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1 Introduction 
An HRMS (Human Resource Management System) is a type of HR software that enables the 
management of several HR functions through the use of information technology. An HRMS aims 
to improve the productivity and efficiency of the business through the automation of manual and 
repetitive tasks. This, in turn, also frees up the time which can then be used to address more 
strategic, business-critical tasks.  This document is intent to contain the working and usability 
descriptions related to the Payroll processes identified and documented in System Requirement 
Specification document in the form of a user manual. 
1.1 Objective 

The following objectives shall be fulfilled with the user manual 

• Serve as a standard document for FCI employees to gain experience in adopting 
the HRMS 

• Provide comprehensive details about working on different Payroll processes and 
managing exceptions and alerts as per different processes. 

• Reveal the user experience for working with the HRMS and act as a reference for 
users to reinforce working tactics with the HRMS as per requirement 

2 Overview 
Payroll represents business to handle all the FCI employee’s financial transaction records 
pertaining to Payroll in a hassle-free,   automated fashion. This includes employee’s salaries, 
bonuses, deductions, net pay, and generation of pay-slips for a specific period. Payroll 
management will serve as the portal to carry out various calculations regarding the payroll for FCI 
employees. It will facilitate the Bills establishment and the other concerned authorities dealing 
with Salary components of any employee in FCI. 

3 Getting Started 
 
3.1 Set Up Consideration 

OS Compatibility: Microsoft Windows 7 and above 

Browsers Supported: IE 9, 10+, Firefox 3.6+, Chrome 12+ on Windows, Firefox 3.6+, Safari 
4+ on Mac 10.5.7+ 

3.2 Know Your Icons 
Icons Descriptions 

 It will allow editing a record. 

 It will allow reviewing the submitted record/request. 

 
It will allow approving the submitted record/request. 

 It will allow viewing the details of the record/request in readable form. 

 It will allow processing a request like Annual Increment of the employee. 

 It will allow defining the employee compensation i.e. salary break-up of new joined 
employee’s. 

 
It will allow viewing the uploaded document. 
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 It will allow editing a Master (Configuration)/Transactions (Activities) records. 

 

3.3 User Access and Permissions 
HRMS user access and permissions is managed by a specialized workflow management system 
that is further supplemented with roles and permissions. The User Management Process 
(SRS_HRMS_CH_02) has been coined as the centralized access manager where employees are 
provided various roles and permissions to access different set of features. Table 3-1 showcases 
the permission and user access provisions in general to HRMS Processes 
 

User Profile Employee Self Service Manager Self Service 
Permissions View Add* View Add/Edit Approval 

HRMS Admin Yes Yes Yes Yes No 
Employee (ESS) Yes Yes No No No 
Manager (MSS) No No Yes Yes Yes** 
Competent Authority No No Yes No Yes 

Table 3-1: User Profile and Permissions 
 

*(Add permission also provides an additional permission of Edit to update records by resubmission) 
** (A manager who is a part of the reviewing or approving authority shall be able to perform approvals) 
 
Table 3-2 defines the provision of different roles assigned as per the permissible architecture of 
HRMS application. A user role basically describes the user access of what the user can navigate 
around in the HRMS application. The user permissions as described in Table 3-1 combines with 
user roles to allow the user to “navigate” and “perform” the nature of processes as per the 
delegated power. 
 

User Profile Employee Self Service Manager Self Service 
Roles Initiator Reviewer Approver Initiator Reviewer Approver 

HRMS Admin Yes NA NA Yes No No 
Employee (ESS) Yes NA NA No No No 
Manager (MSS) No NA NA Yes Yes No 
Competent Authority No NA NA No Yes Yes 

Table 3-2: User Profile and Roles 
 

*(For some process, the manager can initiate a transaction from the MSS on behalf of the employee but 
not based on grounds of request) 

 

3.4 Accessing the system / System Organization and Navigation (Login, ESS and 
MSS) 

URL: uat.hrmsfci.in 

Login screen: 
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Figure 3.1 Login Screen 

• Enter Login credentials, Captcha (Enter number here as shown in Figure 3.1) and Click on 

to Log in to the system.  
• Post Login, employee will land on the Home Page as shown in Figure 3.2 
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Figure 3.2 Home Page 
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Employee Self Service (ESS) - Employee Dashboard 

 
Figure 3.3 Employee Dashboard 
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Manager Self Service (MSS Manager Dashboard) 

 
Figure 3.4 Manager Dashboard 
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3.5 Exiting the System 

 

• Click on to log out of the system.  

3.6 HRMS Login Configuration 

HRMS Login are handled using OAuth 2.0 protocol. The user credentials entered by user is 
passed on internet to HRMS System for validation and after successful validation a token is 
generated and shared to the application to use it at the time of every new server 
interaction to validate the user credentials. The login activity has few timeout settings as 
illustrated below. 

• Access token Lifespan – These is the setting for capturing the lifespan of Access 
token before it gets expired. Before access token gets expired a refresh process is 
triggered to get the new access token to keep the session alive until user logout 
of the session. Default is set to 1 hour. 

• SSO Session Idle - These is the setting for time a user session can be idle before it 
gets expired. Default is set to 1 hour. 

These are timeout settings done at Key cloak IAM interface. 
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4 Using the System 
Payroll represents business to handle all the FCI employee’s financial transaction records 
pertaining to Payroll in a hassle-free,   automated fashion. This includes employee’s salaries, 
bonuses, deductions, net pay, and generation of pay-slips for a specific period. Payroll 
management will serve as the portal to carry out various calculations regarding the payroll for FCI 
employees. It will facilitate the Bills establishment and the other concerned authorities dealing 
with Salary components of any employee in FCI. 

4.1 Salary Type Master (SRS_HRMS_PR_02) 
System will facilitate Manager Bill(s) for defining and updating the salary type. Currently 
there are two type of Salary pattern (IDA & CDA) which is active in FCI but this process will 
help in future to define new salary type of salary whenever it required. System will also 
maintain the real time log history in case of any Salary Type Updates. System will also help to 
define the salary type like Monthly, Adhoc, Separation, and Reimbursement 

4.1.1 Navigation 
Left Navigation: Payroll >>Masters >> Salary Type Master 

4.1.2 Landing Page 
HRMS administrator shall traverse the navigation as mentioned in Section 4.1.1 to 
reach the Salary Type Master Landing Page as shown in Figure 4.1  

 
Figure 4-1: Salary Type Master 

HRMS administrator shall be able to perform the following activities from the landing 
page: 

• Click on to apply the available filters.  
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Click on to export the table records in Excel or CSV as per table columns. 

• Click on to enter a search query that shall 
search the table records. 

• Click on  to sort the table records in ascending order or descending order of 
entries. 

• Click on to navigate table records 

• Click on to add a new Salary Type in the table as mentioned 
in Section 4.1.3 – Add Salary Type. 

• Click on to edit an existing Salary Type in the table as mentioned in Section 
4.1.4 – Edit Salary Type. 

4.1.3 Add Salary Type 

Click on to open the Add Salary Type as shown in Figure 4-2  

 

 
Figure 4-2: Add Salary Type 

 
4.1.4 Edit Salary Type 

Click on to open Edit Salary Type as shown in Figure 4-3 
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Figure 4-3: Edit Salary Type 

Enter the details and click on  for updating the existing record in the table. 

4.1.5 Salary Type Reviewer Landing 

Enter the details and click on as shown in Figure 4-3; the request will be 
listed in the Reviewer’s landing screen as shown in Figure 4-4 
 

 
Figure 4-4 Salary Type Reviewer Landing 

Click on as shown in Figure 4-4, to land on Review Salary Type request as shown in Figure 4-5. 
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4.1.6 Salary Type Review 

 
Figure 4-5: Salary Type Review 

 

Reviewer shall be able to perform the following activities from the Review Page. 

• Click on  to view the action taken on the request as shown in 
Figure 4-9.  

• Click on  to upload the supportive document/add the column to 
upload document. 

• Click on  to review the request, the request will be forwarded to the 
approver’s landing page as shown in figure 4-6. 

• Click on  to revert the request back to the initiator, this request will be 
listed in the landing page of Initiator as shown in Figure 4-1. 

•  Click on  to navigate back to the Reviewer landing screen as showon in 
Figure 4-4. 

4.1.7 Salary Type Approver Landing 

Reviewer clicks on  as shown in Figure 4-5, the request will be listed in 
Approver’s Landing Page as shown in Figure 4-6. 
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Figure 4-6: Salary Type Approver’s landing 

Click on as shown in Figure 4-6, to land on Approve Salary Type request as shown 
in Figure 4-7. 

 

4.1.8 Salary Type Approve 
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Figure 4-7: Salary Type Approve 

Approver shall be able to perform the following activities from the Approve Page. 

• Click on  to view the action taken on the request as shown in 
Figure 4-9.  

• Click on  to upload the supportive document/add the column to 
upload document. 

• Click on  to approve the request, and a success message will be 
shown in the Salary Type Approver Landing Screen for approving the record as 
shown in Figure 4-8 

• Click on  to reject the request back to the initiator, this request will be 
listed in the landing page of Initiator with “Rejected” status. 

•  Click on  to navigate back to the Approver landing screen as show in 
Figure 4-6. 

 
Figure 4-8: Salary Type Approved 

 

4.1.9 View Action History 

Click on  as shown in Figure 4-5 and 4-7, to navigate to View 
Action History page as shown in Figure 4-9. 
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Figure 4-9: Action History 

 

HRMS administrator shall be able to perform the following activities from Action 
History page: 

• Click on to apply the available filters.  

• Click on to view the particular detail of the record as shown in Figure 4-
10. 
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Figure 4-9 (1): Action History View 

4.2 Payroll Type Master (SRS_HRMS_PR_01) 
System will facilitate Manager Bill(s) for defining and updating the Payroll type. System 
will also maintain the updated log records pertaining to Payroll type in real time. This 
process is mainly used for new payroll type creation or updating existing records based on 
the pre-approved circular received. 

4.2.1 Navigation 
Left Navigation: Payroll >>Masters >> Payroll Type Master 

4.2.2 Landing Page 
HRMS administrator shall traverse the navigation as mentioned in Section 4.2.1 to 
reach the Payroll Type Master Landing Page as shown in Figure 4.10 
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Figure 4-30: Payroll Type Master 

HRMS administrator shall be able to perform the following activities from the landing 
page: 

• Click on to apply the available filters.  

• Click on to export the table records in Excel or CSV as per table 
columns. 

• Click on to enter a search query that shall 
search the table records. 

• Click on  to sort the table records in ascending order or descending order of 
entries. 

• Click on to navigate table records 

• Click on to add a new Payroll Type in the table as mentioned in 
Section 4.2.11 – Add Payroll Type. 

• Click on to edit an existing Payroll Type in the table as mentioned in Section 
4.2.12 – Edit Payroll Type. 

4.2.3 Add Payroll Type 

Click on to open the Add Payroll Type as shown in Figure 4-11 
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Figure 4-11: Add Payroll Type 

 
4.2.4 Edit Payroll Type 

Click on to open Edit Payroll Type as shown in Figure 4-12 

 
Figure 4-12: Edit Payroll Type 
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Enter the details and click on  for updating the existing record in the table. 

