmt
arrearfimt additionalQuantum
Recoveryarnt ArrearAmmt
Ctherarrearspaid RecoveryAmt
GrossPensionAmt OtherarrearsPaid
PensionMonth GrossPensionamt
Pensionrear PensionMonth
Rermarks Pensionvear

Rermarks

[ < Back ” Next = “ Close ]

Clicking on “ >> " will auto map the column names into Mapped columns section as shown in following fig.

Import Excel

Import Data From Excel to Database - Source Selection

Select Source File |C:'|,Documents and Settings\ Guruprasad\DesktopiE-scroll Far June AM.xls " Browse ]

Excel File Sheathame | Sheet2 - |

Database Table MName | thlUpload_EScrollData w |

Excel columns Database columns Mapped columns

ScrollDetailsID »> |PPOMO-PPONO
PensionerMarne-Pensioneriame
PensionerCode-PensionerCode
AccountMo-dccountho
BasicPension-BasicPension
DAPercent-DAPercent
DAAmE-DAAmME
Medicalallowance-Medicalallowance
CommutationAmt-Commutationamt
additionalQuanturn-additionalQuanturn
Arrearamt-Arrearimt
RecovervArmt-Recoveryamt
OtherArrearspaid-OtherdrrearsPaid
GrossPensionAmt-GrossPensionamt
PensionMaonth-PensionMonth
Pensionvear-Pensionvear
Remarks-Rermarks

<
< Back H MNext = " Close
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e  Click on the Next Button will show the Excel data as in the Original File.

Import Excel

Import Data From Excel to Database - View Data
Excel Data MNo.of rows : 54
Pen: PPONo PensionerName AccountNo BasicPension | DAPercent DAAME Medicalallows
z 74201112100002  AMTAIPB/PPO/O | JOSEPH KG 11715 4.9 G773 0
45
3 T4201112100004  AMTAJPEPPO/4  RAM GYAN STNGH 9515 74.9 735z 1]
-] .-
4 74201007200006  AM/TMIPBFPO/0Z  DHILLESWAR RAD a 74,9 4461 a
7 M
5 74201106100007  AM/TAIPB/PPO/O  SHAMSHAD ALI 11940 74,9 3944 a
41
& 742009091000058  AN/TAJPB/PPO/O  AMIL CHANDRA 5115 4.9 o704 0
35 DEEMATH
7 T4200512200009  AMDOTIFPO 019 PRADEEP KUMAR 1] 74.9 4367 1]
Das
] 74000000200011  WE/TAJCALIZE685 | venkanna p a i1 2800 a
Joz-o3
9 74199303100013  AM/TAIPB/PPO/O  MEYERS LG Falz ao 3689 300
o7
10 ANTAIPBIFPOS1  SISUPALAN PILLAL 0 4.9 4742 0
4 K
11 T4200205200016  AMITAIPEIFPO/0  BASANT RAC P 1] 74.9 3128 1]
10
1z 74199712200017  AMTAIPBIFPO/O  BALKISHAM a i1 2800 a
04
13 74201207100018  AM/TAPB/PPO/O | SRIMIVASAN P 9795 74,9 Fxr a
15
14 2 SAMIIE KIMAR 0 4.9 G464 0
MORDAL v
£ ! *
’ < Back ” Mext = ” Close ]

e Click on Next button and then Click on Import Data button, which will ask for a confirmation to Save the Record.
Click on OK button.

o  The system will Import the data and show the message for a confirmation on how many records were imported

into the temporary table of the Database. Click on OK to proceed.

IMPORT EXCEL

1 ) 54 Rows are Imporked To DataBase Successfully

e Click on Next Button to continue to import the data to the final tables. This will show data as in the following

screen.
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Import Excel

Import Data From Excel to Database - EScroll Data

Original Data | Accepted Data Rejected Data
SiNo PensionerCode PPONo PensionerName AccountNo BasicPension = DAPercent DAAME M~
= =] = = = = = =

N R RAM H

2 2 74201112100002 ﬂg.l,l'TF\,I'PB,I'PPO,I'D JCSEPH Kz 11715 74,90 877 1] i
5 3 74201112100004 QN,I'TF\,I'PB,I'PPO,I"} RAM @AM SIRGH 9315 74,90 T2 0

4 4 4201007200006 ?N,I'TN,I'PBFPO,I'DZ EHILLESWAR RAC a0 74,90 4461 a0

5 5 74201106100007 ?;\I,I'TF\,I'PB,I'PPO,I'D SHAMSHAD ALT 11940 74,90 3944 i

6 £ T4200902100003  AMTAFE/FPOM  AMIL CHAMDRA 5115 74,90 5704 i

358 DEENATH

7 7 T4200512200009  AMDOT/FPO 019 BigDEEP KUMAR, 1} 74,90 4567 1}

g g 74000000200011 \-SEILQICHL'I,ZGBE venkanna p 1} &0.00 2800 1}

9 9 74199803100013 lIIS;H,I'_T.lf\,l'PB,I'PPO,I'D MEYERS LG a0z &0.00 3659 300
10 10 ?N,I'TR,I'PB,I'FPO,I'I EISUPALAN PILLAL 1} 74.90 4742 1}

11 11 74200205200016  ANTAPEFPOMD  BASAMT RAC P 1} 74.90 3128 1}

1= 12 T4 0071 PPONN 7 }:EHT.&:’DR:’FDI"\ N RAIKTSHAN n A nn RN n> L/

Bulk Upload ][ Sawve

" Delete ]’ Cancel I

Export to Excel

Close

e The Original Data imported into the database will be showing in the first Tab “Original Data”

e  Click on Bulk Upload button for Auditing process. The Accpted Data will show in the next Tab as shown.

Import Data From Excel to Database - EScroll Data

Original Data Accepted Data | Rejected Data

BasicPension | CommutationAmt | DAPercent DAAmME MedicalAllowance | AdditionalQuantum | ArrearAmt | Recoveryfr
= =] =] (=] =] (=] =] (=]
7041 1246 an S633 300 1] 1] u]
9245 3695 74 5925 1] 1] 1] u]
16755 6702 74 12550 1] 1] 1] u]
] ] 74 4867 ] ] ] i}
20210 8034 74 15138 ] ] ] i}
9245 3695 74 5925 1] 1] 1] u]
1] 1] 74 4330 1] 1] 1] u]
1] 1] 74 BE55 1] 1] 1] u]
1] 1] 74 6202 1] 1] 1] u]
S052 920 74 3784 1] 1] 1] u]
10365 4146 74 F764 i i i u]
9150 3660 74 6554 1] 1] 1] u] v
< | >

Next =
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e The Rejected Data will be shown in the other Tab which is as show in this fig.

Import Excel

EEX

Import Data From Excel to Database - EScroll Data

Original Data | Accepted Data | Rejected Data |

SiNo PensionerCode PPONo PensionerMame AccountNo BasicPension | DAPercent
(@ = = = = = = = =

1 5 25 SAMIIE KLUMAR

DAL

|

DAAME Medi

=]

»

ReUpload ]’ Save " Delete ]’ Cancel " Clear H Export to Excel l

e If necessary to Export the rejected data to the Excel for correction, click on Export to Excel button. You can correct

the data and Re-upload the rejected data again by following the same procedures.

e If you find the data is duplicate and unwanted, then you can delete the records by clicking on Delete button.

e  Finally Save the Records to save the E-scroll Audit process.

e After saving the records, you can take Excess and Short Payment report available in Auditing menu, take a print

and do the Auditing for those records which has any difference.

e The records which have differences can be viewed from General Audit Screen and make modification into it or

raise the Objections. To know more about “How to use the General Audit screen” please refer the previous

sections of this module.
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6.5 Suspense Audit

If in case of direct Suspense Audit entry instead of going through the General Audit process when you are not
finding the pensioner details, you can do it with the following process.

e Select the Audit Type as CPPC wise or HPO wise Audit, then select Scroll Month and Scroll Year.
e  Click on Show Data button, which will list all the Scroll entries for a selected month as follows.

Suspense Audit

x]

Suspense Audit

Select Scroll Details

(%) CPPC Wise Audit Scroll Month: | Jul v

) HPO Wise Audit scroll Year: 2013 v Show Data

Total Mo.
o Scroll Scroll Scroll Scroll
& Quditvne EHACRETE Month Year Mo aff Amounk
Youchers

(= (= (= (= (= = =

Mext “ Close

Menu Access Path: Auditing >> General Audit >> Select Scroll Details >> General Audit screen

e Select appropriate Scroll by clicking on the row for which you would like to enter the Suspense Audit.

e  Click on Next button, which will open the Suspense Audit screen as shown in the following fig.
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Suspense Audit

Suspense Audit

3

Pension Details: Pensioner Details:

Pension Month; | Jul | Scroll Maon: Scroll Mo, Pensioner Name: | |
Pension Year: 2013 v | Scroll Year: 2013 Scroll At 522316 PP Mo, | |

CPRC Name \SBI-Kokata

Pensioner Code: | |

Suspense Audit Details

Arount drawn: Remarks:  [Part of the list is not belongs to our Department,
Audited Date:
Pensioner Name PPO No. Pensioner Code Drawn Status Remarks
(= = = (= =]

L is not belongs ko our

|
|

Update “ Edit ” Delete “ Cancel ” Close

Menu Access Path: Auditing >> Suspense Audit

Enter the necessary details into the respective controls, like Pensioner Name, PPO No. and Pensioner Code if
available. If not its Okay, because these details may not be there or which may not be appropriate.

Enter the Amount Drawn and the Remarks / Reason for Auditing this voucher under Suspense Audit which is a
mandatory field.

After entering all the details click on Save (Alt+S) / update Button (Alt+U) to save the Audit. Once we raise the
suspense audit, the status of the record will be set as Pending automatically.

Suspense Audit form will not calculate the Due amount or will not facilitate to select the pensioner details, perhaps
it is necessary to feed these details manually if exists.

Suspense Audit Vouchers are also included in the Scroll Input details. Hence the same details and calculation holds
good for suspense audit as well.

