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In your Internet browser type the URL http://onecsir.csir.res.in in the address bar. Login page as shown

in figure 1 is displayed. On this page you can login by using your 4 digit Employee id as Login ID and a
password given to you. Pay bill can be run or generated by the user who has the role of DA (Bill). After
entering your “Login ID” and “Password” click on “Login” button.

Our New Enterprise SR

Council of Scientific and Industrial Research TRANSFORMING OUR ENTERPRISE

Project Management Portal E-Service Book (LNO, LSO, SBE & SBA Login) Employee Profiler

NOTIFICATIONS: ik details required for National Pension System -« [KEKSISIWPIEPA Srideb Nanda, SPO(Vigilance)— Additional Incharge < m | Go to Policy Repository

ERP Login for
role based e-Workdesk

Login ID: |

Password:

Introducing OneCSIR Analytics.

Activity Tracking & Analysis Help and Support 4

Search your four-digit login 1D.
Forgot password ?

Report any issue faced on issue tracking system in
project management portal

@ Important information, recommending all the users to read:

Keep your password top secret and change it often: Changing passwords often helps in protecting your account even if inadvertently you may have disclosed it to
someone.
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Once you click on Login button it will take you to the Work Page of HR Portal. Under the HR Processes
menu you will find a “Pay Bill” link and under that “Import Paybill Data” as shown in figure 2.

v X | P Search the web (Babylon)

File Edit View Favorites Tools Help
¢ Favorites :@CSIR ‘ ‘

M«d 2 &' Change Password B Feedback ‘Q Help —‘_- FAQ Vn Logout
National Physical Laboratory —
0 CSIR

Welcome Anil Kumar Vaid
TRANSFORMING OUR ENTERPRISE 13122012

" SencaBook _HR Proceses ‘

PayBill
FE—

i Home | T wy Workplace

Employee Old ID Happing
Dashboard "= mgoit Pyl Daa
Salary Processing
; Employee Self Services § Work Desk [=] My service Book
4 \Will be available soon 4 Will be available soon Click Here
Please note:
1, Updating of Service books for all the employees is completed/under progress by the E: l

2. You can click on Service book [abel above and view the details which have been entered till now. If you find anything
incorrect or not updated, then please contact your lab Establishment office at the earliest.

3, To enable Employee Self Services like Leave, CEA, GPF, TRA, Loans and Advances, etc. validation of service book sections
are mandatory. Once the validations process is completed, Employee Self Services will soon be available.
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As you click on “Import Paybill Data” Link you will come to the screen shown in Figure 3. Select the
“Payroll” tab. This screen has three Menus (Master, Payroll Processing and Reports). Now click on
“Import Employee Salary Data” link under the “Payroll Processing” menu as shown in Figure 3, to fetch
employee monthly pay data from HR Module to generate the Pay bill. Click on “Process Salary” button
to fetch the data. 22™ of every month is the cutoff date for fetching data from HR. “Import Employee
Salary Data” (Fetching Data) process can be run more than once before 22" of the month.

Budgeting Funding Payment Receipt Payrall Pengion Accounting

> DA Arresr Processing

Master
Importing Employee Salary Data
PayRoll Processing
Salary From 01/09:20 Salary To
Impant Employse Selary o
. Calander Days
b Salary Processing
e Processing Detail
[ FayRall Close L
Process Remmit Sill Inside |
= Salary Data Import Dat
Eroeses Remm Sl ary Data Import Date 12-12-2012 mo] O
Ouiside CSIR

""Employee Salary Data Cut-Off date for Current Processing Month : - Cut-Off Date”

[» Fay Amesr Processing

< m "
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After fetching the data system will show a message box with “OK” button saying “Salary Data Imported
Successfully” click on “OK” to finish the process as shown in Figure 4.
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Figure 4

Now go to the “Payroll Processing Menu” given on the left side of the screen and under that you will
find a “Salary Processing” menu item, click on “Salary Processing” link. It will take you to a screen shown
in Figure 5. On this screen under the “Pay Roll Processing Month Detail” bar, current Salary / payroll
month is shown with number of days in a month. Under the “Selection Criteria” bar, 4 options are
shown: Cadre, Group, Grade and Designation. These are the filter option for pay bill generation. User
can generate separate pay bill Cadre wise, Group wise Grade wise and Designation wise. If you leave all
the selection criteria dropdown list to its default value “-Select-” that means you have not chosen any
filter criteria and pay bill will be generated for all the regular employees of the lab.