4.2.5 Payroll Type Reviewer Landing 

Enter the details and click on as shown in Figure 4-12; the request will be 
listed in the Reviewer landing screen as shown in Figure 4-13 
 

 
Figure 4-13 Payroll Type Reviewer Landing 

Click on as shown in Figure 4-13, to land on Review Payroll Type request as shown in Figure 4-
14. 
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4.2.6 Payroll Type Review 

 
Figure 4-14 Payroll Type Review 

 

Reviewer shall be able to perform the following activities from the Review Page. 

• Click on  to view the action taken on the request as shown in 
Figure 4-17.  

• Click on  to upload the supportive document/add the column to 
upload document. 

• Click on  to review the request, the request will be forwarded to the 
approver’s landing page as shown in figure 4-15. 

• Click on  to revert the request back to the initiator, this request will be 
listed in the landing page of Initiator as shown in Figure 4-10. 

•  Click on  to navigate back to the Reviewer landing screen as show in 
Figure 4-13. 
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4.2.7 Payroll Type Approver Landing 

Reviewer clicks on  as shown in Figure 4-14, the request will be listed in 
Approver’s Landing Page as shown in Figure 4-15. 

 

 
Figure 4-15: Payroll Type Approver Landing 

Click on as shown in Figure 4-15, to land on Approve Payroll Type request as shown 
in Figure 4-16. 
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4.2.8 Payroll Type Approve 

 
Figure 4-16: Payroll Type Approve 

Approver shall be able to perform the following activities from the Approve Page. 

• Click on  to view the action taken on the request as shown in 
Figure 4-17.  

• Click on  to upload the supportive document/add the column to 
upload document. 

• Click on  to approve the request, and a success message will be 
shown in the Payroll Type Approver Landing Screen for approving the record as 
shown in Figure 4-17. 

• Click on  to reject the request back to the initiator, this request will be 
listed in the landing page of Initiator with “Rejected” status. 

•  Click on  to navigate back to the Approver landing screen as show in 
Figure 4-15. 
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Figure 4-17: Payroll Type Approve Successful 

 

4.2.9 View Action History 

Click on  as shown in Figure 4-13 and 4-16, to navigate to View 
Action History page as shown in Figure 4-17. 

 
Figure 4-18: Action History 
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HRMS administrator shall be able to perform the following activities from Action 
History page: 

• Click on to apply the available filters.  

• Click on to view the particular detail of the record as shown in Figure 4-
18. 

 

 
Figure 4-19: Action History View 

 

4.3 Paycode Master (SRS_HRMS_PR_03) 
Pay codes mainly used for defining the Compensation & Benefits plan for the employee 
like Earning (Type of Earning) & deduction (Type of deduction).  

Example:  

• Basic Pay 
• HRA 
• TA 
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• CPF 
• VPF 

System will facilitate Manager Bill(s) to add new Paycode or Update Paycode as and when 
required. Added/updated Paycode request will be routed through preconfigured approval 
matrix. Approved Paycode will be ready in Paycode master list for further payroll 
processes. 

4.3.1 Navigation 
Left Navigation: Payroll >>Masters >> Paycode Master 

4.3.2 Landing Page 
HRMS administrator shall traverse the navigation as mentioned in Section 4.3.1 to 
reach the Pay Code Master Landing Page as shown in Figure 4.20 

 
Figure 4-20: Pay Code Master 

HRMS administrator shall be able to perform the following activities from the landing 
page: 

• Click on to apply the available filters.  

• Click on to export the table records in Excel or CSV as per table 
columns. 

• Click on to enter a search query that shall 
search the table records. 

• Click on  to sort the table records in ascending order or descending order of 
entries. 
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• Click on to navigate table records 

• Click on to add a new Paycode in the table as mentioned in 
Section 4.3.3 – Add Paycode. 

• Click on to edit an existing Paycode in the table as mentioned in Section 
4.3.4 – Edit Paycode. 

4.3.3 Add Paycode 

Click on to open the Add Paycode as shown in Figure 4-21 

 

 
Figure 4-21: Add Paycode 
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4.3.4 Edit Paycode 

Click on to open Edit Paycode as shown in Figure 4-22 

 
Figure 4-22: Edit Paycode 

Enter the details and click on  for updating the existing record in the table. 
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4.3.5 Paycode Type Reviewer Landing 

Enter the details and click on as shown in Figure 4-21; the request will be 
listed in the Reviewer landing screen as shown in Figure 4-23 
 

 
Figure 4-23 Paycode Reviewer Landing 

Click on as shown in Figure 4-23, to land on Review Paycode request as shown in Figure 4-24. 

 

4.3.6 Paycode Review 
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Figure 4-24: Payroll Type Review 

 

Reviewer shall be able to perform the following activities from the Review Page. 

• Click on  to view the action taken on the request as shown in 
Figure 4-28.  
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• Click on  to upload the supportive document/add the column to 
upload document. 

• Click on  to review the request, the request will be forwarded to the 
approver’s landing page as shown in Figure 4-25. 

• Click on  to revert the request back to the initiator, this request will be 
listed in the landing page of Initiator as shown in Figure 4-20. 

•  Click on  to navigate back to the Reviewer landing screen as show in 
Figure 4-23. 

4.3.7 Paycode Approver Landing 

Reviewer clicks on  as shown in Figure 4-24, the request will be listed in 
Approver’s Landing Page as shown in Figure 4-25. 

 

 
Figure 4-25: Paycode Approver Landing 

Click on as shown in Figure 4-25, to land on Approve Paycode request as shown in 
Figure 4-26. 

 

4.3.8 Paycode Approve 
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Figure 4-26: Paycode Approve 

Approver shall be able to perform the following activities from the Approve Page. 
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• Click on  to view the action taken on the request as shown in 
Figure 4-28.  

• Click on  to upload the supportive document/add the column to 
upload document. 

• Click on  to approve the request, and a success message will be 
shown in the Paycode Approver Landing Screen for approving the record as 
shown in Figure 4-27. 

• Click on  to reject the request back to the initiator, this request will be 
listed in the landing page of Initiator with “Rejected” status. 

•  Click on  to navigate back to the Approver landing screen as show in 
Figure 4-25. 

 
Figure 4-27: Paycode Approve Successful 

4.3.9 View Action History 

Click on  as shown in Figure 4-24 and 4-26, to navigate to View 
Action History page as shown in Figure 4-28. 
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Figure 4-28: Action History 

 

HRMS administrator shall be able to perform the following activities from Action 
History page: 

• Click on to apply the available filters.  

• Click on to view the particular detail of the record as shown in Figure 4-
29. 
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Figure 4-29: Action History View 
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4.4 Salary Structure Master (SRS_HRMS_PR_04) 
The Salary Structure is a structure of the employee’s benefits with respect to pay codes 
(Earnings and deductions). System will facilitate Manager Bill(s) for defining and Update 
the Salary structure. The added/updated salary structure will route through preconfigured 
approval matrix and after approval it will be ready for employee benefits mapping. This 
process will be used for define the Pay slip format (Earning & Deduction) for all position 
exists in FCI as per policy changed. 

Salary structure also uses for mapping the salary for all kind of employees like Deputation, 
Trainees, Stipend and Probation. 

4.4.1 Navigation 
Left Navigation: Payroll >>Masters >> Salary Structure Master 

4.4.2 Landing Page 
HRMS administrator shall traverse the navigation as mentioned in Section 4.4.1 to 
reach the Salary Structure Master Landing Page as shown in Figure 4.30 

 
Figure 4-30: Salary Structure Master 

HRMS administrator shall be able to perform the following activities from the landing 
page: 

• Click on to apply the available filters.  

• Click on to export the table records in Excel or CSV as per table 
columns. 

• Click on to enter a search query that shall 
search the table records. 
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• Click on  to sort the table records in ascending order or descending order of 
entries. 

• Click on to navigate table records 

• Click on to add a new Salary Structure Type in the table 
as mentioned in Section 4.4.3 – Add Salary Structure. 

• Click on to edit an existing Salary Structure Type in the table as mentioned 
in Section 4.4.4 – Edit Salary Structure. 

4.4.3 Add Salary Structure 

Click on to open the Add Salary Structure Type as shown in 
Figure 4-31 

 

 
Figure 4-31: Add Salary Structure Paycode 

 
4.4.4 Edit Salary Structure 

Click on to open Edit Salary Structure as shown in Figure 4-32 
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Figure 4-32: Edit Salary Structure 

Enter the details and click on  for updating the existing record in the table. 

4.4.5 Salary Structure Reviewer Landing 

Enter the details and click on as shown in Figure 4-31; the request will be 
listed in the Reviewer landing screen as shown in Figure 4-33 
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Figure 4-33 Salary Structure Reviewer Landing 

Click on as shown in Figure 4-33, to land on Review Pay code request as shown in Figure 4-34. 

 

4.4.6 Salary Structure Review 
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Figure 4-34: Salary Structure Review 

 

Reviewer shall be able to perform the following activities from the Review Page. 

• Click on  to view the action taken on the request as shown in 
Figure 4-38.  

• Click on  to upload the supportive document/add the column to 
upload document. 

• Click on  to review the request, the request will be forwarded to the 
approver’s landing page as shown in Figure 4-35. 

• Click on  to revert the request back to the initiator, this request will be 
listed in the landing page of Initiator as shown in Figure 4-30. 
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•  Click on  to navigate back to the Reviewer landing screen as show in 
Figure 4-33. 

4.4.7 Salary Structure Approver Landing 

Reviewer clicks on  as shown in Figure 4-34, the request will be listed in 
Approver’s Landing Page as shown in Figure 4-35. 

 

 
Figure 4-35: Salary Structure Approver Landing 

Click on as shown in Figure 4-35, to land on Approve Paycode request as shown in 
Figure 4-36. 

 

4.4.8 Salary Structure Approve 
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Figure 4-36: Salary Structure Approve 

Approver shall be able to perform the following activities from the Approve Page. 

• Click on  to view the action taken on the request as shown in 
Figure 4-38.  

• Click on  to upload the supportive document/add the column to 
upload document. 

• Click on  to approve the request, and a success message will be 
shown in the salary Structure Approver Landing Screen for approving the 
record as shown in Figure 4-37. 

• Click on  to reject the request back to the initiator, this request will be 
listed in the landing page of Initiator with “Rejected” status. 
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•  Click on  to navigate back to the Approver landing screen as show in 
Figure 4-35. 

 
Figure 4-37: Salary Structure Approval Successful 

4.4.9 View Action History 

Click on  as shown in Figure 4-34 and 4-36, to navigate to View 
Action History page as shown in Figure 4-38. 

 
Figure 4-38: Action History 

 

HRMS administrator shall be able to perform the following activities from Action 
History page: 
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• Click on to apply the available filters.  

• Click on to view the particular detail of the record as shown in Figure 4-
39. 
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Figure 4-39: Action History View 
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4.5 Cost Center Master (SRS_HRMS_PR_05) 
System will facilitate Manager Bill(s) for defining and updating the Cost Center. The Cost 
center is used to define the cost of expense as per requirements like employee wise/ 
employee pay codes wise & etc. 