It is necessary to clear the suspense Audit vouchers to tally the Payment made by the PDA by getting the
clarification from the PDA or removing these vouchers from the Scroll Totals. Hence the Status can be set as
Cleared. Else it will be showing as Pending by default.
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6.6 Suspense Audit Reply

Once we audit any voucher under Suspense Audit, the status should be updated as Closed after getting the
satisfactory clarification from the respective PDAs. To enter the Reply received from the PDAs, the Suspense
Audit Reply screen shall be used.

e  Go to Auditing Main Menu and click on Suspense Reply sub menu name. This will open a window as shown in
the following fig.
Suspense Reply ['E|

Suspense Reply

Pension Details: Pensioner Details:

Pension Month: Scroll Mon: Scroll Mo, 19 PP Mo, | |
Pension Year: | 2013 % | Scroll Year: 2013 Serall Amk: 522316 PensionerCDde:l |

CPPC Hame \SEl-okata | [ Next ] Pensioner Name: | |
Suspense Audit Details Suspense Audit Reply Details
Amount drawn: 100000 fudited Date:| 05-8ug-2013 |  Status: Closing Date! | 05-Aug-2013
Part of the list is not belongs to our Department, The vouchers included inko Telecom Accounts is wrongly made. The details are
remowed From the Scroll and deducted Fram the Total Scroll Amount as well. The
Remarks: Reply: |corrected details will be sent to the office concerned at the earliest,|
Pensioner Name Pensioner Code PPO No. Drawn Closing Date Status Remal

= =

= = = O O
1 » Pending ) F is Mo
Deparkment,

update | Edit | cancel | glose

Menu Access Path: Auditing >> Suspense Reply

e Select Pension Month and Year for which the Suspense Audit has been done and click on Next Button. This will
list all the Audited records into the Grid.

e Select the appropriate Audit record for which you need to enter the Reply, either you can click on Edit button or
Double click on the Row will load all the details to the respective fields along with the Suspense Audit Remarks.

e Enter the reply and set the Status as Closed if applicable. If the reply is not satisfactory then you can still keep
this auditing as Pending and seek for more clarifications from the PDA.

e  (Closing date will be updated automatically as current date.

e  (Click on Update button to save the record.
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6.7 Objection Reply

Once we raise Objections for any short or excess payment has been detected, the Bank has to give proper
explanation towards the discrepancy and take a corrective action by informing to the CCA office. The Objection
Reply screen will facilitate to enter those Replies from the PDAs and allow to update the status as Pending or
Closed.

e Go to Auditing Main Menu and click on Objection Reply sub menu name. This will open a window as shown in
the following fig.

Objection Reply El

Objection Reply

Scroll Details: Pensioner Details:
Audit Type: CPPC Wise Audit % | CPPC ! | | PP Mo, |MRIGENDRA KISHORE RO |
Pension Morkh: Pay Bank: | | Pensioner Code: |AN,I'DOT,|'PB,I' PPC JO34 |
Pension Year: | 2013 ¥ | Pay Branch:| | Pensioner Mame: |?42DDQDSIDDD21 | l Show
Objection Details: Objection Reply Details:
Excess payment has been made, reason not known. Exrcess paid amaount has been recovered,|
Objection: Reply:

Pensioner Mame Pensioner Code PPO Mo. Uh;::EEtIDI'IS Objections obj
atus

(@ = = ® = ® ®

1

b MRIGEMDRA KISHORE RO 1100021 | &M/DOTPES PRO f034 Pending 3 payment has been made,
reason nok known

z PARCHAMUTHU 74201107100032  AMIDOT/PES PPO [043 Pending non irnplemention of pension revision

[ Print H Update ” Edit " Cancel H Close

Menu Access Path: Auditing >> Objection Reply
e Select Audit type as CPPC Wise Audit or HPO wise Audit

e Select Pension Month and Year for which the Objections has been raised and click on Show Button. This will list
all the Objections raised into the Grid.

e Select the appropriate record for which you need to enter the Reply, either you can click on Edit button or
Double click on the Row will load all the details to the respective fields along with the Objection raised.

e Enter the reply and set the Status as Closed if applicable. If the reply is not satisfactory then you can still keep
this Objection as Pending and seek for more clarifications from the PDA.

e  Closing date will be updated automatically as current date.

e Click on Update button to save the record. And you can take the Print of objection replies by clicking on Print
button.
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7 Objection Reports

7.1 Bank Objections Report
Bank Objection report will give a list of all the objections raised for a particular pension month. You can also take
the list of Objections based on CPPC wise as well. This report screen will facilitate to take the report of Covering
letter to send to CPPC to rectify the issues raised and along with the Actual pension calculation details as an
Annexure. The bank has to see the Calculation details and Objection rose; and can give reply about the Action
taken or justification for the payment made in the same letter and send it back to the CCA Office. Once the Reply
is received the same can be updated into the Objection Reply screen and set the Status.

Bank Objection EI

Bank Objection

Pension Manth: | Apr Y| cppcBank: | .’ |

Pension Year: 2012 v

Name of the
Benificiary

Pensioner Code PPO No. Due Drawn Arrears Objections Rec

= (= (= (= (= = (=

1 GLLAPI 5ARC] 74200301200037  AMITM/PEFPOOZ1 11800 9023

=

MOMN IMPLEMENTATION OF REYISION
EMHANCED FAMILY PEMSION OF RS,
7530/-I15SUED YIDE THIS OFFICE
MEMC, M, 3-18(10-

11/DCCATARN [DOTIGULAPT SARO] |
DT.30,03.2011

z FERNITA DEVI 7413 0017 | AMJTA(PE/FPC/004

INSTEAD OF R J
3 RADHA DEENATH 742009091000028 | ARTA/PE{PPCYO3S 11933 10977 0 WOMN IMPLEMENTATION OF REYISION
ISSUED BY THIS OFFICE MOMO, NG,
3-12/09-10]DOCAARNDOT PR-
ACD (DT.01.112010
MON IMPLEMENTATION OF REYISION
ISSUED BY THIS OFFICE MEMG, NOL3
-18/10-
11/DCCAARN[DOTIS, SARATWATL]
DT.07.02.2011
5 VIIAYALAXMI 74200412200050  WET/CCAFPPO/S79)2 9355 4319 EMHANCED FAMILY PENSION @ RS,

005-06 27204 IS T BE COMTINUED UPTO

26.12,2014

4 SARASWATI F4ZO00707200041  CCAfANDOTIFPO/0Z0 11549 8025

)

=

20412 38219 0
< ks

() Annexture () CoverPage (3 Consolidated Report Print " Close

Menu Access Path: Objection Reports >> Bank Objection

To view and print the reports follow the steps as below.

e Select Pension Month and Pension Year and Select CPPC Name for which you would like to take the print and
click on Show button will list all the Objections raised for that month. If you want to take the print as a
consolidated manner, click on the “Consolidated Report” option and Click on Print Button. Likewise if you
want to take a print of Covering Letter to send to CPPC then click on “Cover Page” option and click on Print
Button. In the same way if you want to send an Annexure Report to CPPC, then click on “Annexure” option
and click on Print button.

e The system will show the Report Preview window as shown in the following fig.

e If you want to Export the consolidated report data into Excel then click on Export to Excel button.
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7.1.1 Objection report Covering Letter for Bank

The cover page is a standard letter format to send it to the CPPC by attaching the necessary supporting

Documents like Calculation Sheet as Annexure report. If the PDA is a Bank, then the CPPC Bank details will be
displayed, addressing to the Chief Manager signed by the CAO, PVA.

Bank Objection Cover, Page

Bank Objection Cover Page

X]

eI 2

i i -

| Main Repork

T
GOYERMMENT OF INDIA
MIMISTRY OF COMMUMICATIONS 2 IMFORMATION TECHMILCGY
DEPARTMEMT ©F TELECOMAMICATICNS
o, Controller of Communication Accounts, Andamang Micobar Telecom Cincle
CGM Telecory, Telecom Bhavan,, Port Blaic Andarman® Micobar-744 101

0/0 CCA AND S PYA/ 2012- 2013/ dated 8/8/2013

to,
The Cheif Manager,
SBI-Kolkata,

Dear Sig Madarm,

Sub: Discrepancy in Telecom Pension disbursement - Reg

The discrepandes observed on audit of wouchers on disbursernert of Telecom Pension from your
brandch are listed in the annexure, You are requested to kindly recondle the disbursernents
made and elucidate the differenca The disbursernert may be reconcled with reference to
original pension / revision order and excess remitted f adjusted, Rermittances may be arranged
by DO drawn on Communication Accounts Officer {cash). Short disbursernents may now be
drawn anddizbursed to the pensioner

Thanking You, Yours faithfully

Encl: Annexurel Carnrmunication Acoounts Cfficsr [P

Current Page Mao.: 1

Tatal Page Mo.: 1 Zoorn Fackar: 75%.

Print

|| close

Menu Access Path: Objection Reports >> Bank Objection >> Cover Page

To take the print out of objection report cover page, please follow the steps as given below.

e Select Pension Month, Pension Year and CPPC name.

e Select appropriate option to take a print of Consolidated, Cover page or Annexure click on Print Button which

will give a preview of the Report.

e  (Click on Print button will open Printer selection Dialog box.

e Select suitable printer and click on Print button.

e If you want to export the report to PDF then click on

the Print Preview Screen next to the Print Button.

e  Click on Print ) Button to get the print.

Iﬁﬂ button, which is available on Top Left corner of
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7.1.2 Objection report Annexure Page Print for Bank

Annexure for Objection Report is a statement which will give the necessary data of Due calculation along with

Drawn amount and Difference. The Difference may be Short or Excess. For any discrepancies, the objections

raised will be displayed in the separate section. For each objection, there is a provision to enter the reply by the

Bank or Post office (PDA). After receiving the reply from the PDA, the same should be updated into the

application and set the Status as Cleared or Pending in the consolidated list of objections.