Under the “Report Section” bar there is a button “View Employee Salary Reports” is available. By
clicking on this button you can view the pay sheet based on the data fetched from HR before finalizing
the pay bill. This will help you to see and analyze the net salary of an employee with head wise breakup.
So if user finds any discrepancy in any employee salary he/she can make correction at HR end and user
can import the pay data again for the same month and this activity can be done till 22" of that month.
After importing the data you can again view pay bill sheet to see changes and their impact on pay sheet
before finalizing the pay bill as shown in Figure 5.

Under the “Processing Detail” bar, Pay bill processing date will come by default. Select the processing
section as “Administration” selects level 1 pay bill authorization Officers that is Section Officer (Bill/DDO)
and once you are sure that you have fetched the data and checked everything you can click on the “Pay
Bill Final” check box and click on “Process Salary” button to generate the Pay Bill and submit it to Section
Office (Bill/DDO) for admitting the payhbill.
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Figure 5

Once you click on “Process Salary” button, system will process the salary and show you the message box
at the end of the salary process as shown in Figure 6. Click on “OK” to complete the process.

Council of Scientific and Industrial Research Financial Accounting System
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Now user with DA Bill role has processed the salary bill and sent it to Section Officer/DDO (Bill). Once
Section Officer/DDO (Bill) user logs into the ERP system he/she lands on the HR portal where user will
see “Process Salary Bill“ link to process the salary as shown in figure 7.

Change Password ‘@J Help i FAQ (\Zﬁ Logout

Central Scientific Instruments Organisation

Welcome Harish Kumar
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Reporting Hierarchy
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» 9 - Division TN
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Promotion & @ 3 ESS B More:...
St ~ =
= 33 3 = @ @' (#) Employee Self Service
Y IESIn ihaks HECmET ; PR (#) Other Admin. Services
Activity Logging :
No Papers/Patents data. Reports :  Esb g Fonsicos

Figure 7

As user clicks on “Process Salary Bill“, system will take the user to Finance Portal as shown in Figure 8.

Here in finance portal user needs to click on the “Payroll” tab by doing so, left side menu will be

displayed as shown in Figure 8.

Click on “Payroll Processing” menu, under that you will find “Bill Authorization” and under that user will

find “lind level authorization” link. Click on “lind Level Authorization” link, system will open “lind Level

Authorization” screen as shown in Figure 8.
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Figure 8

Now at “lind Level Authorization” screen, Pay bill summary is displayed with the “Print”, “Send To
Audit” and “Reject Pay Bill” option. If SO/DDO (Bill) role user wants to view the pay bill he/she needs to
click on “Print” button to view it. If User wants to approve the bill and send it to Audit section for
payments then he/she needs to select “Send To Audit” check box and then click on “Process” button. Or
if user wants to reject the bill and send it back to “DA Bill” user for correction and checking, then he/she
needs to select “Reject Pay Bill” check box and then click on Process button as shown in Figure 8.

Once SO/DDO (Bill) user selects “Send To Audit” check box and clicks on “Process” button then the pay
bill goes to Audit section at the Diarist desk.