4.5.1 Navigation 
Left Navigation: Payroll >>Masters >> Cost Center Master 

4.5.2 Landing Page 
HRMS administrator shall traverse the navigation as mentioned in Section 4.4.1 to 
reach the Cost Center Master Landing Page as shown in Figure 4.30 

 
Figure 4.1-30: Cost Center Master 

HRMS administrator shall be able to perform the following activities from the landing 
page: 

• Click on to apply the available filters.  

• Click on to export the table records in Excel or CSV as per table 
columns. 

• Click on to enter a search query that shall 
search the table records. 

• Click on  to sort the table records in ascending order or descending order of 
entries. 

• Click on to navigate table records 
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• Click on to add a new Cost Center Type in the table as 
mentioned in Section 4.4.3 – Add Cost Center type. 

• Click on to edit an existing Cost Center Type in the table as mentioned in 
Section 4.4.4 – Edit Cost Center Type. 

4.5.3 Add Cost Center Type 

Click on to open the Add Cost Center Type as shown in Figure 4-
31 

 

 
Figure 4.1-31: Add Cost Center 

 
4.5.4 Edit Cost Center Type  

Click on to open Edit Cost Center Type as shown in Figure 4-32 
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Figure 4.1-32: Edit Cost Center Type 

Enter the details and click on  for updating the existing record in the table. 

4.5.5 Cost Center Reviewer Landing 

Enter the details and click on as shown in Figure 4-31; the request will be 
listed in the Reviewer landing screen as shown in Figure 4-33 
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Figure 4.1-33 Cost Center Reviewer Landing 

Click on as shown in Figure 4-33, to land on Review Cost Center request as shown in Figure 4-
34. 

 

4.5.6 Cost Center Review 
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Figure 4.1-34: Cost Center Review 

 

Reviewer shall be able to perform the following activities from the Review Page. 

• Click on  to view the action taken on the request as shown in 
Figure 4-38.  

• Click on  to upload the supportive document/add the column to 
upload document. 

• Click on  to review the request, the request will be forwarded to the 
approver’s landing page as shown in Figure 4-35. 

• Click on  to revert the request back to the initiator, this request will be 
listed in the landing page of Initiator as shown in Figure 4-30. 

•  Click on  to navigate back to the Reviewer landing screen as shown in 
Figure 4-33. 
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4.5.7 Cost Center Approver Landing 

Reviewer clicks on  as shown in Figure 4-34, the request will be listed in 
Approver’s Landing Page as shown in Figure 4-35. 

 

 
Figure 4.1-35: Cost Center Approver Landing 

Click on as shown in Figure 4-35, to land on Approve Paycode request as shown in 
Figure 4-36. 

 

4.5.8 Cost Center Approve 
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 Figure 4.1-36: Cost Center Approve 

Approver shall be able to perform the following activities from the Approve Page. 

• Click on  to view the action taken on the request as shown in 
Figure 4-38.  

• Click on  to upload the supportive document/add the column to 
upload document. 

• Click on  to approve the request, and a success message will be 
shown in the Cost Center Approver Landing Screen for approving the record as 
shown in Figure 4-37. 

• Click on  to reject the request back to the initiator, this request will be 
listed in the landing page of Initiator with “Rejected” status. 

•  Click on  to navigate back to the Approver landing screen as show in 
Figure 4-35. 
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Figure 4.1-37: Cost Center Approve Successful 

4.5.9 View Action History 

Click on  as shown in Figure 4-34 and 4-36, to navigate to View 
Action History page as shown in Figure 4-38. 

 
Figure 4.1-38: Action History 
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HRMS administrator shall be able to perform the following activities from Action 
History page: 

• Click on to apply the available filters.  

• Click on to view the particular detail of the record as shown in Figure 4-
39. 

 

 
Figure 4.1-39: Action History View 

 

4.6 Income Tax Slab Master- Financial Year (SRS_HRMS_PR_06) 
This feature will allow the payroll management to set the tax rates. System will facilitate 
Manager Bill(s) for defining / Update the Income tax slab and Professional tax slab rates as 
per circular received from the authority.  

4.6.1 Navigation 
Left Navigation: Payroll >>Masters >> Income Tax Slab Master>> Financial Year 
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4.6.2 Landing Page 
HRMS administrator shall traverse the navigation as mentioned in Section 4.4.1 to 
reach the Income Tax Slab Master – Financial Year Landing Page as shown in Figure 4.30 

 
Figure 4.2-30: Income Tax Slab Master- Financial Year 

HRMS administrator shall be able to perform the following activities from the landing 
page: 

• Click on to apply the available filters.  

• Click on to export the table records in Excel or CSV as per table 
columns. 

• Click on to enter a search query that shall 
search the table records. 

• Click on  to sort the table records in ascending order or descending order of 
entries. 

• Click on to navigate table records 

• Click on to add a new Financial Year in the table as mentioned 
in Section 4.4.3 – Add Financial Year Request. 
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• Click on to edit an existing Financial Year in the table as mentioned in 
Section 4.6.4 – Edit Financial Year. 

4.6.3 Add Financial Year  

Click on to open the Add Financial Year as shown in Figure 4-31 

 

 
Figure 4.2-31: Add Financial Year 

 
4.6.4 Edit Financial Year  

Click on to open Edit Financial Year as shown in Figure 4-32 
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Figure 4.2-32: Edit Financial Year 

Enter the details and click on  for updating the existing record in the table. 

4.6.5 Financial Year Reviewer Landing 

Enter the details and click on as shown in Figure 4-31; the request will be 
listed in the Reviewer landing screen as shown in Figure 4-33 
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Figure 4.2-33 Financial Year Reviewer Landing 

Click on as shown in Figure 4-33, to land on Review Financial Year request as shown in Figure 
4-34. 

 

4.6.6 Financial Year Review 
 

Figure 4.2-34: Financial Year Review 

 

Reviewer shall be able to perform the following activities from the Review Page. 

• Click on  to view the action taken on the request as shown in 
Figure 4-38.  

• Click on  to upload the supportive document/add the column to 
upload document. 

• Click on  to review the request, the request will be forwarded to the 
approver’s landing page as shown in Figure 4-35. 

• Click on  to revert the request back to the initiator, this request will be 
listed in the landing page of Initiator as shown in Figure 4-30. 
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•  Click on  to navigate back to the Reviewer landing screen as shown in 
Figure 4-33. 

4.6.7 Financial Year Approver Landing 

Reviewer clicks on  as shown in Figure 4-34, the request will be listed in 
Approver’s Landing Page as shown in Figure 4-35. 

 

 
Figure 4.2-35: Financial Year Approver Landing 

Click on as shown in Figure 4-35, to land on Approve Paycode request as shown in 
Figure 4-36. 

 

4.6.8 Financial Year Approve 
 



FCI HRMS 
User Manual Version 0.1 

Copyright © 2020 HRMS All Rights Reserved to FCI   Page 73 of 206 

Figure 4.2-36: Financial Year Approve 

Approver shall be able to perform the following activities from the Approve Page. 

• Click on  to view the action taken on the request as shown in 
Figure 4-38.  

• Click on  to upload the supportive document/add the column to 
upload document. 

• Click on  to approve the request, and a success message will be 
shown in the Financial Year Approver Landing Screen for approving the record 
as shown in Figure 4-37. 

• Click on  to reject the request back to the initiator, this request will be 
listed in the landing page of Initiator with “Rejected” status. 

•  Click on  to navigate back to the Approver landing screen as show in 
Figure 4-35. 
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Figure 4.2-37: Financial Year Approve Successful 

4.6.9 View Action History 

Click on  as shown in Figure 4-34 and 4-36, to navigate to View 
Action History page as shown in Figure 4-38. 

 
Figure 4.2-38: Action History 
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HRMS administrator shall be able to perform the following activities from Action 
History page: 

• Click on to apply the available filters.  

• Click on to view the particular detail of the record as shown in Figure 4-
39. 

 

 
Figure 4.2-39: Action History View 

4.7 Income Tax Slab Master- Income Tax Slab 
(SRS_HRMS_PR_06) 
This feature will allow the payroll management to set the tax rates. System will facilitate 
Manager Bill(s) for defining / Update the Income tax slab and Professional tax slab rates as 
per circular received from the authority.  

4.7.1 Navigation 
Left Navigation: Payroll >>Masters >> Income Tax Slab Master>> Income Tax Slab 

4.7.2 Landing Page 
HRMS administrator shall traverse the navigation as mentioned in Section 4.7.1 to 
reach the Income Tax Slab Master – Income Tax Slab Landing Page as shown in Figure 
4.30 
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Figure 4.3-30: Income Tax Slab Master- Income Tax Slab 

HRMS administrator shall be able to perform the following activities from the landing 
page: 

• Click on to apply the available filters.  

• Click on to export the table records in Excel or CSV as per table 
columns. 

• Click on to enter a search query that shall 
search the table records. 

• Click on  to sort the table records in ascending order or descending order of 
entries. 

• Click on to navigate table records 

• Click on to add a new Income Tax Slab in the table as 
mentioned in Section 4.4.3 – Add Income Tax Slab Request. 

• Click on to edit an existing Income Tax Slab in the table as mentioned in 
Section 4.4.4 – Edit Income Tax Slab. 

4.7.3 Add Income Tax Slab  

Click on to open the Add Income Tax Slab as shown in Figure 4-31 
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Figure 4.3-31: Add Income Tax Slab  

 
4.7.4 Edit Income Tax Slab  

Click on to open Edit Income Tax Slab as shown in Figure 4-32 
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Figure 4.3-32: Edit Income Tax Slab  

Enter the details and click on  for updating the existing record in the table. 

4.7.5 Income Tax Slab Reviewer Landing 

Enter the details and click on as shown in Figure 4-31; the request will be 
listed in the Reviewer landing screen as shown in Figure 4-33 
 

 
Figure 4.3-33 Income Tax Slab Reviewer Landing 

Click on as shown in Figure 4-33, to land on Review Income Tax Slab request as shown in 
Figure 4-34. 

 

4.7.6 Income Tax Slab Review 
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Figure 4.3-34: Income Tax Slab Review 

 

Reviewer shall be able to perform the following activities from the Review Page. 

• Click on  to view the action taken on the request as shown in 
Figure 4-38.  

• Click on  to upload the supportive document/add the column to 
upload document. 

• Click on  to review the request, the request will be forwarded to the 
approver’s landing page as shown in Figure 4-35. 

• Click on  to revert the request back to the initiator, this request will be 
listed in the landing page of Initiator as shown in Figure 4-30. 

•  Click on  to navigate back to the Reviewer landing screen as shown in 
Figure 4-33. 
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4.7.7 Income Tax Slab Approver Landing 

Reviewer clicks on  as shown in Figure 4-34, the request will be listed in 
Approver’s Landing Page as shown in Figure 4-35. 

 

 
Figure 4.3-35: Income Tax Slab Approver Landing 

Click on as shown in Figure 4-35, to land on Approve Income Tax Slab request as 
shown in Figure 4-36. 

 

4.7.8 Income Tax Slab Approve 
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Figure 4.3-36: Income Tax Slab Approve 

Approver shall be able to perform the following activities from the Approve Page. 