[T -2

#h -

| Main Report

Annexure for Objection

Farthe Pension Manth: January- 2012 andforthe Paying Bank: Canara Bank- KOTTAR,NAGERCOIL

Pensioner Name: SAMRAI N Mew PPO Mo, @ 210021465 DA Type 2 IDA

PPD No 1210021465 Account Mo, PensionType : Superannuation
BasicPension 1 FAES DA Amount 4,244 Pension Due 8,735
Commuted Portion 1 2,894 Med. Allowance Recovery

Reduced Pension c 4491 Add. Pension Pension Drawn : 13,069
Applicable D& Rate ! SR.70% Arrears Paid 11,797 Difference -4,334
Objection Description:

Da paid 114.60% instead of56. 70%

Reply from the PDA:

Pensioner Name : ARUMUGAPERUMALK Mew PPO Mo, @ 210020046 DA Type L IDA

PPO No : 210020046 Account Mo, PensionType ; Superannuation
BasicPension v 12263 DA Amount 16,953 Pension Due 17,054
Commuted Portion 1 2,235 Med. Allowance Recovery

Reduced Pension L10,028 add, Pension Pension Drawn : 24,082
Applicable DA Rate ¢ 56, 70% Arrears Paid L 2,943 Difference -7,028

Objection Description:

Da paid 114.60% instead of56,70%

Current Page Mo, 1

Total Page Mo, 1

Zoom Factor: 100%

Menu Access Path: Objection Reports >> Bank Objection >> Annexure Report

To take the print out of objection report cover page, the following are the steps.

e Select Pension Month, Pension Year and CPPC name.

e Select appropriate option to take a print of Consolidated, Cover page or Annexure click on Print Button, which

will give a preview of the Report.

e  (Click on Print button will open Printer selection Dialog box.

e  Select suitable printer and click on Print button.

e |F you want to export the report to PDF then click on

the Print Preview Screen next to the Print Button.

e  Click on Print ) Button to get the print.

Iﬁﬂ button, which is available in Top Left corner of
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7.2 Post Office Objections Report
Post Office Objection report will give a list of all the objections raised for a particular pension month. You can
also take the list of Objections based on HPO wise as well. This report screen will facilitate to take the report of
Covering letter to send to HPO to rectify the issues raised and along with the Actual pension calculation details
as an Annexure. The HPO has to see the Calculation details and Objection rose; and can give reply about the
Action taken or justification for the payment made in the same letter and send it back to the CCA Office. Once
the Reply is received the same can be updated into the Objection Reply screen and set the Status.

Post Office Objection X

Post Office Objection

Pension Month: | Aug hd HPD Marne: | hd |

Pension Year: 2012 w

& Name of the Pensioner Cod PPO N D D A R Diff Objecti
Benificiary ensioner Code 0. ue rawn rrears Recovery Difference jections

(= (= (= (= = (= = = (=

1 742 9Z00028 | AN TAPE/FPO/OO7
2 USHA RANI 74199805100045  AMN/TASPE/PPO/OOS 0320 ol7s 245 Shoart Payment due to non drawa
TMAZUMD AR revised rate of
& KAMALAWATI G 74193402200056 WEITA/CALIFPO/421 a0 o977a 245 Shoart Payment due tonon revision
rate of relief
4 SUCY RAJBANST 4200202200051 CGMYTA[1036/F Pen/ o653 o4E5 168 Shart Payment due to non drawa

revised rate of

24013 23110 903 0 ]
< 3

() Annexture ) CoverPage (%) Consolidated Report Print " Close

Menu Access Path: Objection Reports >> Post Office Objections

To view and print the reports follow the steps as below.

e Select Pension Month and Pension Year and Select HPO Name for which you would like to take the print and
click on Show button will list all the Objections raised for that month. If you want to take the print as a
consolidated manner, click on the “Consolidated Report” option and Click on Print Button. Likewise if you
want to take a print of Covering Letter to send to CPPC then click on “Cover Page” option and click on Print
Button. In the same way if you want to send an Annexure Report to HPO, then click on “Annexure” option and
click on Print button.

e The system will show the Report Preview window as shown in the following fig.

e If you want to Export the consolidated report data into Excel then click on Export to Excel button.
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7.2.1 Objection report Covering Letter for Post Office

The cover page is a standard letter format to send it to the HPO by attaching the necessary supporting
Documents like Calculation Sheet as Annexure report. If the PDA is a Post Office, then the HPO details will be
displayed, addressing to the Head Post Master, signed by the CAO-PVA.

PO Objection Cover Page |z|

PO Objection Cover Page

E oG T2 S R T R R |

I Main Repork |

[

GOVERMNMENT OF INDLIA
MINISTRY OF COMMUNICATIONS & INFORMATION TECHNOLOGY
DEFARTMENT OF TELECOMMUNICATIONS
Ofo.Controller of Communication dccounts Andaman & Nicobar Telecom Cincle
CGEM Telecom, Teleoosm Bhavan,,Port Blair, Andaman & Nicabar- 744 101

Ofa CCA AND f PVAS 2012- 2013/ Dated g/9/2013

Ton

The Post Master,
PortBlairH O
PortBlair Taluk, Andaman Diswict, Pine 744101

DrearSirfMadam,
Sub: Discrepancy in Telecom Pension disbursement - reg

The discrepancies observed an audit of vouchers on disbursement of Telecarn Pension frarm your
branch are listed in the annewure, You are requested to kindly reconcile the disbursememns
made and elucidste the differance. The dizbursement may be reconciled with reference to
atiginal pension / revision arder and euxcess remitted fadjusted, Remittances may be arranged
by DD drawn on Communication Accounts Officer (cash ). Short disbursements may now be
drawnand disbursedtothepensioner,

Thanking You, Waursfaithfully
Encl Annesxurei Communication &ccounts Cfficer (AR b
Current Page Mao.: 1 | Total Page Mo.: 1 | Zoom Fackor: 70%

[ et || cose |

Menu Access Path: Objection Reports >> Post Office Objection >> Cover Page

To take the print out of objection report cover page, please follow the steps as given below.

Select Pension Month, Pension Year and HPO name.

Select appropriate option to take a print of Consolidated, Cover page or Annexure click on Print Button which
will give a preview of the Report.

Click on Print button will open Printer selection Dialog box.
Select suitable printer and click on Print button.
If you want to export the report to PDF then click on [@ button, which is available on Top Left corner of

the Print Preview Screen next to the Print Button.

Click on Print ﬂ Button to get the print.
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7.2.2 Objection report Annexure Page Print for Post Office

Annexure for Objection Report is a statement which will give the necessary data of Due calculation along with

Drawn amount and Difference. The Difference may be Short or Excess. For any discrepancies, the objections

raised will be displayed in the separate section. For each objection, there is a provision to enter the reply by the
Bank or Post office (PDA). After receiving the reply from the PDA, the same should be updated into the
application and set the Status as Cleared or Pending in the consolidated list of objections.

PO Annexure

X

PO Annexure
3 5 » WS = i -
|Main Report
. . A
Annexure for Objection
For the Pension Month: August -2012 andfor the Head Post Office; Port Blair HO
Pensioner Name : Sri.JANKI BAI New PPO No, + 74200009200025 DAType L CDA
PPD Mo : ANFTASPBfFPOSOO7 Account Mo, @ PensionType : Family Pension
Enhanced Pension P 4,193.00 DA Armount ¢ 2,5z20.00 Pension Due 6,020.00
EMFP Date 1 29-Sep-2010 Med, allowance 0,00 Recovery
Crdinary Pension : 3,500.00 addl Pension Pension Drawn 5775
Applicable DA Rate PTE00% Arrears Paid L 245 Difference 245.00
0Objection Description:
Shart Payment due to non drawal evised rate of rel
Reply fromthe PDA:
PensionerName : SFrLKAMALAWATIG Mew PPO MNo, @ 741938402200056 DA Type 1 CO,
PPD Mo : WB/TAJCALSFPOF421 AccountMNo, PensionType : Family Pension
Enhanced Pension : 3,500.00 DA Armount v 2,520.00 Pension Due 6,020.00
EMFFP Date . ?5-Feh-1991 Med, Allowance : 0,00 Recovery
ardinary Pension ¢ 3,500.00 Addl Pension : Pension Drawn 5,775
aApplicable DA Rate L OTE.00% Arrears Paid L 245 Difference 24500 =
< >
Current Page Mao.: 1 Taotal Page Mo.: 1+ Zoorn Fackar: 100%
Print “ Close

Menu Access Path: Objection Reports >> Post Office Objection >> Annexure Report

To take the print out of objection report cover page, the following are the steps.

e Select Pension Month, Pension Year and HPO name.

e Select appropriate option to take a print of Consolidated, Cover page or Annexure click on Print Button, which

will give a preview of the Report.

e  Click on Print button will open Printer selection Dialog box.

e Select suitable printer and click on Print button.

e If you want to export the report to PDF then click on

the Print Preview Screen next to the Print Button.

e  (Click on Print = Button to get the print.

