1) EMPLOYEE:

Employee of any Institution is divided according to the various departments like one who
teaches subjects and other who maintains the accounts and other details. Various forms of
employee modules are divided according to the employee’s designation.

The following forms come under the EMPLOYEE module:

3.1) Attendance Authentication:

Purpose: At times it does happen that an employee has to leave early due to some reason or
he arrives late. In this case the change in his schedule is automatically registered in the
system (Depending upon the attendance capturing mechanism) but the reporting authority
needs to authenticate such a change. Such authentications are performed in this page.
Procedure:

How to authenticate an attendance?

1.1)  Goto the “EMPLOYEE” module.

1.2)  Select the “ATTENDANCE AUTHENTICATION” form.

1.3)  Search the respective employee(s).

1.4) Click on “Select”, a new window appears displaying the complete details of the
employee.

1.5) Enter a “Remark” and either authenticate or revert the attendance details. In case

you want to work on a specific record later you can skip it by clicking on the “Ask me
later” button.
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IMPORTANT: The moment you “Authenticate or “Revert” the record of an employee, the
details will automatically disappear from the list

3.2) Attendance Daily Entry:

Purpose: This form helps an employee to mark his daily attendance.
Procedure:

How can an employee mark the daily attendance?

1.1)  Goto the “EMPLOYEE” module.

1.2) Select the “ATTENDANCE DAILY ENTRY” form.

1.3) Enter employee code in the employee code tab and click on show.
1.4) Attendance will be marked and showed.

SIMWEB EMPLOYEE MODULE
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3.3) Attendance Monthly Entry:

Purpose: This Form helps to mark and check the monthly attendance of the employees.

Procedure:

How can an employee mark the monthly attendance?

1.1)  Goto the “EMPLOYEE” module.

1.2)  Select the “ATTENDANCE MONTHLY ENTRY” form.

1.3) To mark the attendance of single employee, select the college, employee code, date
from and date to and click on “Show” button. To mark the attendance of employee’s
department wise select college, department, designation, date from and date to and
click on “Show” button.

1.4) List of employee appears; we can mark the attendance of the employee whose
attendance is missing or leaves etc. and click on “Save” button to save the attendance
of the employee.
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Monthly Attendance
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3.4) Employee Official Data Change:

Purpose: Periodic appraisals are an important part of the employee lifecycle and there are

specific changes made in the package of an employee accordingly. In this form we make the

required changes and define a date from which the changes will take place.

Procedure:

How to make changes in records of an employee?

1.1)  Goto the “EMPLOYEE” module.

1.2)  Select the “EMPLOYEE OFFICIAL DATA CHANGE” form.

1.3)  Search the respective employee.

1.4) Select the type of changes you would like to make in the package masters from the
“Employees Packages” dropdown.

1.5) Select the New packages accordingly.

1.6)  Select the Effective date from which you want the changes to take effect and click on
“Save”.

SIMWEB EMPLOYEE MODULE EMPLOYEE OFFICIAL DATA CHANGE FORM
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3.5) Employee Professional Detail:

Purpose: An employee’s achievement can work like a booster for the institutions image in
the academic world hence It is imperative for the institution to be aware of an employee’s
achievements in terms of academics or professional life.

In this form we cannot only gather the information regarding achievements, awards &
recognition of an employee but can also keep a track of any seminars that the employee has
attended or any expenses incurred by the institution for facilitation of the employee.

Procedure:

How to update or enter new details?

1.1)  Goto the “EMPLOYEE” module.

1.2)  Select the “EMPLOYEE PROFESSIONAL DETAIL” form.

1.3)  Search the respective employee.

1.4) In case of a new employee add the achievements in the respective fields under the
relevant heads OR click on “Insert” reward enter any new achievement or awards etc
accordingly.

1.5) Click on “Save” to save records or “Delete” to delete the entire record.

SIMWEB EMPLOYEE MODULE EMPLOYEE PROFESSIONAL DETAILS FORM
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3.6) Leave Apply:

Purpose: This form enables the employee to apply for a leave, view his leave detail history,

cancel a leave and convert his leave to a different leave type.

Procedure:

How can you apply for a leave?

1.1)  Goto the “EMPLOYEE” module.

1.2)  Select the “Leave Apply” form.

1.3)  Click the “New Entry” button.

1.4) Fill the mandatory field. Select the Leave type, Period and faculty
(Substitute at his/ her place).

1.5)  Click the “Save” Button.

SIMWEB EMPLOYEE MODULE LEAVE APPLY
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3.7) Leave Sanction:

Purpose: Unapproved leaves directly impact the salary calculation process. Hence it is

important that all leaves be Approved/Rejected. In this page any pending leaves applied by

the employee are displayed automatically as it is mapped with the supervisor of the

employee.

Procedure:

1.1)  Goto the “EMPLOYEE” module.

1.2)  Select the “LEAVE SANCTION” form.

1.3) Select the employee who is been substituted at the place of the employee who applies
the leave. The substitute will forward to the H.O.D. of the Department.

1.4) Then the H.O.D. will forward to the Director or sanction the leave to the employee
who has applied the leave. Whereas, H.O.D. forwards the leave to the Director then
Director sanctions the leave of the employee.