• Click on  to view the action taken on the request as shown in 
Figure 4-38.  

• Click on  to upload the supportive document/add the column to 
upload document. 

• Click on  to approve the request, and a success message will be 
shown in the Income Tax Slab Approver Landing Screen for approving the 
record as shown in Figure 4-37. 

• Click on  to reject the request back to the initiator, this request will be 
listed in the landing page of Initiator with “Rejected” status. 

•  Click on  to navigate back to the Approver landing screen as show in 
Figure 4-35. 
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Figure 4.3-37: Income Tax Slab Approve Successful 

4.7.9 View Action History 

Click on  as shown in Figure 4-34 and 4-36, to navigate to View 
Action History page as shown in Figure 4-38. 

 
Figure 4.3-38: Action History 
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HRMS administrator shall be able to perform the following activities from Action 
History page: 

• Click on to apply the available filters.  

• Click on to view the particular detail of the record as shown in Figure 4-
39. 

 

 
Figure 4.3-39: Action History View 

4.8 Income Tax Slab Master- Professional Tax Master 
(SRS_HRMS_PR_06) 
This feature will allow the payroll management to set the tax rates. System will facilitate 
Manager Bill(s) for defining / Update the Income tax slab and Professional tax slab rates as 
per circular received from the authority.  
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4.8.1 Navigation 
Left Navigation: Payroll >>Masters >> Income Tax Slab Master>> Professional Tax 
Master 

4.8.2 Landing Page 
HRMS administrator shall traverse the navigation as mentioned in Section 4.4.1 to 
reach the Professional Tax Master Landing Page as shown in Figure 4.30 

 
Figure 4.4-30: Income Tax Slab Master- Professional Tax Master 

HRMS administrator shall be able to perform the following activities from the landing 
page: 

• Click on to apply the available filters.  

• Click on to export the table records in Excel or CSV as per table 
columns. 

• Click on to enter a search query that shall 
search the table records. 

• Click on  to sort the table records in ascending order or descending order of 
entries. 

• Click on to navigate table records 

• Click on to add a new Professional Tax Type in the 
table as mentioned in Section 4.4.3 – Add Professional Tax Type. 

• Click on to edit an existing Professional Tax Type in the table as mentioned 
in Section 4.4.4 – Edit Professional Tax. 
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4.8.3 Add Professional Tax Type  

Click on to open the Add Professional Tax Type as shown in 
Figure 4-31 

 

 
Figure 4.4-31: Add Professional Tax   

 
4.8.4 Edit Professional Tax  

Click on to open Edit Professional Tax as shown in Figure 4-32 
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Figure 4.4-32: Edit Professional Tax  

Enter the details and click on  for updating the existing record in the table. 

4.8.5 Professional Tax Reviewer Landing 

Enter the details and click on as shown in Figure 4-31; the request will be 
listed in the Reviewer landing screen as shown in Figure 4-33 
 

 
Figure 4.4-33 Professional Tax Reviewer Landing 
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Click on as shown in Figure 4-33, to land on Review Professional Tax request as shown in 
Figure 4-34. 

 

4.8.6 Professional Tax Review 
 

 

Figure 4.4-34: Professional Tax Review 

 

Reviewer shall be able to perform the following activities from the Review Page. 

• Click on  to view the action taken on the request as shown in 
Figure 4-38.  

• Click on  to upload the supportive document/add the column to 
upload document. 

• Click on  to review the request, the request will be forwarded to the 
approver’s landing page as shown in Figure 4-35. 

• Click on  to revert the request back to the initiator, this request will be 
listed in the landing page of Initiator as shown in Figure 4-30. 

•  Click on  to navigate back to the Reviewer landing screen as shown in 
Figure 4-33. 
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4.8.7 Professional Tax Approver Landing 

Reviewer clicks on  as shown in Figure 4-34, the request will be listed in 
Approver’s Landing Page as shown in Figure 4-35. 

 

 
Figure 4.4-35: Professional Tax Approver Landing 

Click on as shown in Figure 4-35, to land on Approve Professional Tax request as 
shown in Figure 4-36. 

 

4.8.8 Professional Tax Approve 
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Figure 4.4-36: Professional Tax Approve 

Approver shall be able to perform the following activities from the Approve Page. 

• Click on  to view the action taken on the request as shown in 
Figure 4-38.  

• Click on  to upload the supportive document/add the column to 
upload document. 

• Click on  to approve the request, and a success message will be 
shown in the Professional Tax Approver Landing Screen for approving the 
record as shown in Figure 4-37. 

• Click on  to reject the request back to the initiator, this request will be 
listed in the landing page of Initiator with “Rejected” status. 

•  Click on  to navigate back to the Approver landing screen as show in 
Figure 4-35. 
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Figure 4.4-37: Professional Tax Approve Successful 

4.8.9 View Action History 

Click on  as shown in Figure 4-34 and 4-36, to navigate to View 
Action History page as shown in Figure 4-38. 
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Figure 4.4-38: Action History 

 

HRMS administrator shall be able to perform the following activities from Action 
History page: 

• Click on to apply the available filters.  

• Click on to view the particular detail of the record as shown in Figure 4-
39. 

 

 
Figure 4.4-39: Action History View 

 

4.9 Income Tax Return Master- Income Tax Section Master 
(SRS_HRMS_PR_10) 

This process is used for Tax calculator Master data creation. In this process limit will be 
defined pertaining to the Deduction Chapter VI A (80 C, Other 80s sections), Exemption 
Section 10, HRA and Other Income Section 24. 
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Also, this Process is to be used for Income Tax declaration under each of the above (80 C, 
HRA & Other Income) sections and calculates the tax projection, Form 12 B and actual tax 
form 16 as when required. 

This process will also be used for capturing the previous employer Form 12 B details in 
case of new Joiner. 

System will facilitate Manager Bill(s) for defining the Tax Calculator Master as & when 
policy changed. 

4.9.1 Navigation 
Left Navigation: Payroll >>Masters >> Income Tax Return Master >> Income Tax 
Section Master 

4.9.2 Landing Page 
HRMS administrator shall traverse the navigation as mentioned in Section 4.4.1 to 
reach the Income Tax Return Master – Income Tax Section Master Landing Page as 
shown in Figure 4.30 

 
Figure 4.5-30: Income Tax Section Master 

HRMS administrator shall be able to perform the following activities from the landing 
page: 

• Click on to apply the available filters.  
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• Click on to export the table records in Excel or CSV as per table 
columns. 

• Click on to enter a search query that shall 
search the table records. 

• Click on  to sort the table records in ascending order or descending order of 
entries. 

• Click on to navigate table records 

• Click on  to add a new Income Tax Section in the table 
as mentioned in Section 4.4.3 – Add Income Tax Section Request. 

• Click on to edit an existing Income Tax Section in the table as mentioned in 
Section 4.4.4 – Edit Income Tax Section. 

4.9.3 Add Income Tax Section  

Click on  to open the Add Income Tax Section as shown in Figure 
4-31 

 

 
Figure 4.5-31: Add Income Tax Section  
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4.9.4 Edit Income Tax Section  

Click on to open Edit Income Tax Section Financial Year as shown in Figure 4-32 

 
Figure 4.5-32: Edit Income Tax Section 

Enter the details and click on  for updating the existing record in the table. 

4.9.5 Income Tax Section Reviewer Landing 

Enter the details and click on as shown in Figure 4-31; the request will be 
listed in the Reviewer landing screen as shown in Figure 4-33 
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Figure 4.5-33 Income Tax Section Reviewer Landing 

Click on as shown in Figure 4-33, to land on Review Income Tax Section request as shown in 
Figure 4-34. 

 

4.9.6 Income Tax Section Review 
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Figure 4.5-34: Income Tax Section Review 

 

Reviewer shall be able to perform the following activities from the Review Page. 

• Click on  to view the action taken on the request as shown in 
Figure 4-34.  

• Click on  to upload the supportive document/add the column to 
upload document. 

• Click on  to review the request, the request will be forwarded to the 
approver’s landing page as shown in Figure 4-35. 

• Click on  to revert the request back to the initiator, this request will be 
listed in the landing page of Initiator as shown in Figure 4-30. 

•  Click on  to navigate back to the Reviewer landing screen as shown in 
Figure 4-33. 

4.9.7 Income Tax Section Approver Landing 

Reviewer clicks on  as shown in Figure 4-34, the request will be listed in 
Approver’s Landing Page as shown in Figure 4-35. 
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Figure 4.5-35: Income Tax Section Approver Landing 

Click on as shown in Figure 4-35, to land on Approve Paycode request as shown in 
Figure 4-36. 

 

4.9.8 Income Tax Section Approve 
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Figure 4.5-36: Income Tax Section Approve 

Approver shall be able to perform the following activities from the Approve Page. 

• Click on  to view the action taken on the request as shown in 
Figure 4-36.  

• Click on  to upload the supportive document/add the column to 
upload document. 

• Click on  to approve the request, and a success message will be 
shown in the Financial Year Approver Landing Screen for approving the record 
as shown in Figure 4-37. 

• Click on  to reject the request back to the initiator, this request will be 
listed in the landing page of Initiator with “Rejected” status. 

•  Click on  to navigate back to the Approver landing screen as show in 
Figure 4-35. 
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Figure 4.5-37: Income Tax Section Approval Successful 

4.9.9 View Action History 

Click on  as shown in Figure 4-34 and 4-36, to navigate to View 
Action History page as shown in Figure 4-38. 

 
Figure 4.5-38: Action History 
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HRMS administrator shall be able to perform the following activities from Action 
History page: 

• Click on to apply the available filters.  

• Click on to view the particular detail of the record as shown in Figure 4-
39. 

 

 
Figure 4.5-39: Action History View 

 

4.10 Income Tax Return Master- Deduction Chapter VI A 
This process is used for Tax calculator Master data creation. In this process limit will be 
defined pertaining to the Deduction Chapter VI A (80 C, Other 80s sections), Exemption 
Section 10, HRA and Other Income Section 24. 

Also, this Process is to be used for Income Tax declaration under each of the above (80 C, 
HRA & Other Income) sections and calculates the tax projection, Form 12 B and actual tax 
form 16 as when required. 

This process will also be used for capturing the previous employer Form 12 B details in 
case of new Joiner. 

System will facilitate Manager Bill(s) for defining the Tax Calculator Master as & when 
policy changed. 
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4.10.1 Navigation 
Left Navigation: Payroll >>Masters >> Income Tax Return Master >> Deduction Chapter 
VI A 

 

4.10.2 Landing Page 
HRMS administrator shall traverse the navigation as mentioned in Section 4.10.1 to 
reach the Landing Page as shown in below 

 
Figure 4-40: Deduction Chapter VI A Landing 

 

HRMS administrator shall be able to perform the following activities from the landing 
page: 

• Click on to apply the available filters.  

• Click on to export the table records in Excel or CSV as per table 
columns. 

• Click on to enter a search query that shall 
search the table records. 

• Click on  to sort the table records in ascending order or descending order of 
entries. 