Iﬁﬂ button, which is available in Top Left corner of
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7.3 Scroll Wise Objection Status Report

This report will show the information about the Objections raised for a particular Scroll, either by CPPC wise or
by HPO. This report will helpful in assessing how many objections have been raised for a particular Scroll with its

Total amount.
Scroll Wise Objection Status Report

Scroll Wise Objection Status Report

Select Scroll Details

(%) CPPC Wise Audit Scroll Month: | Jun v

) HPO Wise Audit scroll Year: z012 v Show Data

Total No.
o Scroll Scroll Scroll Scroll
& Audit Type EAAE REE Month Year No. of Amount
Youchers
=] =] =] =] =] [=] =]

1 CPPC Wise Sudit SEI-Kolkata Jun 201z 1 1 1

3 CPPC Wise Audit SEI-Kolkata Jun 2012 El 11 137290
4 CPPC Wise Audit SBI-Kolkata Jun 2012 10 & 31694
5 CPPC YWise sudit SEI-Kolkata Jun 201z 12 4 23511

3

[ Next

|| close

Menu Access Path: Objection Reports >> Scroll wise Objection Status Report

To take the print out of the list of objections raised for a Scroll, follow the steps as given below.

e Select Objection Reports Main menu and Click on Scroll wise Objection Report sub menu, which will open

Scroll selection window.

e  Select CPPC Wise or HPO Wise Scroll Audit Type and select the Scroll Month and Year.

e  Clicking on Show Data button will list all the Scroll details entered. Select appropriate Scroll No. from the grid,

for which you would like to take report print and Click on Next button.

e  Which will open another window called “Scroll Wise Objection Status Report” as shown in the following fig.
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Scroll Wise Objection Status Report

Scroll Wise Objection Status Report E|
Scroll Wise Objection Status Report
Scroll Manth: Scroll Year: 2012 CPPC MName | SEI-kolkata |
o - N Objection
@ Mame of the Benificiary Pensioner Code PPOD Mo Objections Status
(=] (=] (=] (=] =
1 RADHA DEBMATH 0 AN TAIFE, \ MPLEMEMTATION ) I
2 GULAPT SARO] 74200301200037  ANTMIPEFPOJ021 MOM IMPLEMEMTATION OF REVISION Pending
EMHANCED FAMILY PENSION OF RS, 7530/-
I5SUED WIDE THIS OFFICE MENO. MO, 3-18/10-
11/DCCAARN [DOT/GULAPT SAR0D |
DT.30.03.2011
3 SARASWATI 74200707200041  CCAMAN/DOT/FPOMOZ0 NN IMPLEMENTATION OF REVISION ISSUED Pending
BY THIS OFFICE MEMO, NO,3-18/10-
11D A ASMNIDOT]S, SARASWATL]
DT.07.02,2011
4 VIIAYALARMI 74200412200050 WEBTHCCA/FPPO/S72/2005-06 EMHANCED FAMILY PENSION @ R3. 2720/- I3 Pending
TO BE COMTINUED UPTO 26.12.2014
) 2
’ Export to Excel ” Print “ Close ]

e Select Pension Month and Pension Year for which you would like to take print from the list which is already
displaying all the objections raised for a Scroll month selected in before screen.

e  Select Status as Closed or Pending depending on your need.
e  Click on Show Data button which will filter the data based on the selection.
e  Click on Print button to take print.

e  Click on Export to Excel button to Export.
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8 Audit Reports

8.1 General Audit Report

After auditing the vouchers, you can take various reports based on different parameters like, CPPC wise, HPO
wise, for Between dates and Audited by whom. From this report you can analyze which user has done how many
vouchers auditing on a daily basis or weekly or Monthly basis.

e Go to Audit Reports Main Menu and click on General Audit Report sub menu name. This will open a window as
shown in the following fig.
General Audit Report E|

General Audit Report

fudit Type: | CPPC Wise Audit ~ | Audt From Date: | D6/06f2013 v | Audit ToDate: |0/06/2013 % | [ Show |

CPPC Name: | SBI-Kolkata v | PreparedBy: |acao1 v | dear |

ey

Mame of the Benificiary Pensioner Code PPO No. Due Drawn Arrears Recovery | Differenc
= = = = = = = =

1 GULAPT SARC] 74Z00B01Z00037 | AM|TM/PEFPOYDZ

2 GULAPT SARC] 74200801200037  ANJTH/FEFPO021 17595 12598 o

3 RAM GYAN SINGH 74201112100004  AMJTA[PBFRO/46 12907 12907 ]

4 SHAMSHAD ALL 7420106100007 AMJTA[PE{PPO/041 15702 15702 ]

5 RADHA DEBMATH 74200909100008  AMJTA[PE[PPOJ0ZS 13060 11893 ] 11

6 KALPANADAS 7420512200009 AMJDOT/FPQ 019 11143 11143 o

7 MIRMALAKUMARI ANTAJPE(FPO/14 10858 10858 ]

8 PUSHPAMNIALL 74200205200016  AMJTA(PB{FPO/0L0 7161 7161 o

9 SRINIWASAN P 7420207100018  AMJTA(PB{PPOJOLS 15014 15014 ]

10 MAHAMAYA MOMNDAL 028 14801 14801 ]

11 MRIGENDRA KISHORE ROY 74200903100021  AMJDOT/PE{ PPC j034 26577 26577 ]

1z RAN 7420008100038  AM/PB/PPOf039 15971 15616 ] 3
13 SARASWATI 7420070720004 CCAPAN/DOT(FPO[020 12840 12640 149525 -1495
14  SILBIAKERKETTA 742004072000057 | AMDOT/PB{FPO/O1S 15245 15245 ]

15 AMMOIY 742010072000065  ANJTA[PB{FRO/0Z6 12872 12872 ]

16 JAIRAM FRASAD 742012061000066  ANJTA[PE{FRC 045 15347 15347 ]

17 ASIS KUMAR HALDAR 740000001000067 | 7713312511378 22033 22033 ]

453014 440352 150014 0 -1373w
< >
Export to Excel ” Print ” Close

Menu Access Path: Audit Reports >> General Audit Report

To view the Audited Records;

e Select Audit Type as CPPC Wise Audit or HPO Wise Audit or All.

o Select CPPC Name or HPO Name. If you don’t select any criteria, both the type of records will show.

e  Select Audit From date and To Date for which you need to see the report.

e Select Prepared By/Audited By name from the dropdown list. If this field kept as Blank, the system will show
for all users.

e  You can hide the columns which are not required by field chooser option on upper left corner of the Grid. To
know how to choose columns refer Fig-3 on page no.6.

e To see all the records irrespective of Bank or Post office or Prepared by; Select All option and Click on Show
button.

e  Click on Print button after aligning the columns to fit into the page.

e  Click on Export button to export the resulted data to Excel.
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8.2 Suspense Audit Report
You can see the Suspense Audited details in this Report for a particular Pension Month and Pension Year along
with Status of the Audit.
. Go to Auditing Main Menu and click on Suspense Audit Report sub menu name.

. Select the Scroll details like Scroll Month and Year to take a report for CPPC wise Suspense Audited details or
HPO wise Audited details.

. Click on Show button will list all the Scrolls available for the selected month. Select appropriate Scroll for which
you need to take the Suspense Audit Report and click on Next button.

. This will open a window as shown in the following fig.

Base Root E|

Suspense Audit Report

Pension Month: Pension Year: Skatus: l Show Data ” Clear ]
Seroll Manth: Scroll Year: 2013 CPPC Mame | SBI-Kolkata |

Pensioner Name PPO No Pensioner Code P;;s‘:;n Status Remarks

(= (= (= (= (=

1 Pending Part of the list is not belongs b our

Department,

100000

|
|

Export to Excel ” Print ” Close

Menu Access Path: Auditing >> Suspense Audit Report

To print the list of all Suspense Audited details
e Select Pension Month and Pension Year.
e Select the Status for which you want to take print like Pending or Cleared. By default it will be as Pending.
e  (Click on Show Data button to display the details.
e Align the column width properly to fit the details in one single sheet. Then Click on Print button.
e You can also filter records based on your needs and take a print out.
e You can Export the data to Excel by clicking on Export to Excel button
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8.3 Excess / Short payment Report

You can see the Excess/Short Payment details in this Report for a particular Pension Month and Pension Year
and Scroll Month and Scroll Year as well.

. Go to Auditing Main Menu and click on Excess/Short Payment Report sub menu name which will ask you to
select the Scroll details for which you are taking this report.

. Select the Scroll details like Scroll Month and Year to take a report for CPPC wise Suspense Audited details or
HPO wise Audited details.

. Click on Show button will list all the Scrolls available for the selected month. Select appropriate Scroll for which
you need to take the Suspense Audit Report and click on Next button.

. This will open a window as shown in the following fig.

Excess Short Payment Report fgl

Excess Short Payment Report

Scroll Manth: Jul Pension Month: | Jul w
Serall Year: 2013 Pension Year: 2013 v
CPPC Mame | SBI-Kalkata | Cear

Name of the . Excess Short
Benificiary Pensioner Code PPO No. Payment Payment Payment Type Due Drawn Arrears Rec
vl_l_l-l-l-l-l-l-ll
1 EALPANADAS 74200512200009  ANJDOT/FPO 019 1764 Shart Pavment 11364 9600
2 PANCHAMUTHU 74201107100032  ANJDOTIFE] PPO 043 2472 Short Payment 12472 100aa a
3 SANITRI DEVI 741995051000060 001 6300 Short Payment 6300 1] 1]
4 MRIGEMDRA 74200903100021  ANJDOTIPE] PPO 034 -6736 Excess Payment 27264 34000 i

KISHORE ROY

-6736 10336 57400 23600 0

Export to Excel H Print “ Close

Menu Access Path: Auditing >> Excess / Short payment Report

To print the list of Excess & Short paid details
e Select Pension Month and Pension Year. Click on Show Data button to display the details.
e Align the column width properly to fit the details in one single sheet. Then Click on Print button.
e You can also filter records based on your needs and take a print out.
e You can Export the data to Excel by clicking on Export to Excel button
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8.4 Monthly Audit/Un-Audit Report

You can view or take the report print for an Audited / Un-Audited details for a particular Pension Month and

Pension Year and Scroll Month and Scroll Year as well.

. Go to Auditing Main Menu and click on Audited/Un-Audited Report sub menu name which will open the

Report view screen.
. This will open a window as shown in the following fig.