Now the bill has gone to the Finance section, the Diarist (Audit) role user will login into the system and
come to his/her landing page; there, he/she needs to click on “Work page” button on the landing page
as shown in figure 9. As Diarist (Audit) user clicks on “Work page” the user will reach to his/her
dashboard. Now from here user can go by the dash board or by Menu Links given on the left hand side
of the page as shown in figure 10. We will go by Dashboard.
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Figure 9

Diarist (Audit) user will find an item “Salary Bill” on his/her dashboard, as shown in figure 9.1

Budgeting Funding
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Figure 9.1
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As you click on that item y

ou will find a row where Salary Bill is displayed as shown in Figure 10.
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Figure 10

Now go to the list and click the icon under the “Add/Modify” column to make the diary entry, as you

click on “Add/Modify” you will reach Diarization screen as shown in Figure 11.
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handling the payment or if there is only one dealing assistant handing the
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“Remarks” which is optional and then finally click on “Save” button.
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After clicking on “Save” button system will generate Diarization Number, this is Finance Diary Number
as shown in Figure 12.

CSIR Financial Accounting

& Record Added Successfully and Forwarded to Dealing
Assistant. Generated BR No. is 12/400/00007

Figure 12

Once the Diarist (Audit) processes the bill it will go the Dealing Assistance (Audit) role user as shown in
Figure 13. Same way as diarist did for login, Dealing Assistance (Audit) role user will also login into the
system and comes to his/her landing page on landing page user will click on “Work Page” button to go
to the “Dashboard”. At the Dashboard user will find an item “Salary Bill” on dashboard, as user clicks on
that item, he/she will find a row for salary bill is displayed as shown in Figure 13 on this page click on the
icon under the select column to process the bill as shown in Figure 13.
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Figure 13

As user clicks on the icon under the “Select” column, system will show a screen where user needs to
select the bank from which payment is to be made as shown in figure 14.

Budgeting Funding en Receipt Payroll FPension Accounting
Voucher/Authorization [l » Select Book

Book Type GL Code GL Head | select |
BANK

507 ‘STATE BAMNK OF INDIA | SERC, CHENMNAI

© Developed By : Vayam Technologies Lid.

Figure 14
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Now user needs to select the bank by clicking on the icon given under the “Select” column in the grid. As
user clicks the icon, user will come to the pay bill voucher creation screen as shown in Figure 15. In this
page DA Payment (Audit) user views the pay bill data by clicking on “View Payroll Bill Click Here”. If user
wants to view the voucher he/she will click on “View Voucher Click Here”. After observation he/she will
tick Accept/Reject radio button to “Accept” or “Reject” the bill and finally click on “Save” button to pass
the bill as shown in figure 15. If user selects “Accept” and clicks on “Save” button the pay bill goes SO
(Audit) desk for approval.

Budgeting

VoucheriAuthorization Pay Bill Voucher Creation

Funding Receipt
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Figure 15

Just as Dealing Assistance (Audit) logged in, Section Officer (Audit) role user will also now login into the
system, and come to his landing page where he will click on “Work Page” button to go to the
“Dashboard”. At the Dashboard user will find “Salary Bill”, as it is clicked user will find a list of salary
bills displayed as shown in Figure 16. On this page click the icon under the ““BR View/Approve
to process the bill as shown in Figure 16.
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As user clicks on this icon system will open the “SO Voucher Approval” screen as shown Figure 17.

On this page, SO (Audit) user observes the Pay Bill by clicking on “View Voucher (Click Here)” button.
Here SO (Audit) user can see DA Payment (Audit) user remarks. If SO (Audit) role user wants to approve
the Pay bill then he will select the “Approve Remarks” option, tick the and click on “Save” button to
pass the bill and send to Finance & Account Officer (Audit) for approval as shown in Figure 17. Or If SO
(Audit) user wants to reject the bill then user will have to select the “Reject Remarks” option (in case of
rejection, remarks are mandatory), and click on “Save” button. If the bill is rejected it will go back to the
originating section and user, and that is Bill Section and SO/DDO (Bill) user. Once the paybill is approved
it will go to Finance & Account Officer (Audit) role user.
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Just as Section Officer (Audit) logged in, same way Finance & Account Officer (Audit) role user will also
login into the system, and come to his/her landing page. On landing page user will click on “Work Page”
button to go to the “Dashboard” where “Salary Bill” is displayed as shown in figure 18.