• Click on to navigate table records 

• Click on to edit an existing Query/Request. 
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4.10.3 Add Income Tax Deduction Chapter  

Click on  to open the Add Income Tax Section as shown in 
Figure below 

 

 
Figure 4-41: Add Income Tax Deduction Chapter  

 
4.10.4 Edit Income Tax Deduction  

Click on to open Edit Income Tax Deduction VI A Financial Year as shown in Figure 
below 
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Figure 4-42: Edit Income Tax Deduction VI A 

 

Enter the details and click on  for updating the existing record in the table. 

4.10.5 Income Tax Deduction VI A Reviewer Landing 
 
The request will be listed in the Reviewer landing screen as shown in Figure 4-43 
 

 
Figure 4-43 Income Tax Deduction VI A Reviewer Landing 
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Click on as shown in Figure 4-43, to land on Review Income Tax Section request as 
shown in Figure 4-44. 

4.10.6 Income Tax Deduction Review 
 

 
Figure 4-44: Income Tax Deduction Review 

 

Reviewer shall be able to perform the following activities from the Review Page. 

• Click on  to view the action taken on the request.  

• Click on  to upload the supportive document/add the column to 
upload document. 

• Click on  to review the request, the request will be forwarded to the 
approver’s landing  
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• Click on  to revert the request back to the initiator, this request will be 
listed in the landing page of Initiator. 

•  Click on  to navigate back to the Reviewer landing screen. 

4.10.7 Income Tax Deduction Approver Landing 

Reviewer clicks on  as shown in Figure 4-44, the request will be listed in 
Approver’s Landing Page as shown in Figure Below 

 

 
Figure 4-45: Income Tax Deduction Approver Landing 

Click on as shown in Figure 4-45, to land on Approve request as shown in Figure 4-
46. 

 

4.10.8 Income Tax Deduction Approve 
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Figure 4-46: Income Tax Deduction Approve 

Approver shall be able to perform the following activities from the Approve Page. 

• Click on  to view the action taken on the request  

• Click on  to upload the supportive document/add the column to 
upload document. 

• Click on  to approve the request, and a success message will be 
shown. 

• Click on  to reject the request back to the initiator, this request will be 
listed in the landing page of Initiator with “Rejected” status. 

•  Click on  to navigate back to the Approver landing screen as. 
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Figure 4-47: Income Tax Deduction Approval Successful 

4.10.9 View Action History 

Click on  as shown in Figure 4-44 and 4-46, to navigate to View 
Action History page as shown in Figure 4-48. 

 
Figure 4-48: Action History 

 

HRMS administrator shall be able to perform the following activities from Action 
History page: 
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• Click on to apply the available filters.  

• Click on to view the particular detail of the record as shown in Figure 4-
49. 

 

 
Figure 4-49: Action History View 

 

4.11 Income Tax Return Master- Income Tax Exemption Section 
10 

This process is used for Tax calculator Master data creation. In this process limit will be 
defined pertaining to the Deduction Chapter VI A (80 C, Other 80s sections), Exemption 
Section 10, HRA and Other Income Section 24. 

Also, this Process is to be used for Income Tax declaration under each of the above (80 C, 
HRA & Other Income) sections and calculates the tax projection, Form 12 B and actual tax 
form 16 as when required. 

This process will also be used for capturing the previous employer Form 12 B details in 
case of new Joiner. 
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System will facilitate Manager Bill(s) for defining the Tax Calculator Master as & when 
policy changed. 

4.11.1 Navigation 
Left Navigation: Payroll >>Masters >> Income Tax Return Master >> Exemption Section 
10 

 

4.11.2 Landing Page 
HRMS administrator shall traverse the navigation as mentioned in Section 4.11.1 to 
reach the Landing Page as shown in below 

 
Figure 4-50: Income Tax Exemption Section 10 Landing 

 

HRMS administrator shall be able to perform the following activities from the landing 
page: 

• Click on to apply the available filters.  

• Click on to export the table records in Excel or CSV as per table 
columns. 

• Click on to enter a search query that shall 
search the table records. 

• Click on  to sort the table records in ascending order or descending order of 
entries. 

• Click on to navigate table records 
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• Click on to view the particular detail of the record 

4.11.3 Add Income Tax Exemption Section 10 

Click on  to open the Add Income Tax Section as 
shown in Figure below 

 

 
Figure 4-51: Add Income Tax Exemption Section 10 Chapter  

 
4.11.4 Edit Income Tax Exemption Section 10 

Click on to open Edit Income Tax Income Tax Exemption Section 10 as shown in Figure 
below 
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Figure 4-52: Edit Income Tax Exemption Section 10 

 

Enter the details and click on  for updating the existing record in the table. 

4.11.5 Income Tax Exemption Section 10 Reviewer Landing 
 
The request will be listed in the Reviewer landing screen as shown in Figure 4-53 
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Figure 4-53 Income Tax Income Tax Exemption Section 10 Reviewer Landing 

Click on as shown in Figure 4-53, to land on Review Income Tax Section request as 
shown in Figure 4-54. 

4.11.6 Income Tax Exemption Section 10 Review 
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Figure 4-54: Income Tax Exemption Section 10 Review 

 
Figure 4-54(1): Income Tax Exemption Section 10 Review successful 
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Reviewer shall be able to perform the following activities from the Review Page. 

• Click on  to view the action taken on the request.  

• Click on  to upload the supportive document/add the column to 
upload document. 

• Click on  to review the request, the request will be forwarded to the 
approver’s landing  

• Click on  to revert the request back to the initiator, this request will be 
listed in the landing page of Initiator. 

•  Click on  to navigate back to the Reviewer landing screen. 

4.11.7 Income Tax Exemption Section 10 Approver Landing 

Reviewer clicks on  as shown in Figure 4-54, the request will be listed in 
Approver’s Landing Page as shown in Figure Below 

 

 
Figure 4-55: Income Tax Exemption Section 10 Approver Landing 

Click on as shown in Figure 4-55, to land on Approve request as shown in Figure 4-
56. 

 

4.11.8 Income Tax Exemption Section 10 Approve 
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Figure 4-56: Income Tax Exemption Section 10 Approve 

Approver shall be able to perform the following activities from the Approve Page. 

• Click on  to view the action taken on the request  

• Click on  to upload the supportive document/add the column to 
upload document. 

• Click on  to approve the request, and a success message will be 
shown. 

• Click on  to reject the request back to the initiator, this request will be 
listed in the landing page of Initiator with “Rejected” status. 

•  Click on  to navigate back to the Approver landing screen as. 
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Figure 4-57 Income Tax Exemption Section 10 Approval Successful 

4.11.9 View Action History 

Click on  as shown in Figure 4-54 and 4-56, to navigate to View 
Action History page as shown in Figure 4-58. 

 
Figure 4-58: Action History 

 

HRMS administrator shall be able to perform the following activities from Action 
History page: 

• Click on to apply the available filters.  
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• Click on to view the particular detail of the record as shown in Figure 4-
59. 

 

 
Figure 4-59: Action History View 

 

4.12 Income Tax Return Master- Other Income - Section 24 
This process is used for Tax calculator Master data creation. In this process limit will be 
defined pertaining to the Deduction Chapter VI A (80 C, Other 80s sections), Exemption 
Section 10, HRA and Other Income Section 24. 

Also, this Process is to be used for Income Tax declaration under each of the above (80 C, 
HRA & Other Income) sections and calculates the tax projection, Form 12 B and actual tax 
form 16 as when required. 

This process will also be used for capturing the previous employer Form 12 B details in 
case of new Joiner. 

System will facilitate Manager Bill(s) for defining the Tax Calculator Master as & when 
policy changed. 
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4.12.1 Navigation 
Left Navigation: Payroll >>Masters >> Income Tax Return Master >> Other Income - 
Section 24 

 

4.12.2 Landing Page 
HRMS administrator shall traverse the navigation as mentioned in Section 4.12.1 to 
reach the Landing Page as shown in below 

 
Figure 4-60: Other Income - Section 24 Landing 

 

HRMS administrator shall be able to perform the following activities from the landing 
page: 

• Click on to apply the available filters.  

• Click on to export the table records in Excel or CSV as per table 
columns. 

• Click on to enter a search query that shall 
search the table records. 

• Click on  to sort the table records in ascending order or descending order of 
entries. 

• Click on to navigate table records 

• Click on to view the particular detail of the record 
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• Click on to edit an existing Query/Request 

 

4.12.3 Add Other Income - Section 24 

Click on  to open the Add Other Income - Section 24 as 
shown in Figure below 

 

 
Figure 4-61: Add Income Other Income - Section 24 

 
4.12.4 Edit Other Income - Section 24 

Click on on request/ query to open Edit Other Income - Section 24 as shown in Figure 
below 
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Figure 4-62: Edit Other Income - Section 24 

 

Enter the details and click on  for updating the existing record in the table. 

4.12.5 Other Income - Section 24 Reviewer Landing 
 
The request will be listed in the Reviewer landing screen as shown in Figure 4-63 
 

 
Figure 4-63 Other Income - Section 24 Reviewer Landing 
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Click on as shown in Figure 4-63, to land on Review Income Tax Section request as 
shown in Figure 4-64. 

4.12.6 Other Income - Section 24 Review 
 

 
Figure 4-64: Other Income - Section 24 Review 

 
Figure 4-64 (1): Other Income - Section 24 Review successful 
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Reviewer shall be able to perform the following activities from the Review Page. 

• Click on  to view the action taken on the request.  

• Click on  to upload the supportive document/add the column to 
upload document. 

• Click on  to review the request, the request will be forwarded to the 
approver’s landing  

• Click on  to revert the request back to the initiator, this request will be 
listed in the landing page of Initiator. 

•  Click on  to navigate back to the Reviewer landing screen. 

4.12.7 Other Income - Section 24 Approver Landing 

Reviewer clicks on  as shown in Figure 4-64, the request will be listed in 
Approver’s Landing Page as shown in Figure Below 

 

 
Figure 4-65: Other Income - Section 24 Approver Landing 

Click on as shown in Figure 4-65, to land on Approve request as shown in Figure 4-
66. 

 

4.12.8 Other Income - Section 24 Approve 
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Figure 4-66: Other Income - Section 24 Approve 

Approver shall be able to perform the following activities from the Approve Page. 

• Click on  to view the action taken on the request  

• Click on  to upload the supportive document/add the column to 
upload document. 

• Click on  to approve the request, and a success message will be 
shown. 

• Click on  to reject the request back to the initiator, this request will be 
listed in the landing page of Initiator with “Rejected” status. 

•  Click on  to navigate back to the Approver landing screen as. 
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Figure 4-67: Other Income - Section 24 Approval Successful 

4.12.9 View Action History 

Click on  as shown in Figure 4-64 and 4-66, to navigate to View 
Action History page as shown in Figure 4-68. 
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Figure 4-68: Action History 

 

HRMS administrator shall be able to perform the following activities from Action 
History page: 

• Click on to apply the available filters.  

• Click on to view the particular detail of the record as shown in Figure 4-
69. 

 

 
Figure 4-69: Action History View 

 

4.13 Income Tax Return Master- Incometax HRA 
This process is used for Tax calculator Master data creation. In this process limit will be 
defined pertaining to the Deduction Chapter VI A (80 C, Other 80s sections), Exemption 
Section 10, HRA and Other Income Section 24. 
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Also, this Process is to be used for Income Tax declaration under each of the above (80 C, 
HRA & Other Income) sections and calculates the tax projection, Form 12 B and actual tax 
form 16 as when required. 