Monthly Audit/UnAudit Report

Monthly Audit/UnAudit Report
Pension Month: | May hd Payment Through: | All w |
Pension Year; (*) Audited ) UnAudited
Name of the Benificiary Pensioner Code PPO Mo.
=] =]
4201006100001 | AN/DOTIPE/PROY
z VASABMNTHI M 74201007200006  AN/TMIPEFPOJ027
S| SHAMSHAD ALL 4201106100007 AN/ TAIPE/PPOMD4L
4 RADHA DEBMATH 74200909100008  AN/TASPE/PPOMO3S
5 KALPANADAS 74200512200002  ANJDOT/FPO 019
-1 MANICKAMMA 74000000200011  WEITA/CAL\2685/92-03
7 ASHA MEYERS 74199803100013  AN/TAJPE/PPOOO7
g MIRMALAKLMARL AN TAIPE/FPOI14
9 PUSHPAMNIALL 74200205200016  AN/TASPE/FPOMO10
10 PERMITS DEVI 74199712200017  ANJTAIPE/FPOM004
11 SRIMIYASAN P 74201207100018  ANJTAIPE/PPOMOLS
12 KALITPADA MOMDAL 74200912100020  AN/PE/PPOJO36
13 MRIGEMDRA KISHORE ROY T4200903100021  AN/DOTIPES PRO JO34
14 TARSHILA xALXO ANJDOTIPEIFPO/024
15 PAYAREE AMMA 74200907200022  AN/DOT/PB/FPO J0Z23
16 GULAPT SARC] 74200801200037  AN/TMIPEFPO/0Z21
17 RaJU M 74201005100038  AN/PE/PPOJO39
<

Due

9332

13934
11933
1011
E075
7a09
2921
512
5775
13564
8502
235386
12975
Q058
11a00

14174
324295

Drawn

Arrears

9352
13934
10977
10181
361
Fa09
Q921
a51z
S&75
13564
8538
23586
Q252
10320
Q023

13859
356501 0

e
Recovery | Differenc

= =

3

-32E

-1C

37
-12¢
277
31

-3017
3

2030

Export to Excel ]’

Print H Close

Menu Access Path: Audit Reports >> Monthly Audit/Un-Audit Report

To print the list of Audited /Un-Audited details

e Select Pension Month and Year for which you wants to take report.

e  Select Payment Through By Bank or Post Office or All.

e Then select the report type as Audited or Unaudited based on your need.

e  Click on Show button will list all the Audited / Unaudited details based on your selection.

e Align the column width properly to fit the details according to the sheet size. Then Click on Print button.

e You can also filter records based on your needs and take a print out.

e  You can Export the data to Excel by clicking on Export to Excel button
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8.5 Consolidated Audit/Un-Audit Report

You can view or take the report print for an Audited / Un-Audited details for a whole Year in a consolidated

manner based on Financial Year wise.

Go to Audit Reports Main Menu and click on Consolidated Audited/Un-Audited Report sub menu name which

will open the Report view screen.

This will open a window as shown in the following fig.

Consolidated Audit/UnAudit Report

Consolidated Audit/UnAudit Report
Financial Year : | 20122013 v|[ show |
Pensioner Name PPONO Pensioner Code
= =
I 1L CHARDRA D
2 £SI5 KUMAR, HALDAR 7713312511378 740000001000067
3 BALKANLA RAM 040 74201010100022
BALKISHAN ANYTAIPE{FPO/O04 74199712200017
5 BASANT RAC P AN{TAPE{FPO/O10 7420020520016
6 BHAKC RAM AN{TAIPE{FPO/0O7 74200009200025
7 BHAKTI MITRA AN{TAIPB{FPO/ {004 74200101200044
) BISRAM KIRO AN{TAPE[FPO/OO0Z  74199610200030
9 DEEP SINGH CCAMAN[DOT/FRO/IZ0 | 74200707200041
10 DHILLESWAR RAC N AN{TH{PEFPO027 74201007200006
11 ELAIZARKLLLU AN{DOT[PB{FPOJ0IS  742004072000057
12 GOPIKRISHNA ;\éBg,fﬁCCﬂIFPPOIS?QIED 74200412200050
13 GOURAYYA RAMDAS WETAJCALJFPPO- 74198408200046
451/85-86
14 HARI CHANDRA RAM AN{TM{PEFPO[021 74200801200037
15 HARISH CHANDRARAC 001 741995051000060
16 HAZARI PRASAD AN{DOT/PB{PPO/0ZE 7420060910005
17 JALLAL WETA/CallPPO/529 74198007100027
18 JAIRAM PRASAD AN{TAIPE[PPO 043 742012061000066
= o mvi i e A et 4 e
<

Apr | May | Jun Jul Aug | Sep Oct Novy Dec Jan
2012 2012 2012 2012 | 201z | 2012 2012 2012 2012 | 201:
LI/ m (== m == m =

Mo

Mo

Mo

Mo

Mo

Mo

.

o

Mo

Mo

Mo

3

Mo o
Mo Mo Mo Mo Mo Mo
Mo
Mo Mo Mo
Mo Mo illa] Mo
Mo Mo Mo
Mo
Mo illa] Mo
Mo illa] Mo
Mo Mo Mo Mo
Mo Mo Mo Mo
LY. LY LY LY. LY LY b
>
Export to Excel ” Print “ Close

Menu Access Path: Audit Reports >> Consolidated Audit/Un-Audit Report

To print the list of Audited /Un-Audited details

Select Financial Year for which you wants to take report.

Click on Show button will list all the Audited / Unaudited details based on your selection.

Align the column width properly to fit the details according to the sheet size. Then Click on Print button.

You can also filter records based on your needs and take a print out.

You can Export the data to Excel by clicking on Export to Excel button
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8.6 CPPC Wise Consolidated Report

CPPC Wise Consolidated Report will give information about how many pensioners exist in a particular CPPC for
a particular Pension Month and Year. How many pensioners have been paid and what is total amount disbursed
for the CPPC, which includes the Suspense Audited amount etc.

CPPC Bank Wise Consolidated Report le

CPPC Bank Wise Consolidated Report

Pension Month: | Jan v CPPC Bank: | v |
Pension Vear: 2013 v m
. Suspense
Total Total Paid " . Other
CPPC Bank Pensionets | Pensioners Due Drawn Arrears Recovery Audit | Difference Arrears Total Drawn
Amount
O] = O] = = = = = O] O] =

1 30 25 376342 E 0 290740 |

30 28 376342 349390 290740 0 0 -263788 0 349390

Export to Excel ] [ Print “ Close

Menu Access Path: Bank Reports >> CPPC Wise consolidated Report

To take print of this report, follow these steps.

e Select Bank Reports from Main Menu and Select CPPC Wise Consolidated Report sub menu.

e Select the Pension Month and Pension Year for which you need to take a report.

e Select CPPC if you need only one CPPC wise details.

e  Click on SHOW button, the resultant data will be displayed in the Grid.

e Align the columns width for better visibility and Click on Print

e  Print Preview will be shown in a new window. Find the PRINTER =] Symbol on the upper left corner of
the Preview window and click on it.

e The Print sDialog Box will appear. Select the connected printer and select Print Range as All or Selected Page
nos. and then Click on OK.
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8.7 CPPC Wise Scroll Report
CPPC Wise Scroll Report will give information about how many vouchers have been paid in a particular Scroll
for individual CPPC in a consolidated manner. There may be a possibility of paying different Pension month’s
payment in a single scroll. Hence this report may vary from Pension Month wise Report. This report includes
the information about Month wise Pension paid as well as Arrears, Recovery and Suspense Audited amounts.

CPPC Wise Monthly Scroll Report

CPPC Wise Monthly Scroll Report

Scroll Morkh: Jan hd CPPC Bank: | hd |
Scroll Year: 2013 “ ‘!‘_nhLl
_ Suspense
Total Paid 5 . Other Total
CPPC Bank Pensioners Due Drawn Arrears Recovery Audit Difference Arrears Drawn
Amount
=] (=] (=] (=] (=] =] =] =] =] =]

1 SEI-Kolkata ] 407601

e 425445 407601 3248 0 0 14596 0

Export to Excel ] ’ Print “ Close

Menu Access Path: Bank Reports >> CPPC Wise Scroll Report

To take print of this report, follow these steps.

e Select Bank Reports from Main Menu and Select CPPC Wise Scroll Report sub menu.

e Select the Scroll Month and Scroll Year for which you need to take a report.

e Select CPPC if you need only one CPPC wise details.

e  (Click on SHOW button, the resultant data will be displayed in the Grid.

e Align the columns width for better visibility and Click on Print

e  Print Preview will be shown in a new window. Find the PRINTER =] Symbol on the upper left corner of
the Preview window and click on it.

e The Print Dialog Box will appear. Select the connected printer and select Print Range as All or Selected Pages
and then Click on OK.
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8.8 Pay Bank wise Consolidated Report
Pay Bank wise Consolidated Report will give information about Total No of pensioners exists in each Paying
Bank and how many of them have been audited/paid for a particular Pension Month as a consolidated manner.
You can also select Pay bank and Pay Branch only if required. This report will also include the information about
the payment of Arrears, Recovery, Other Arrears, Suspense Audited amount and Difference as well.

Paying Bank Wise Consolidated Report

Paying Bank Wise Consolidated Report
Pension Month: Paving Bank: | A4 |
Pension Yeat: 2013 w Paving Branch: | L | Show
Total Total Paid . Other Total CPPC CPH
Pay Bank  Pay Branch Pensioners | Pensioners Due Drawn |Arrears Recovery Difference Arrears Drawn Name Brar
(@ |m = = = = = m = = = CIIC!
1 | PORT ELATR SEI
2 SBI RAMNGAT 3 2 31910 21434 a 10476 a 21434 SEI Kalkate
3 SBL GARACHARMA 3 3 46053 46053 0 0] 0] 46053 SEI Kolkatz
4 SBL BAMBOD FLAT |1 1 12914 12914 141215 0] -141215 0] 12914 5BI Kolkats
30 28 376342 3459390 200740 o 203788 ] 349390
< 3
Export to Excel " Print " Close

Menu Access Path: Bank Reports >> Pay Bank wise Consolidated Report

To take print of this report, follow these steps.

e Select Bank Reports from Main Menu and Select Pay Bank wise Consolidated Report sub menu.

e Select the Pension Month and Pension Year for which you need to take report.

e Select Pay Bank and Branch if you need only those details.

e  (Click on SHOW button, the resultant data will be displayed in the Grid.

e Align the columns width for better visibility and Click on Print

e  Print Preview will be shown in a new window. Find the PRINTER |
the Preview window and click on it.