Council of Scientific and Industrial Research
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Figure 18

As user clicks on that item user will find a list of salary bill is displayed as shown in Figure 19. On this
page if Finance & Account Officer (Audit) role user wants to view the pay bill voucher then he will have
to click on icon given under the “Print” column. If user wants to approve the pay bill then user will have
to tick the check box given under the column “App. BR” and then click on “Submit” button to forward
the bill to “Cheque Writer” role user as shown in Figure 19.
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If Finance & Account Officer (Audit) role user wants to reject the bill to Section Officer (Audit) role user
he/she can do so by selecting the check box under the column “Ref To SO” option, giving his rejection
remarks and finally clicking on the “Submit” button as shown in Figure 20.
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Figure 20

As DA Payment (Audit) logged into the system, Cheque Writer role user will also login into the system,
and come to his/her landing page where he will click on “Work Page” button to go to the “Dashboard”.
At the Dashboard, user will find an item “Salary Bill” as shown in figure 21.
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As user clicks on that item on the dashboard system will show a list of pending salary bills to the user as
shown in Figure 22. On this page under the “Pay Bill Voucher Detail” heading user needs to click on icon
given under the “Select” column. As user selects the icon, system shows one more list just below the
previous one with the “Cheque No” and “Forwarding letter View/Print” option. User can click on
“Forwarding letter View/Print” icon to generate the forwarding letter for bank. Finally to post the pay

bill voucher into the financial accounting user will have to click on “Pay Bill Voucher Post” button as
shown in Figure 22.

# wome % ‘E'V"f:)’ig_"“fe:x" s Ian © Location: SERC  RolesFinance & Accounts ey pan cial Year: 2012.2013 m G
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Bank Name : STATE BANK OF INDIA , SERC, CHENNAI

\ Docs from other depts |
f BR No BR Date PayBill Amount
12/400/00007 12-12-2012 81346249.10

| D ation 12/400/00008 | 17-122012 474633.00
' Pay Bill Total Amount : 8134634940
Posting Date (20422012 gl ‘
8 Audit BR No BRDate | "CMUE payee n ECS/Cheque Amount Forwaniing |
= ™ Ayee S, s Letter(View/Print)
1 ISTATE BANK OF INDIA,
st Level £iis
Authorization Pay Bill Voucher Post
™ 2nd Level
Authorization
].lj Voucher Posting

© Developed By : Vayam Technologies Ltd.

Figure 22

Once the cheque is prepared and payment is made then finally paybill need to be closed for the current
month and it need to be set for next month. DA (bill) role user can do so.

As DA(BIll) role user logs in and reaches to HR “Work Page” there user will see link “Payroll Close” as
shown in Figure 23.
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Figure 23

As user clicks on that link system will take him/her to Finance Portal at “Payroll close for the Month”
page as shown in 24. This page can also be accessed through menu links, by clicking on “PayRoll” tab and
then clicking on “Payroll Processing” menu on the left side, and under that “Payroll Close” link.

Budgeting ‘ Funding ‘ Payment ‘ Receipt A Pensiaon | Accounting | Admin

PayRoll Processing
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[ DA Ameaar Processing

b PayAmesrProcessing

‘ ’
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Figure 24
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On “Payroll close for the Month” page refer to figure 24, current payroll month is shown. Now to close
the paybill and set it for the next month, user just need to click on “Save” button as shown in figure 24,
by doing so system will automatically set it for the next month and shows a message box saying “Payroll
Close Successfully”. click on “OK” button on message box as shown in figure 25.

CSIR Financial Accounting

0 Pay Roll Close Successfully.

Figure 25

If you open the same page again through menu item link you will find the paybill is all set for next month
as shown in figure 26.
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Figure 26