This process will also be used for capturing the previous employer Form 12 B details in 
case of new Joiner. 

System will facilitate Manager Bill(s) for defining the Tax Calculator Master as & when 
policy changed. 

 

 

4.13.1 Navigation 
Left Navigation: Payroll >>Masters >> Income Tax Return Master >> Incometax HRA 

 

4.13.2 Landing Page 
HRMS administrator shall traverse the navigation as mentioned in Section 4.13.1 to 
reach the Landing Page as shown in below 

 
Figure 4-70: Incometax HRA Landing 

 

HRMS administrator shall be able to perform the following activities from the landing 
page: 

• Click on to apply the available filters.  

• Click on to export the table records in Excel or CSV as per table 
columns. 



FCI HRMS 
User Manual Version 0.1 

Copyright © 2020 HRMS All Rights Reserved to FCI   Page 127 of 206 

• Click on to enter a search query that shall 
search the table records. 

• Click on  to sort the table records in ascending order or descending order of 
entries. 

• Click on to navigate table records 

• Click on to view the particular detail of the record 

• Click on to edit an existing Query/Request 

 

4.13.3 Add Incometax HRA 

Click on  to open the Add Incometax HRA as shown in Figure 
below 

 

 
Figure 4-71: Add Incometax HRA 

 
4.13.4 Edit Incometax HRA 

Click on on request/ query to open Edit Incometax HRA as shown in Figure below 
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Figure 4-72: Edit Incometax HRA 

 

Enter the details and click on  for updating the existing record in the table. 

4.13.5 Other Incometax HRA Reviewer Landing 
 
The request will be listed in the Reviewer landing screen as shown in Figure 4-73 
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Figure 4-73: Other Incometax HRA Reviewer Landing 

Click on as shown in Figure 4-73, to land on Review Income Tax Section request as 
shown in Figure 4-74. 

4.13.6 Incometax HRA Review 
 

 
Figure 4-74: Incometax HRA Review 
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Figure 4-74 (1): Incometax HRA Review successful 

 

Reviewer shall be able to perform the following activities from the Review Page. 

• Click on  to view the action taken on the request.  

• Click on  to upload the supportive document/add the column to 
upload document. 

• Click on  to review the request, the request will be forwarded to the 
approver’s landing  

• Click on  to revert the request back to the initiator, this request will be 
listed in the landing page of Initiator. 

•  Click on  to navigate back to the Reviewer landing screen. 

4.13.7 Incometax HRA Approver Landing 

Reviewer clicks on  as shown in Figure 4-74, the request will be listed in 
Approver’s Landing Page as shown in Figure Below 
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Figure 4-75: Incometax HRA Approver Landing 

Click on as shown in Figure 4-75, to land on Approve request as shown in Figure 4-
76. 

 

4.13.8 Incometax HRA Approve 
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Figure 4-76: Incometax HRA Approve 

Approver shall be able to perform the following activities from the Approve Page. 

• Click on  to view the action taken on the request  

• Click on  to upload the supportive document/add the column to 
upload document. 

• Click on  to approve the request and a success message will be 
shown. 

• Click on  to reject the request back to the initiator, this request will be 
listed in the landing page of Initiator with “Rejected” status. 

•  Click on  to navigate back to the Approver landing screen as. 
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Figure 4-77: Incometax HRA Approval Successful 

4.13.9 View Action History 

Click on  as shown in Figure 4-74 and 4-76, to navigate to View 
Action History page as shown in Figure 4-78. 
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Figure 4-78: Action History 

 

HRMS administrator shall be able to perform the following activities from Action 
History page: 

• Click on to apply the available filters.  

• Click on to view the particular detail of the record as shown in Figure 4-
79. 
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Figure 4-79: Action History View 

 

4.14 Payroll- Advance Master Request 
This process is used for Request, Review and approval of Computer, Vehicle and Festival 

 

 

4.14.1 Navigation 
Left Navigation: Payroll >>Masters >> Advance Master Request 

 

4.14.2 Landing Page 
HRMS administrator shall traverse the navigation as mentioned in Section 4.14.1 to 
reach the Landing Page as shown in below 
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Figure 4-80: Advance Master Request Landing 

 

HRMS administrator shall be able to perform the following activities from the landing 
page: 

• Click on to apply the available filters.  

• Click on to export the table records in Excel or CSV as per table 
columns. 

• Click on to enter a search query that shall 
search the table records. 

• Click on  to sort the table records in ascending order or descending order of 
entries. 

• Click on to navigate table records 

• Click on to view the particular detail of the record 

• Click on to edit an existing Query/Request 

 

4.14.3 Advance Master Request 

Click on  to open the Add Advance Master Request as shown in 
Figure below 
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Figure 4-81: Add Advance Master Request 

 
4.14.4 Edit Incometax HRA 

Click on on request/ query to open Edit Advance Master Request as shown in Figure 
below 

 
Figure 4-82: Edit Advance Master Request 

 

Enter the details and click on  for updating the existing record in the table. 

4.14.5 Advance Master Request Reviewer Landing 
 
The request will be listed in the Reviewer landing screen as shown in Figure 4-83 
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Figure 4-83: Advance Master Request Reviewer Landing 

Click on as shown in Figure 4-83, to land on Review Advance Master Request as shown 
in Figure 4-84. 

4.14.6 Advance Master Request Review 
 

 
Figure 4-84: Advance Master Request Review 
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Figure 4-84 (1): Advance Master Request Review successful 

 

Reviewer shall be able to perform the following activities from the Review Page. 

• Click on  to view the action taken on the request.  

• Click on  to upload the supportive document/add the column to 
upload document. 

• Click on  to review the request, the request will be forwarded to the 
approver’s landing  

• Click on  to revert the request back to the initiator, this request will be 
listed in the landing page of Initiator. 

•  Click on  to navigate back to the Reviewer landing screen. 

4.14.7 Advance Master Request Approver Landing 

Reviewer clicks on  as shown in Figure 4-84, the request will be listed in 
Approver’s Landing Page as shown in Figure Below 
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Figure 4-85: Advance Master Request Approver Landing 

Click on as shown in Figure 4-85, to land on Approve request as shown in Figure 4-
86. 

 

4.14.8 Advance Master Request Approve 
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Figure 4-86: Advance Master Request Approve 

Approver shall be able to perform the following activities from the Approve Page. 

• Click on  to view the action taken on the request  

• Click on  to upload the supportive document/add the column to 
upload document. 

• Click on  to approve the request and a success message will be 
shown. 

• Click on  to reject the request back to the initiator, this request will be 
listed in the landing page of Initiator with “Rejected” status. 

•  Click on  to navigate back to the Approver landing screen as. 

 
Figure 4-87: Advance Master Request Approval Successful 

4.14.9 View Action History 

Click on  as shown in Figure 4-84 and 4-86, to navigate to View 
Action History page as shown in Figure 4-88. 
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Figure 4-88: Action History 

 

HRMS administrator shall be able to perform the following activities from Action 
History page: 

• Click on to apply the available filters.  

• Click on to view the particular detail of the record as shown in Figure 4-
89. 
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Figure 4-89: Action History View 

 

 

4.15 Employee Salary Type (SRS_HRMS_PR_07) 
System will facilitate Manager Bill(s) to map the Employee Salary type for the further 
payroll processing. 

This process is mandatory to map the salary type before payroll/salary process because 
only that employee can get the salary that are mapped in this process. 

This process is used for employee salary type mapping when the requirements come from 
personal dept. like new designation, employee joining or deputation joining etc.  

4.15.1 Navigation 
Left Navigation: Payroll >> Transactions >> Employee Salary Type 

4.15.2 Landing Page 
HRMS administrator shall traverse the navigation as mentioned in Section 4.15.1 to 
reach the Employee Salary Type Transaction Landing Page as shown in Figure 4.90 
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Figure 4-90: Employee Salary Type Transaction 

HRMS administrator shall be able to perform the following activities from the landing 
page: 

• Click on to apply the available filters.  

• Click on to export the table records in Excel or CSV as per table 
columns. 

• Click on to enter a search query that shall 
search the table records. 

• Click on  to sort the table records in ascending order or descending order of 
entries. 

• Click on to navigate table records 

• Click on to map employee salary in the table as mentioned in Map 
Employee Salary 

• Click on to edit an existing Employee Salary in the table as mentioned in Edit 
Employee Salary 
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4.15.3 Edit Employee Salary  

Click on to open Edit Employee Salary as shown in Figure 4-91 

 
Figure 4-91: Edit Employee Salary  

Enter the details and click on  for updating the existing record in the table. 

4.15.4 Map Employee Salary  

Click on to open the Map Employee Salary as shown in Figure 4-92 

 

 
Figure 4-92: Map Employee Salary   
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Enter the details and click on as shown in Figure 4-92; the request will be 
listed in the Reviewer landing screen as shown in Figure 4-93 
 

 
Figure 4-93 Employee Salary Type Mapping successful 

 

4.16 Adhoc Transaction 
This process is used for Request, Review and approval of Adhoc Transaction 

 

 

4.16.1 Navigation 
Left Navigation: Payroll >> Transaction >> Adhoc Transaction 

 

4.16.2 Landing Page 
HRMS administrator shall traverse the navigation as mentioned in Section 4.16.1 to 
reach the Landing Page as shown in below 
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Figure 4-94: Adhoc Transaction Request Landing 

 

HRMS administrator shall be able to perform the following activities from the landing 
page: 

• Click on to apply the available filters.  

• Click on to export the table records in Excel or CSV as per table 
columns. 

• Click on to enter a search query that shall 
search the table records. 

• Click on  to sort the table records in ascending order or descending order of 
entries. 

• Click on to navigate table records 

• Click on to view the particular detail of the record 

• Click on to edit an existing Query/Request 

 

4.16.3 Adhoc Transaction Request 

Click on  to open the Add Adhoc Transaction Request as shown 
in Figure below 
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Figure 4-95: Add Adhoc Transaction Request 

• Click on to upload bulk data/Request.  

• For Single Request fill the data and click  

 
 
4.16.4 Edit Incometax HRA 

Click on on request/ query to open Edit Adhoc Transaction Request as shown in Figure 
below 
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Figure 4-96: Edit Adhoc Transaction Request 

 

Enter the details and click on  for updating the existing record in the table. 

4.16.5 Adhoc Transaction Request Reviewer Landing 
 
The request will be listed in the Reviewer landing screen as shown in Figure 4-97 
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Figure 4-97: Adhoc Transaction Request Reviewer Landing 

Click on as shown in Figure 4-97, to land on Review Adhoc Transaction Request as 
shown in Figure 4-98. 

4.16.6 Adhoc Transaction Request Review 
 

 
Figure 4-98: Adhoc Transaction Request Review 
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Figure 4-98 (1): Adhoc Transaction Request Review successful 

 

Reviewer shall be able to perform the following activities from the Review Page. 

• Click on  to view the action taken on the request.  

• Click on  to upload the supportive document/add the column to 
upload document. 