Symbol on the upper left corner of

e The Print Dialog Box will appear. Select the connected printer and select Print Range as All or Selected Pages
and then Click on OK.
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8.9 Pay Bank wise Reconciled Report
Pay Bank wise Reconciled Report will give information about pensioners list who are taking pension from the
selected Branch and what is their Due, how much they have drawn, Arrears, Recovery etc. for a particular
Pension Month and Year in a detailed manner. If you don’t select any Pay Bank and Branch, the system will list

all the Pensioners from the Pay Banks for the selected Pension Month & Year.

Paying Bank Monthly Reconcilliation Report

Paying Bank Monthly Reconcilliation Report
Pension Month: | Jan W Paving Bank: SEIL A4
Pension Year: 2013 b Paving Branch: | PORT BLAIR W
Name of the . . Other Total ~

Benificiary Pensioner Code PPO No. Due Drawn Arrears Recovery| Difference e Bt

(=] (=] (=] (=] (=] (=] =] =] =] [
1
z2 A5HA MEYERS 74199303100013  AMJTASPE/PPOIOO7 g300 0 0] u] 5300 0] 0
3 MIRMALAKUMART AMITAIPEFPO[ 14 10858 10858 ] u] ] 10858 1
4 PUSHPAMNIALL 74200205200016  AMJTAIPE/FPOMO10 7161 7161 u] u] u] 7161 1
5 PERNITA DEVI 74199712200017  ANITAIPEIFPO/O04 6300 6120 o u] 180 o G6la0 @
5] SRIMIYASAN P T4201207100015  AMITAIPE/FPOMDLS 15014 15014 0] u] 0] 15014 1
7 MAHAMAY A MONDAL 028 14501 14501 0] u] 0] 14801 1
g VASAMTHI M 74201007200006  AMITMIPEFPO/027 10213 10213 u] u] u] 10213 1
9 SHAMSHAD ALT 74201106100007  AMJTAIPE/PPOMO41 15702 15702 ] u] ] 15702 1
10 RADHA DEEMATH 7420090100008 ANITAIPEIPPO/OGS 13060 115893 a u] 1167 a 11893 1
11 RAJESW AR FAM T4201006100001  AM/DOT/PEIPPO/03S 12033 12033 0] u] 0] 12033 1
12 MRIGENDRA KISHORE | 74200903100021 ANSDOTIPES PPO [034 26577 26577 0] u] 0] 20577 1

ROY
13 TARSHILA xALXOD AMIDOTIPBIFPO/024 14201 9545 0] u] 4556 0] 9545 ]
14 RAJU N 74201008100038  ANJPE/PPO{O39 12971 15616 0] u] 395 0] 15616 1
15 PADMA KUMART AMMA | 74199203200040  WEITACAL/FPOIT41 6600 6020 ] ] 580 ] G020 ©
16 SARASWATI T4200707200041  CCAMAN/DOT/FPO/D20 12640 12640 149525 u] -149525 u] 12640 1
285435 268939 140525 0 -133049 0 268958
< >
Export to Excel " Print " Close

Menu Access Path: Bank Reports >>Pay Bank wise Reconciled Report

To take print of this report, follow these steps.
e Select Bank Reports from Main Menu and Select Pay Bank wise Reconciled Report sub menu.
e Select the Pension Month and Pension Year for which you need to take report.
e Select Pay Bank and Branch if you need only those details. If no bank name is selected then it will display all.
e  (Click on SHOW button, the resultant data will be displayed in the Grid.
e Align the columns width for better visibility and Click on Print

e  Print Preview will be shown in a new window. Find the PRINTER Symbol on the upper left corner of
the Preview window and click on it.
e The Print Dialog Box will appear. Select the connected printer and select Print Range as All or Selected Pages

and then Click on OK.
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8.10 Pay Bank Wise Scroll Report

Pay Bank wise Scroll Report will give information about the list of pensioners who are paid in a particular Scroll
Month from the selected Branch and what is their Due, how much they have drawn, Arrears, Recovery etc. in a
detailed manner. If you don’t select any Pay Bank and Branch, the system will show all the Pensioners from the
Pay Banks for the selected Pension Month & Year.

Pay Bank Wise Scroll Report E|
Pay Bank Wise Scroll Report
Scroll Month: Jan w Paving Bank: SEI A
Scrall Year: 2013 hd Paying Branch: | PORT BLAIR w
Name of the . . Other Total | Pension | Pensi
:I Benificiary Pensioner Code PPO No. Due Drawn | Arrears Recovery| Difference I Eermn Month | n Yea
= O O H E ® ® = O O CIC!
» RADHS DEENATH AN TAIPB/PP
MAMICEAMMA 74000000200011  WEITA/CALL2EE5/92 &320 L 9641
-93
PAYAREE AMMA 74200907200022  AWN/DOT/PEFPO [0OZ Q670 10632 387 i} -1349 1] 10632 Ok 201z
3
SARASWATL 7400707200041  CCASAN/DOT/FPO/O0Z 12331 o9z 331 0 2905 u] 2092 Ock 2012
u]
YIAYALAXMI 74200412200050 WETHCCA/FPPO/S7I] Q9Ea 4449 162 0 9377 1] 4449 Ock 2012
2005-06
SOLALS 74200907100054  AN/DOT/PB/PPO/O32 13195 12737 691 0 -233 u] 12737 Ock 2012
RAJESWAR RAM 74201006100001  AN/DOT/PE/PPO/O3S 11643 11645 1] 0 1] 11648 Dec 2012
YASANTHI M 74201007200006  AM/TMIPEFPO[0Z7 9963 955 1] i} 1] 9963 Dec 201z
SHAMSHAD ALT 74201106100007  AN/TASPE/PPOS041 15200 15200 u] 1] u] 15200 Dec 2012
RADHA DEEMATH 74200909100008  AMITAPE/PPOSO3S 12740 11593 u] 1] 547 u] 115893 Dec 2012
ASHA MEYERS 74199803100013  AN/TASPB/PPO[OO7 7931 7931 1] 0 1] 7931 Dec 2012
MIRMALAKLUMARI AN TAIPE/FPO 14 10592 10592 u] 0 u] 10592 Dec 2012
PUSHPAMNIALT 74200205200016  ANJTAIPB/FPOMO10 B985 G955 1] i} 1] 6985 Dec 201z
SRIMIVASAN P 74201207100018  AMNITASPE/PPOSDIS 14603 14603 u] 1] u] 14603 Dec 2012
MAHAMAY & 025 14435 14603 u] 1] -165 u] 14603 Dec 2012
MONDAL
MRIGEMDRA 74200903100021  AM/DOT/PES 25728 25728 u] 1] u] 25728 Dec 2012
327987 313649 2425 u] 11913 0 313649 -
< >
Export to Excel " Print " Close

Menu Access Path: Bank Reports >> Pay Bank Wise Scroll Report

To take print of this report, follow these steps.
e Select Bank Reports from Main Menu and Select Pay Bank wise Scroll Report sub menu.
e Select the Pension Month and Pension Year for which you need to take report.
e Select Pay Bank and Branch if you need only those details. If no bank name is selected then it will display all.
e  (Click on SHOW button, the resultant data will be displayed in the Grid.
e Align the columns width for better visibility and Click on Print

e  Print Preview will be shown in a new window. Find the PRINTER Symbol on the upper left corner of
the Preview window and click on it.
e The Print Dialog Box will appear. Select the connected printer and select Print Range as All or Selected Pages

and then Click on OK.
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8.11 Scroll Analysis Report

Scroll Analysis report will give a macro level details of audit process. This report is used to know, in which Scroll

month a particular vouchers are received for a Pension Month.

The report will show the total number of pensioners exist in that particular Pension Month. It is also showing

the Total Number of Audited Pensioners of that month. And it will show in which Scroll months the Vouchers

are received and how many vouchers are received. The Line Total will give the total number of vouchers

received from all the Scroll Month. If any difference in Total Pensioners and Line Total, then those many
vouchers are not received or Not Audited for that particular Pension month. There may be a possibility that the
vouchers are not received from the Bank/Post office for more than Six months or even an Year. The report will

carry forward the values from previous year to Next Year if records exist. This is a very useful report to know in

how many months Gap, the vouchers are received.

ScrollAnalysisforPensionYear

v

b
347
1030
3897
1236
44
a0
34

Scroll Analysis For Pension Year
Pension ear. 2010 v ScrollYear: 200
. - Total Audited

Pt | Dooson Pensian| Pensione Sl Sl el Seval | Semi | Sewey
1

2 Feb 010 2121 15145 1 36 11404 407 3

3 Mar 010 24134 12764 i i Az e 49
4 A 010 73 97Es i i 24 2464 533
5 May M0 25416 8689 o 1] i 1] 2656
g  dun 010 24209 B2EE i i i i 7

7 010 24105 12562 i i 13 4 1

g Aug 010 24107 14315 3 i i 7 &

3 Sep 010 24130 13416 i i i 4 1
10 Oet 010 24135 14678 ] ] i 42 ]
11 Nov 010 24143 9653 i i i i i
43 Dec 00 24142 1923 ] ] 0 ] ]
13 dan 010 24130 16244 i i i i i
14 Feb w10 2121 15145 i i i i i
15 Mar 010 24134 12764 i i i i i
15 Apr 010 73 97Es 2 i i i i
17 May 2010 25416 8689 kS 0 0 0 ]

o o o o o o o W

Jul
Scroll

4
g

53
1043
2076
4

3

[= T =T = R = F = T = R = F ]

Aug
Scroll

14
7
a13
2240
10834
3323

[= T =T = TR = F = T = Y = F =]

4
a0

1
164
[
1003
10158
3106

[=T =T = R = F = T = R L Y

Sell Scial | Seval | Sereil | LineTotal 37
1 1] 1] 15145 ]
7 1] 1] 12764 200
14 2 1] 9781 ]
47 o o ge20 2o
24 & 1] B220 ]
524 1 1] 12562 200
639 4 1] 14263 ]
1mz73 1] 13379 200
3508 11104 1] 14667 ]
1] 3347 5300 8650 200
o o o o 200
1] 1] 1] 1] 20m
1] 1] 1] 1] 20m
1] 1] 1] 1] 20m
1] 1] 1] 2 20m
1] 1] 1] 36 2011 w
Export to Excel “ Print | l Close

Menu Access Path: Bank Reports >> Scroll Analysis Report

To take print of this report, follow these steps.

e Select Bank Reports from Main Menu and Select Scroll Analysis Report sub menu.

e Select the Pension Year and Scroll Year for which you need to take report.

e  Click on SHOW button, the resultant data will be displayed in the Grid.
e Align the columns width for better visibility and Click on Print

e  Print Preview will be shown in a new window. Find the PRINTER

the Preview window and click on it.

Symbol on the upper left corner of

e The Print Dialog Box will appear. Select the connected printer and select Print Range as All or Selected Pages

and then Click on OK.

-106 -



Axiom

PVA user manual TECHNOLOGIES

9 Post Office Reports

9.1 HPO wise consolidated Report
HPO Wise Consolidated Report will give comprehensive information about how many pensioners exist in a
particular HPO for a particular Pension Month and Year. How many pensioners have been paid and what is total
amount disbursed for the HPO, which includes Arrears Amount, Recovery Amount, Difference amount, Other
Arrears amount if paid, Suspense Audited amount etc.

HPO Consolidated Report &l

HPO Consolidated Report

Pension Month: | Sep v HPD Marne: | hd |
Pension Vear: 2012 v
_ Suspense
Total Paid " . Other
HPO Name Pensionets | Pensionets Due Drawn Arrears Recovery Audit Difference POREETS
Amount
(@ |= = = = = = = = = = =

IR Port Blair H.O

22 20 96595 123544 250636 0 0 -277285 0
< |

|

Export to Excel ] l Print " Close

Menu Access Path: Post Office Reports >> HPO Wise consolidated

To take print of this report, follow these steps.

e Select Post Office Reports from Main Menu and Select HPO Wise Consolidated Report sub menu.

e Select the Pension Month and Pension Year for which you need to take a report.

e Select HPO if you need only one CPPC wise details.

e (Click on SHOW button, the resultant data will be displayed in the Grid.

e Align the columns width for better visibility and Click on Print

e  Print Preview will be shown in a new window. Find the PRINTER =] Symbol on the upper left corner of
the Preview window and click on it.

e The Print sDialog Box will appear. Select the connected printer and select Print Range as All or Selected Page
nos. and then Click on OK.

-107 -



Axiom

PVA user manual TECHNOLOGIES

9.2 HPO wise Scroll Report
HPO Wise Scroll Report will give information about how many vouchers have been paid in a particular Scroll for
an individual HPO in a consolidated manner. There may be a possibility of paying different Pension month’s
payment in a single scroll. Hence this report may vary from Pension Month wise Report. This report includes
the information about Month wise Pension paid as well as Arrears, Recovery and Suspense Audited amounts.

HPO Wise Scroll Report E|
HPO Wise Scroll Report
Scraoll Month: Jul “ | HPO Name: | Port Blair H.0 b |
Scroll Year: 2012 w
Total Paid Suspense | . Other Total
HPO Name [ Due Drawn Arrears Recovery o —— Difference T — et
= 0O 0O 0O 0O = = 0O 0O 0O

IR Fort Blair H.O

19 53469 77466 2793 0 0 3210 0 77466

Export to Excel ]’ Print “ Close

Menu Access Path: Post Office Reports >> HPO Wise Scroll Report

To take print of this report, follow these steps.

e Select Post Office Reports from Main Menu and Select HPO Wise Scroll Report sub menu.

e Select the Scroll Month and Scroll Year for which you need to take a report.

e Select HPO if you need only one CPPC wise details.

e  (Click on SHOW button, the resultant data will be displayed in the Grid.

e Align the columns width for better visibility and Click on Print

e  Print Preview will be shown in a new window. Find the PRINTER =] Symbol on the upper left corner of

the Preview window and click on it.

The Print Dialog Box will appear. Select the connected printer and select Print Range as All or Selected Pages
and then Click on OK.
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9.3 SPO wise Consolidated Report
SPO wise Consolidated Report will give information about Total No. of pensioners exists in each SPO and how
many of them have been audited/paid for a particular Pension Month in a consolidated manner. You can also
select SPO Name if you need a report for only one SPO. This report will also include the information about the
payment of Arrears, Recovery, Other Arrears, Suspense Audited amount and Difference as well.

5P0 Wise Consolidated Report &l

SPO Wise Consolidated Report
Pension Month: HPO Mame: | i |
Pension Year: 2012 | SPO Mame: | w |
SPD Name HPO Name PE:;?E‘:'L“ PenZ?l;l:lers Due Drawn Arrears Recovery  Difference
(=] (=] (=] =] =] (=] (=] (=] (=]
NN Aberdeen Bazar 5.0 Part Blair H.C
2 Port Blair H.O Port Blair H.O 15 17 70409 110564 3435 a -43590
3 Mancowrie 5.0 Port Blair H.O 1 1 5653 5485 165 i}
22 20 95595 125199 4093 n] -32697
< | >
Export to Excel " Print “ Close

Menu Access Path: Post Office Reports >> SPO wise Consolidated Report

To take print of this report, follow these steps.

e Select Post Office Reports from Main Menu and Select SPO wise Consolidated Report sub menu.

e Select the Pension Month and Pension Year for which you need to take report.

e Select an SPO name if you need a report for only one SPO.

e  (Click on SHOW button, the resultant data will be displayed in the Grid.

e Align the columns width for better visibility and Click on Print

e  Print Preview will be shown in a new window. Find the PRINTER =] Symbol on the upper left corner of
the Preview window and click on it.

e The Print Dialog Box will appear. Select the connected printer and select Print Range as All or Selected Pages
and then Click on OK.
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9.4 SPO wise Reconciled Report

SPO wise Reconciled Report will give information about pensioners list who are taking pension from the
selected Branch and what is their Due, how much they have drawn, Arrears, Recovery etc. for a particular

Pension Month and Year in a detailed manner. If you don’t select any SPO, the system will list all the Pensioners
from the SPO for the selected Pension Month & Year.

5P0 WisReconcilliation Report

SPO Wise Reconcilliation Report
Pension Manth: | Jul A HPO Mame: Port Blair H.O v
Pension Year: 2012 hd SPC lanne: Port Blair H.O v
Mame of the Benificiary | Pensioner Code PPO No. Due Drawn | Arrears Recovery Difference Lz osal HPOP ~
Arrears | Drawn
=] =] =] =] =] =] =] =] [=] =] =]
RAMIIT KUMAR LAHA i 3 | AN/TAIPE(PRE 1705
LAKSMI KANDAM G 74200903100042  ANJTMIPPO/004 105 7754 7784 Port Bla
MOIDEEM M5 741997011000061  AN/TAIPE/PPO D06 6152 275 1] -6152 1] 6152 Port Bla
RAJESWARI 74200012200026  ANJTMIPB/FPOD09 6020 5775 245 u] 245 u] 5775 Pott Bla
JANET BAL 74200009200028  AN/TASPB/FPOMOO07 alz0 5779 245 1] 245 1] 5775 Port Bla
CHADRAMA KANTL KIROD 74199610200030  AN/TASPB/FPO/O00Z a0z0 577a 245 u] 245 u] 5775 Port Bla
LSHA RANI MAZLIMDAR, 741998053100045  AN/TAIPB/PPOIO0S 6320 &075 245 1] 245 1] 6075 | Port Bla
LAk SHMI KANTAM 74198405200046  WEITAJCALIFPPO- &0z0 5775 245 1] 245 1] 5775 Port Bla
451/85-86
LILLY PUSHPY 74199511200047  ANJTMIPPOJFPO/O01 a0z0 5775 245 1] 245 1] 5775 Port Bla
SOMI ADI LAKMI 74199905200048 AN/ TMIPPOJFPO/O0S 6020 5775 245 u] 245 u] 5775 Pott Bla
FKAMALAWATI G T4195402200056  WEITAICALIFPOI421 a0z0 5779 245 1] 245 1] 5775 Pott Bla
SAVITRI DEVI 741995051000060 001 577a 245 u] -57Ta u] 5775 Port Bla
HAZARI PRASAD 74200602100055  AN/DOT/PE/PPO/0ZE 5172 1584 1] 5172 1] 5172 Port Bla
JAILAL 74198007100027  WEBITA/CalPPOSEZ9 8385 a 1] -8385 1] 8385 Port Bla
MEELA MITRA 74200101200044  ANJTAJPB/FPO[I004 6320 6075 0] u] 245 u] 6075 | Port Bla
SHYAMMNATH F41997121000059 005 a095 a u] -6095 u] G095 Pott Bla
70409 110564 3435 0 -40135 0 110564 v
< >
Export to Excel ]’ Print “ Close

Menu Access Path: Post Office Reports >>SPO wise Reconciled Report

To take print of this report, follow these steps.
e Select Post Office Reports from Main Menu and Select SPO wise Reconciled Report sub menu.
e Select the Pension Month and Pension Year for which you need to take report.
e  Select SPO Name if you need only one SPO wise details. If no SPO name is selected then it will display all.
e  (Click on SHOW button, the resultant data will be displayed in the Grid.
e Align the columns width for better visibility and Click on Print

e  Print Preview will be shown in a new window. Find the PRINTER Symbol on the upper left corner of
the Preview window and click on it.
e The Print Dialog Box will appear. Select the connected printer and select Print Range as All or Selected Pages

and then Click on OK.
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9.5 SPO wise Scroll Report
SPO wise Scroll Report will give information about the list of pensioners who are paid in a particular Scroll
Month from the selected SPO and what is their Due, how much they have drawn, Arrears, Recovery etc. in a
detailed manner. If you don’t select any SPO Name, then the system will show all the Pensioners for a selected
Pension Month & Year.