• Click on  to review the request, the request will be forwarded to the 
approver’s landing  

• Click on  to revert the request back to the initiator, this request will be 
listed in the landing page of Initiator. 

•  Click on  to navigate back to the Reviewer landing screen. 

4.16.7 Adhoc Transaction Request Approver Landing 

Reviewer clicks on  as shown in Figure 4-98, the request will be listed in 
Approver’s Landing Page as shown in Figure Below 
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Figure 4-99: Adhoc Transaction Request Approver Landing 

Click on as shown in Figure 4-99, to land on Approve request as shown in Figure 4-
100. 

 

4.16.8 Adhoc Transaction Request Approve 
 

 
Figure 4-100: Adhoc Transaction Request Approve 

Approver shall be able to perform the following activities from the Approve Page. 
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• Click on  to view the action taken on the request  

• Click on  to upload the supportive document/add the column to 
upload document. 

• Click on  to approve the request and a success message will be 
shown. 

• Click on  to reject the request back to the initiator, this request will be 
listed in the landing page of Initiator with “Rejected” status. 

•  Click on  to navigate back to the Approver landing screen as. 

 
Figure 4-101: Adhoc Transaction Request Approval Successful 

4.16.9 View Action History 

Click on  as shown in Figure 4-98 and 4-100, to navigate to View 
Action History page as shown in Figure 4-102. 
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Figure 4-102: Action History 

 

HRMS administrator shall be able to perform the following activities from Action 
History page: 

• Click on to apply the available filters.  

• Click on to view the particular detail of the record as shown in Figure 4-
103. 
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Figure 4-103: Action History View 

4.17 Advance Request 
This process is used for Request, Review and approval of Computer, Vehicle and Festival 

 

 

4.17.1 Navigation 
Left Navigation: Payroll >>Transaction >> Advance>> Advance Request 

 

4.17.2 Landing Page 
HRMS administrator shall traverse the navigation as mentioned in Section 4.17.1 to 
reach the Landing Page as shown in below 
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Figure 4-104: Advance Request Landing 

 

HRMS administrator shall be able to perform the following activities from the landing 
page: 

• Click on to apply the available filters.  

• Click on to export the table records in Excel or CSV as per table 
columns. 

• Click on to enter a search query that shall 
search the table records. 

• Click on  to sort the table records in ascending order or descending order of 
entries. 

• Click on to navigate table records 
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• Click on to view the particular detail of the record 

• Click on to edit an existing Query/Request 

 

4.17.3 Advance Request 

Click on  to open the Add Advance Request as shown in 
Figure below 

 

 
Figure 4-105: Add Advance Request 

 
4.17.4 Edit Incometax HRA 

Click on on request/ query to open Edit Advance Request as shown in Figure below 
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Figure 4-106: Edit Advance Request 

 

Enter the details and click on  for updating the existing record in the table. 

4.17.5 Advance Request Reviewer Landing 
 
The request will be listed in the Reviewer landing screen as shown in Figure 4-107 
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Figure 4-107: Advance Request Reviewer Landing 

Click on as shown in Figure 4-107, to land on Review Advance Request as shown in 
Figure 4-108. 

4.17.6 Advance Request Review 
 



FCI HRMS 
User Manual Version 0.1 

Copyright © 2020 HRMS All Rights Reserved to FCI   Page 160 of 206 

 
Figure 4-108: Advance Request Review 
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Figure 4-108 (1): Advance Request Review successful 

 

Reviewer shall be able to perform the following activities from the Review Page. 

• Click on  to view the action taken on the request.  

• Click on  to upload the supportive document/add the column to 
upload document. 

• Click on  to review the request, the request will be forwarded to the 
approver’s landing  

• Click on  to revert the request back to the initiator, this request will be 
listed in the landing page of Initiator. 

•  Click on  to navigate back to the Reviewer landing screen. 

4.17.7 Advance Request Approver Landing 

Reviewer clicks on  as shown in Figure 4-108, the request will be listed in 
Approver’s Landing Page as shown in Figure Below 
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Figure 4-109: Advance Request Approver Landing 

Click on as shown in Figure 4-109, to land on Approve request as shown in Figure 
4-110. 

 

4.17.8 Advance Request Approve 
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Figure 4-110: Advance Request Approve 

Approver shall be able to perform the following activities from the Approve Page. 

• Click on  to view the action taken on the request  
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• Click on  to upload the supportive document/add the column to 
upload document. 

• Click on  to approve the request and a success message will be 
shown. 

• Click on  to reject the request back to the initiator, this request will be 
listed in the landing page of Initiator with “Rejected” status. 

•  Click on  to navigate back to the Approver landing screen as. 

 
Figure 4-111: Advance Request Approval Successful 

4.17.9 View Action History 

Click on  as shown in Figure 4-108 and 4-110, to navigate to View 
Action History page as shown in Figure 4-112. 
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Figure 4-112: Action History 

 

HRMS administrator shall be able to perform the following activities from Action 
History page: 

• Click on to apply the available filters.  

• Click on to view the particular detail of the record as shown in Figure 4-
113. 
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Figure 4-113: Action History View 

4.18 Advance Foreclosure 
This process is for the foreclosure Advance Request. 
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4.18.1 Navigation 
Left Navigation: Payroll >>Transaction >> Advance>>Advance Foreclosure 

 

4.18.2 Landing Page 
HRMS administrator shall traverse the navigation as mentioned in Section 4.18.1 to 
reach the Landing Page as shown in below 

 
Figure 4-114: Advance Foreclosure Landing 

 

HRMS administrator shall be able to perform the following activities from the landing 
page: 

• Click on to apply the available filters.  

• Click on to export the table records in Excel or CSV as per table 
columns. 



FCI HRMS 
User Manual Version 0.1 

Copyright © 2020 HRMS All Rights Reserved to FCI   Page 168 of 206 

• Click on to enter a search query that shall 
search the table records. 

• Click on  to sort the table records in ascending order or descending order of 
entries. 

• Click on to navigate table records 

• Click on to view the particular detail of the record 

• Click on to edit an existing Query/Request 

 

4.18.3 Advance Foreclosure Request 

Click on  to open the Add Advance Foreclosure as shown in 
Figure below 

 

 
Figure 4-115: Add Advance Foreclosure 
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4.18.4 Advance Foreclosure Reviewer Landing 

 
The request will be listed in the Reviewer landing screen as shown in Figure 4-116 
 

 
Figure 4-116: Advance Foreclosure Reviewer Landing 

Click on to Review Advance Foreclosure. 

Reviewer shall be able to perform the following activities from the Review Page. 

• Click on  to view the action taken on the request.  

• Click on  to upload the supportive document/add the column to 
upload document. 

• Click on  to review the request, the request will be forwarded to the 
approver’s landing  

• Click on  to revert the request back to the initiator, this request will be 
listed in the landing page of Initiator. 

•  Click on  to navigate back to the Reviewer landing screen. 

4.18.5 Advance Foreclosure Approver Landing 

Reviewer clicks on  and the request will be listed in Approver’s Landing Page 
as shown in Figure Below 
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Figure 4-117: Advance Foreclosure Approver Landing 

Click on  to Approve Advance Foreclosure. 

Approver shall be able to perform the following activities from the Approve Page. 

• Click on  to view the action taken on the request  

• Click on  to upload the supportive document/add the column to 
upload document. 

• Click on  to approve the request and a success message will be 
shown. 

• Click on  to reject the request back to the initiator, this request will be 
listed in the landing page of Initiator with “Rejected” status. 

•  Click on  to navigate back to the Approver landing screen as.  

Click on  to go to action History Page, HRMS administrator shall be able 
to perform the following activities from Action History page: 

• Click on to apply the available filters.  

• Click on to view the particular detail of the record. 
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4.19 Employee Cost Center 
This process is mandatory to map the salary type before payroll/salary process because 
only that employee can get the salary that are mapped in this process. 

This process is used for Employee Cost Center mapping when the requirements come 
from personal dept. like new designation, employee joining or deputation joining etc.  

4.19.1 Navigation 
Left Navigation: Payroll >> Transactions >> Employee Cost Center 

4.19.2 Landing Page 
HRMS administrator shall traverse the navigation as mentioned in Section 4.19.1 to 
reach the Employee Cost Center Transaction Landing Page as shown in Figure 4.118 

 
Figure 4-118: Employee Cost Center Landing 

HRMS administrator shall be able to perform the following activities from the landing 
page: 

• Click on to apply the available filters.  

• Click on to export the table records in Excel or CSV as per table 
columns. 

• Click on to enter a search query that shall 
search the table records. 

• Click on  to sort the table records in ascending order or descending order of 
entries. 

• Click on to navigate table records 

• Click on to map  
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• Click on to edit an existing Query/Request. 

• Click on to view the particular detail of the record 

 
4.19.3 Edit Employee Cost Center Request  

Click on to open Edit Employee Salary as shown in Figure 4-119 

 
Figure 4-119: Edit Employee Cost Center Request 

Enter the details and click on  for updating the existing record in the table. 

4.19.4 Map Employee Cost Center  

Click on to open the Map Employee Cost Center as shown in Figure 4-120 
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Figure 4-120: Map Employee Cost Center   

Enter the details and click on as shown in Figure 4-120. The Mapping will 
be done and a Mapped Successful message/Notification will be shown along with 
updated data.  
 

 
Figure 4-121 Employee Cost Center Mapping successful 
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4.20 Salary Arrears  
This process is used for Request, Review and approval of Salary Arrears. 

 

 

4.20.1 Navigation 
Left Navigation: Payroll >>Transaction >> Salary Arrears 

 

4.20.2 Landing Page 
HRMS administrator shall traverse the navigation as mentioned in Section 4.20.1 to 
reach the Landing Page as shown in below 

 
Figure 4-122: Salary Arrears Landing 

 

HRMS administrator shall be able to perform the following activities from the landing 
page: 

• Click on to apply the available filters.  

• Click on to export the table records in Excel or CSV as per table 
columns. 

• Click on to enter a search query that shall 
search the table records. 
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• Click on  to sort the table records in ascending order or descending order of 
entries. 

• Click on to navigate table records 

• Click on to view the particular detail of the record 

 

4.20.3 Salary Arrears 

Click on  to open the Add Salary Arrears as shown in Figure below 

 

 
Figure 4-123: Add Salary Arrears 

Enter the details and click on  for submit record in the table. 

 

4.20.4 Salary Arrears Reviewer Landing 
 
The request will be listed in the Reviewer landing screen as shown in Figure 4-124 
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Figure 4-124: Salary Arrears Reviewer Landing 

Click on as shown in Figure 4-124, to land on Review Salary Arrears as shown in Figure 
4-125. 

4.20.5 Salary Arrears Review 
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Figure 4-125: Salary Arrears Review 
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Figure 4-125 (1): Salary Arrears Review successful 

 

Reviewer shall be able to perform the following activities from the Review Page. 

• Click on  to view the action taken on the request.  

• Click on  to upload the supportive document/add the column to 
upload document. 

• Click on  to review the request, the request will be forwarded to the 
approver’s landing  

• Click on  to revert the request back to the initiator, this request will be 
listed in the landing page of Initiator. 