5P0 Wise Scroll Report E|
SPO Wise Scroll Report
Scroll Manth: Jul hd HFO Marne:! hd
Scroll Year: 2012 hd SPO Mame: hd
Name of the . Recov . | Differe | Other Total | Pension Pensio ©
} Benificiary Pensioner Code (AAD R (T2 EHETTn | CHEED ery nce Arrears | Drawn | Month Year
= O O = = = H H 5 ®H & &
JANKT BAT ANITAPBIFPO 007
EAMALAWATI 74198402200056  WE/TA/CAL/FPOf421
DEBBALA DEYI 741980031000062  WEB/TA/CAL/PPC) 748 0 245 u] -245 i} 0 Jan 2012
MOMDAL
JANET BAL 74200009200028  AN/TA/PBIFPO/O07 5779 0 245 u] 525230 0] 0 Feb 201z
KAMALAWATI G 74198402200056  WE/TAJCAL/FPOf421 5775 0 245 u] 5530 ] 0 Feb 2012
DEEBALA DEWI 741980031000062  WE/TA/CAL/PPC) 748 0 245 u] -245 u] 0 Feb 2012
MOMDAL
JAILAL 74198007100027  WEB/TA/CalfPPOfE29 S04z 343 0 -8385 ] G042 Mar 2012
JAMET BAL 74200009200025  ANITA/PBIFPO/O07 5775 5530 245 u] a 5530 Mar 2012
MEELS MITR.A 74200101200044  ANSTA/PEIFPO)/004 075 5530 245 u] 0] 5530 Mar 2012
EAMALAWATI 74198402200056  WE/TA/CAL/FPOf421 5779 5530 245 u] 0] 52530 Mar 201z
DEEBALA DEYI 741980031000062  WE/TA/CAL/PRPO) 748 5830 245 0o -A075 ] 5830 Mar 2012
MOMDAL
SUKCY RAJ BAMSI 74200202200051 CGM{TAS10360F.Peny 5445 2461 0] u] 2024 0] 3461 Apr 201z
RRJ1S
RAJESWART 74200012200026  AN/TH/PEIFPO/O09 5779 3374 0] u] 2401 0] 3374 May 2012
JAILAL 74198007100027  WEB/TA/CalfPPOfE29 5385 u] 0 -B385 u] G385 May 2012
DHARAM DAL 74198403100035  WE/TAJCAL/PPO/145 E075 E075 ] u] ] G075 May 2012
5/33-a4
USHA RAMI 74199805100045  ANITA/PEBIPPO/00S E075 E075 o u] o G075 Maw 2012
53459 Frdaa 2793 0 3210 o Fr4e6 -
< >
Export to Excel ]’ Print “ Close

Menu Access Path: Post Office Reports >> SPO Wise Scroll Report

To take print of this report, follow these steps.
e Select Post Office Reports from Main Menu and Select SPO wise Scroll Report sub menu.
o Select the Scroll Month and Scroll Year for which you need to take report.
e Select HPO or SPO if you need only those details. If no HPO/SPO is selected then it will display all.
e  (Click on SHOW button, the resultant data will be displayed in the Grid.
e Align the columns width for better visibility and Click on Print

e  Print Preview will be shown in a new window. Find the PRINTER
the Preview window and click on it.

e The Print Dialog Box will appear. Select the connected printer and select Print Range as All or Selected Pages
and then Click on OK.

Symbol on the upper left corner of
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10 Utilities

10.1 Database Backup

® frmBackupRestore

BackUp Database

Backup File Name : | | [ Browse ]

BackUp

[ ]

% Complete

Close

Menu Access Path: Utilities >> Backup

The Database automatic Backup can be taken from the application. To perform this operation follow the steps as

stated below.

e Select the Utilities Main menu, and select Backup sub menu.

e |t will open the other window for selecting the File to backup.

e  Click on Browse button for selecting the File name where we need to store the Backup file.

e Once clicking on the Browse Button, new dialog box will open to select the File Path with a automatic file
name as DbBackO5Nov11.bak.

e Change the Folder name if necessary. Ideally the Backup folder should be kept in where the PVA Application is
installed under Backup Folder.

e Afterfilling the Path, Click on Backup button.

e The progress bar will show the Backup process. Once it is completed with 100%, the backup file is saved into
the system.

e Click on Close button for closing the Backup Process.
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11 Admin

11.1 User Master and User Rights

User Master |Z Elb__q

User Details

Emplayee Mame
Designation
Lagit Mame
Pagsword
Canfirmn Password

Raole

| Default &pplication User

| i

Adrnir

b
=

User Rights

Employee Hame Designation Login Name Role
[=] (=] =] =]
adriin adriin Adrin EQ
I N
t anoj Fix
4 Ranhjeeta Ratjecta 4k
< I >

Menu Access Path: Admin >> User Details

To Add New Users and Set the Usage Privileges, follow the steps as below.
e Select the Admin main Menu and then select User Master Sub menu. It opens the new window to enter the
User names.
e  Click on ADD button to add new records. Once clicking on the Add button all the controls will be enabled to
enter the user details.
e Enter the Employee name and Designhation

e  Enter the Login Name. The Log in Name might be a short name which the user can have, since it is used
frequently.

e  Enter the Password and Confirm the Password.

e Select the Role for the entered user name as Admin or User level. Based on this certain privileges are enabled
to the user when they login
e Click on Save button to save the records.

For Editing the existing user names follow the steps as mentioned below.

e Select the existing record and click on Edit. The details will be loaded to the respective Controls.
e Make necessary modifications and Click on Update button to save the records.
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11.2 User Rights Setting

User Details User Rights

Employee Mame | =[] view A

T MPS Status Report
Designation |"'\"E"'\D | General Audit Report
Login Mame ACADT Suspense Audit Report

Excess And Short Payment

Passuerd seees =[] Bank Reports
Confirm Pazgword =[] view
File Adrrin v CPPC Wise Consolidated

Pay Bank Wise Consolidated

Pay Bank Wise Reconciliation
Update Pay Bank Scroll
B B B Audited / UnAudited
Employee Hame Designation Login HName Role

Scroll Analysis
[=] (=] =] =] = []PO Reports
=[] View
ﬁ HPOD Wise Consolidated
ACAD | ACAD ACANZ Admin A HPO Wise Reconciliation
SPO Wise Reconciliation
SPO Wise Monthly
Default Application Admin EQ SPO Wise Scroll Reconciliation
User Audited / UnAudited
5 CAD Can Ca0 Adrrir 0 =[] objection
=[] View
Bank Objection
Post Office Objection
=- [ Utilities
=[] View
Back Up
=[] Admin
=[] data Entry
[Juser Master
[] Audit Trail
[JHelp

2
3 adrnin adrnin adrnin Adrin EQ
4

s
154

Remove ” Close Import ” Save

Menu Access Path: Admin >> User Details
To set the User Rights do the following.

e Select the User Name for which you need to set the Rights

Once you select the name of the User, User rights tab will be displayed all the available menus.

e Set the user wise privileges to whom you need to allow the menus for access.
e  Click on Check Boxes and Save it.

Once you save these records, the allowed menus are enabled for the particular User. The rest will be disabled.
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11.3 Audit Trial

Base Root for Reports

Report Title

Type
u
u
u
u
u
u
u

3 u
u
u
u
u
u
u
u
u
u
u
u
u
u
u

<

From Drate: 05-Jan-2010 | » To Date:
TableMame PK Fieldrame
tblPensioner_De... <PensionerlD=10232>  DOB
thlPensioner_De... <PensionerIlD=10292>  DOE
thlPensioner_De... <PensionerlD=10292=>  Address
thiPensioner_De...  <PensioneriD=10292>  PPOwel
tblPensioner_De... <PensionerlD=10292=  Designation
tblPensioner_De.., <PensionerlD=102Z92>  Division
tblPensioner_De...  <PensionerlD=10292=>  OfficelD
tblPensioner_Ce... PayScale
tblPensioner_De...  <PensionetID=10292=  RetirementDate
tblPensioner_Ce... <PensionerlD=102Z%2>  Preparedby
tblPensioner_De...  <PensionetID=10292=>  ModifiedBy
tblPensioner_De... <PensionerlD=10292>  PensionType
thlPensioner_De... <PensionerID=10292>  DateofDeath
thlPensioner_Ce... <PensionerlD=10292>  Converted
thlPensioner_Ce...  <PensioneriD=10292>  Pensionilass
tblPensioner_De...  <PensionerlD=6150% DoB
tblPensioner_De...  <PensionerlD=6150> DOE
tblPensioner_De...  <PensionerlD=6150% Address
tblPensioner_De...  <PensionerlD=6150> PP Cief
tblPensioner_De...  <PensionetID=A150% Designation
tblPensioner_De...  <PensionerlD=6150z Diwision
tblPensioner_De...  <PensionerID=A150= OfficelD

05-Mov-2011

Oldvalue

1936-06-15 00:...
1961-02-01 00;...

1985-01-01 00:...

Superannuation ...

]

Superannuation

1933-10-02 00:...
1956-08-01 00;...

Mewvalue
18-Jun-1936
01-Feb-1961

0z2-Jan-19&5
1}
0
1}
i
01-Jan-19G5

Default Applicati...
Defaulk Applicati...

Family Pension
25-Aug-2010

1

Family Pension
02-0ck-1933
01-Aug-1936

DOOR MO 2-1,2...

25
i

UpdateDate User
10fMowf2010 4:... Defa
10/Movf2010 4:..,  Defa
10/Mowf2010 4:... Defa
10/Movf2010 4:..,  Defa
10/Mowf2010 4:... Defa
10/Movf2010 4:,,,  Defa
10/Mowf2010 4:... Defa
10/Movf2010 4., Defa
10/Mowf2010 4:...  Defa
10/Movf2010 4;.,, Defa
10/Movf2010 41, Defa
10fMowf2010 4:... Defa
10/Movf2010 4:..,  Defa
10/Mowf2010 4:... Defa
10/Movf2010 4:..,  Defa
11fMowf2010 11... Defa
11fMovf2010 11, Defa
11fMowf2010 11... Defa
11fMovf2010 11, Defa
11fMewf2010 11... Defa
11fMovf2010 11, Defa
11 Mo /2010 11.., Defa
>

Print ” Close

&3

Access Path: Admin >> Audit Trial

Audit Trial is a consolidated report in which, it stores the changes happened throughout the usage of the application. It

contains the data of modifications with user wise.
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