•  Click on  to navigate back to the Reviewer landing screen. 

4.20.6 Salary Arrears Approver Landing 

Reviewer clicks on  as shown in Figure 4-125, the request will be listed in 
Approver’s Landing Page as shown in Figure Below 
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Figure 4-126: Salary Arrears Approver Landing 

Click on as shown in Figure 4-126, to land on Approve request as shown in Figure 
4-127. 

 

4.20.7 Salary Arrears Approve 
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Figure 4-127: Salary Arrears Approve 

Approver shall be able to perform the following activities from the Approve Page. 

• Click on  to view the action taken on the request  

• Click on  to upload the supportive document/add the column to 
upload document. 

• Click on  to approve the request and a success message will be 
shown. 

• Click on  to reject the request back to the initiator, this request will be 
listed in the landing page of Initiator with “Rejected” status. 

•  Click on  to navigate back to the Approver landing screen as. 
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Figure 4-128: Salary Arrears Approval Successful 

4.20.8 View Action History 

Click on  as shown in Figure 4-125 and 4-127, to navigate to View 
Action History page as shown in Figure 4-129. 
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Figure 4-129: Action History 

 

HRMS administrator shall be able to perform the following activities from Action 
History page: 

• Click on to apply the available filters.  

• Click on to view the particular detail of the record as shown in Figure 4-
130. 
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Figure 4-130: Action History View 

4.21 Payroll Readiness 
 Use to check all if all the details need to process Payroll are correct. 

4.21.1 Navigation 
Left Navigation: Payroll >> Transactions >> Payroll Readiness 

4.21.2 Working 
HRMS administrator shall traverse the navigation as mentioned in Section 4.21.1 to 
reach the Payroll Readiness Transaction Landing Page as shown in Figure 4.131 
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Figure 4-131: Payroll Readiness  

HRMS administrator shall be able to perform the following activities from the landing 
page: 

• Click on to apply the available filters.  

• Click on to export the table records in Excel or CSV as per table 
columns. 

• Click on to enter a search query that shall 
search the table records. 

• Click on  to sort the table records in ascending order or descending order of 
entries. 

• Click on to navigate table records 
• Enter Remark in remark Box click Submit to send notification to them. 
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4.22 Stop Payment 
This process is use to stop salary of any employee. 

  

4.22.1 Navigation 
Left Navigation: Payroll >> Transactions >> Stop Payment 

4.22.2 Landing Page 
HRMS administrator shall traverse the navigation as mentioned in Section 4.22.1 to 
reach the Employee Cost Center Transaction Landing Page as shown in Figure 4.132 

 
Figure 4-132: Stop Payment Landing 

HRMS administrator shall be able to perform the following activities from the landing 
page: 
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• Click on to apply the available filters.  

• Click on to export the table records in Excel or CSV as per table 
columns. 

• Click on to enter a search query that shall 
search the table records. 

• Click on  to sort the table records in ascending order or descending order of 
entries. 

• Click on to navigate table records. 
 

 
4.22.3 Stop Payment Process 

• Check box to select employee and fill the time and reason and click 
Submit. 

• Enter the details and click on as shown in Figure 4-133.  
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Figure 4-133: Stop Payment Process   

Successful message/Notification will be shown. 
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Figure 4-134 Stop Payment Successful 

4.23 Absenteeism/Leave Statement 
This process is use to fetch statement of Absenteeism/Leave. 

  

4.23.1 Navigation 
Left Navigation: Payroll >> Transactions >> Absenteeism/Leave Statement 

4.23.2 Landing Page 
HRMS administrator shall traverse the navigation as mentioned in Section 4.23.1 to 
reach the Employee Cost Center Transaction Landing Page as shown in Figure 4.135 
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Figure 4-135: Absenteeism/Leave Statement Landing 

HRMS administrator shall be able to perform the following activities from the landing 
page: 

• Click on to apply the available filters.  

• Click on to export the table records in Excel or CSV as per table 
columns. 

• Click on to enter a search query that shall 
search the table records. 

• Click on  to sort the table records in ascending order or descending order of 
entries. 

• Click on to navigate table records. 
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4.23.3 Absenteeism/Leave Statement Process 
• Select employee and fill the time and reason and click Submit. 

• Enter the details and click on as shown in Figure 4-136.  
• Successful message/Notification will be shown. 
 

 
Figure 4-136: Absenteeism/Leave Statement Process   

 

4.24 Income Tax Declaration Approval  
This process is used for Income Tax Declaration Approval. 

 

 

4.24.1 Navigation 
Left Navigation: Payroll >>Transaction >> Income Tax Declaration Approval 

 

4.24.2 Landing Page 
HRMS administrator shall traverse the navigation as mentioned in Section 4.24.1 to 
reach the Landing Page as shown in below 
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Figure 4-137: Income Tax Declaration Approval Landing 

 

HRMS administrator shall be able to perform the following activities from the landing 
page: 

• Click on to apply the available filters.  

• Click on to export the table records in Excel or CSV as per table 
columns. 

• Click on to enter a search query that shall 
search the table records. 

• Click on  to sort the table records in ascending order or descending order of 
entries. 

• Click on to navigate table records 

• Click on to view the particular detail of the record 
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4.24.3 Income Tax Declaration Review 
 

• The Employee Income Tax Declaration Approver landing will have his Income 
Tax Declaration. 

• She/he can view it approve it by clicking  and decline it by clicking on   
as shown in Figure 4-138. 

• Employee can switch tab to view Income Tax Declaration under that Section. 

 
Figure 4-138: Income Tax Declaration Approval 

. 

4.25 Payroll processing  
This process is used for Checking Status of Payroll processing. 

 

4.25.1 Navigation 
Left Navigation: Payroll >>Transaction >> Payroll Processing 
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4.25.2 Landing Page 
HRMS administrator shall traverse the navigation as mentioned in Section 4.25.1 to 
reach the Landing Page as shown in below 

 
Figure 4-139: Payroll Processing Landing 

 

HRMS administrator shall be able to perform the following activities from the landing 
page: 

• Click on to apply the available filters.  

• Click on to export the table records in Excel or CSV as per table 
columns. 

• Click on to enter a search query that shall 
search the table records. 

• Click on  to sort the table records in ascending order or descending order of 
entries. 

• Click on to navigate table records 
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4.25.3 Payroll processing reconcile Status 
 
Check Status of the particular record under status column after applying filter 

and clicking   button 
 

 
Figure 4-140: Payroll Processing Status 

 
 

. 

4.26 Payroll processing reconcile 
This process is used for reconciling Status of Payroll processing. 

 

4.26.1 Navigation 
Left Navigation: Payroll >>Transaction >> Payroll Processing reconcile 

 

4.26.2 Landing Page 
HRMS administrator shall traverse the navigation as mentioned in Section 4.26.1 to 
reach the Landing Page as shown in below 
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Figure 4-141: Payroll Processing reconcile Landing 

 

HRMS administrator shall be able to perform the following activities from the landing 
page: 

• Click on to apply the available filters.  

• Click on to export the table records in Excel or CSV as per table 
columns. 

• Click on to enter a search query that shall 
search the table records. 

• Click on  to sort the table records in ascending order or descending order of 
entries. 

• Click on to navigate table records 

4.26.3 Payroll Processing reconcile 
 
Check Status of the particular record under status column after applying filter 

and clicking   button 
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Figure 4-142: Payroll Processing reconcile Status 

4.27 Payroll authorization 
This process is used for reconciling Status of Payroll processing. 

 

4.27.1 Navigation 
Left Navigation: Payroll >>Transaction >> Payroll authorization 

 

4.27.2 Landing Page 
HRMS administrator shall traverse the navigation as mentioned in Section 4.27.1 to 
reach the Landing Page as shown in below 
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Figure 4-143: Payroll authorization landing 

 

HRMS administrator shall be able to perform the following activities from the landing 
page: 

• Click on to apply the available filters.  

• Click on to export the table records in Excel or CSV as per table 
columns. 

• Click on to enter a search query that shall 
search the table records. 

• Click on  to sort the table records in ascending order or descending order of 
entries. 

• Click on to navigate table records 

4.27.3 Payroll authorization 
 

• Check box to select employee. 

• Enter Remarks in . 

• And click  
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Figure 4-144: Payroll authorization 

 
 

 
Figure 4-145: Payroll authorization Success 

4.28 Other Payment-Advances 
This process is used checking Advance taken by employee and generate Bank Statement 
Report and Invoice Report. 

 

4.28.1 Navigation 
Left Navigation: Payroll >>Transaction >> Other Payment>>Advances 
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4.28.2 Landing Page 
HRMS administrator shall traverse the navigation as mentioned in Section 4.28.1 to 
reach the Landing Page as shown in below 

 
Figure 4-146: Other Payment-Advances landing 

 

HRMS administrator shall be able to perform the following activities from the landing 
page: 

• Click on to apply the available filters.  

• Click on to export the table records in Excel or CSV as per table 
columns. 

• Click on to enter a search query that shall 
search the table records. 
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• Click on  to sort the table records in ascending order or descending order of 
entries. 

• Click on to navigate table records 

4.28.3 Other Payment-Advances 
 

• Click on to apply the available filters. 

• Check box to select Record. 
• Click Process to get Reports 

• Click  whichever you need.  

 

 
Figure 4-147: Other Payment-Advances authorization 
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Figure 4-148: Other Payment-Advances Success 

 
 

4.29 Other Payment- Leave Encashment 
This process is used for Leave Encashment. 

 

4.29.1 Navigation 
Left Navigation: Payroll >>Transaction >> Other Payment>> Leave Encashment 

 

4.29.2 Landing Page 
HRMS administrator shall traverse the navigation as mentioned in Section 4.29.1 to 
reach the Landing Page as shown in below 
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Figure 4-149: Other Payment- Leave Encashment landing 

 

HRMS administrator shall be able to perform the following activities from the landing 
page: 

• Click on to apply the available filters.  

• Click on to export the table records in Excel or CSV as per table 
columns. 

• Click on to enter a search query that shall 
search the table records. 

• Click on  to sort the table records in ascending order or descending order of 
entries. 

• Click on to navigate table records 

4.29.3 Other Payment-Advances 
 

• Click on to apply the available filters. 
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• Check box to select Record. 
• Click Process to get Reports 

• Click  whichever you need.  

 
Figure 4-150: Other Payment- Leave Encashment 
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Figure 4-151: Other Payment- Leave Encashment 

4.30 Reports-Salary Slip  
This process to generate Salary Slip.  

4.30.1 Navigation 
Left Navigation: Payroll >> Reports>>Salary Slip & Other payroll report>> Salary Slip 

 

4.30.2 Landing Page 
HRMS administrator shall traverse the navigation as mentioned in Section 4.30.1 to 
reach the Landing Page as shown in below 



FCI HRMS 
User Manual Version 0.1 

Copyright © 2020 HRMS All Rights Reserved to FCI   Page 205 of 206 

 
Figure 4-152: Salary Slip landing 

 

4.30.3 Salary Slip Process 
 

• Select Month-Year of the salary slip. 

• Click on to apply. 
• Salary Slip is generated. 

• Click to download 
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Figure 4-153: Salary Slip Generated 
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