SIMWEB EMPLOYEE MODULE LEAVE SANCTION
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Approve Selected Application

Employee leave summary
Employee Lecture Status
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3.8) Opening Remaining Leave:

Purpose: A leave quota is mapped with every employee payroll and if at any point an
employee wants to check his leave balance he can do it on this page.

Procedure:

1.1)  Goto the “EMPLOYEE” module.

1.2)  Select the “OPENING REMAINING LEAVE” form.

1.3)  Select the employee code and click the “Show” button, list appears on the page.

1.4) Fill the remaining leaves and leave as on date.

1.5)  Click the “Update” button.

SIMWEB EMPLOYEE MODULE OPENING REMAINING LEAVE
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3.9) Salary Calculation:

Purpose: This form is used to calculate the employee salary every month on the basis of
employee’s attendance and Leave.

Procedure:
How to calculate the EMPLOYEE SALARY?

1.1)  Goto the “EMPLOYEE” module.

1.2)  Select the “SALARY CALCULATION” form.

1.3) Select the parameters according to salary calculation (College Name, Department,
Teach, Non-Teach etc.)

1.4) Select the Salary Month.

1.5)  Click the “Calculate” Button.

1.6)  Select the Employee Salary record.

1.7)  Click the “Save” Button for save the salary.

EMPLOYEE MODULE » SALARY CALCULATION
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How to Freeze /Un-freeze the Salary?
To Freeze salary means no body can make any change in the salary.
To Un-Freeze the salary means changes can be made in the salary and it can be disbursed.

1.1)  Select the parameters to show the Saved salary structure (College Name,
Department, Teach, Non-Teach etc.)

1.2)  Select the Salary Month and “Take save data from selected month”.

1.3)  Click the “Show” Button.

1.4) Select the Employee Salary record.

1.5)  Click the “Freeze” Button.

1.6) If, you want to un-freeze the salary, click on “Un-freeze” Button.

o @ Logout 5y Home
4=| Salary Calculation
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How to Hold /Un-Hold the Salary?

Hold the salary means no payments can be made against the salary of a particular
employee.

Un Holding the salary means salary can be released.

1.1)  Select the parameters to show the Saved salary (College Name, Department, Teach,
Non-Teach etc.)

1.2)  Select the Salary Month and “Take save data from selected month”.

1.3)  Click the “Show” Button.

1.4) Select the Employee Salary record.

1.5)  Click the “Hold” Button.

1.6) If you want to un-hold the salary click on “Un-Hold” Button.

@ Logout £ Home
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How to make the Journal Voucher of Employee Salary?

1.1)  Select the parameters to show the Saved salary (College Name, Department, Teach,
Non-Teach etc.)

1.2)  Select the Salary Month and “Take save data from selected month”.

1.3)  Click the “Show” Button.

1.4) Select the Employee Salary record.

1.5) Click the “Make A/C JV” Button.

1.6) Click the “OK” button to confirm the transfer.

& Logout % Home

Salary Calculation
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How to make changes in Salary Data?

1.1)  Go to the “Salary Change” tab.

1.2)  Select the parameters to show the Saved salary (College Name, Department, Teach/
Non-Teach etc.)

1.3) Select the Salary Month and “Take save data from selected month”.

1.4) Select the Salary Head in which data is to be changed.

1.5)  Click the “Show” Button.

1.6) Enter the changed amount in “Payable Amount” column.

1.7)  Click the “Salary Change” Button.

Department g Designatian g |
0 EmpMeme o EmpCod g ' Save Change I
Sialary Head g, Salary Date | uly 2013 D TEamD Mon Teach Take save data from selected man @

Empla I ry Change e\/

Employee Code Employee name Farticulars Oue Amaount Payable Amount

ENNACCH35 KAFIL AGARWAL Basic 5ala 1,935.00 1335

ENNACCS1 hIAH) MITTAL e ' 1,45200 1452 @

ENMACCES MANISH KUMAR GCEL Basic Salary 1,796.00 1786

ENNNTE2 SANJAY KUMAR Basic Salary 547.00 547

ENNACCES VIAY KUMAR AGARWAL Basic Salary 272800

How to disburse the employee salary?

1.1)  Go to the “Salary Disbursement” tab.

1.2) Select the parameters show the Saved salary (College Name, Department,
Teach/Non-Teach etc.)

1.3)  Select the Salary Month and “Take save data from selected month”.

1.4) Click the “Show” Button.

1.5)  Click the check box “Paid by Salary Cheque” for salary transfer directly into account.

1.6)  Fill all the detail (Bank Name, Cheque Number, amount and Date).

1.7)  Click the “Save Change” Button.

Salary Calculation

.

Calculate Salary  3alar Change ReRELIENIE:UEIE Hake Account Entry
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You want to disburse the salary to employee through cash or individual cheque.

1.1)  Go to the “Salary Disbursement” tab.

1.2) Select the parameters to show the Saved salary (College Name, Department,
Teach/Non-Teach etc.)

1.3) Select the From Date and “Take save data from selected month”.

1.4) Click the “Show” Button.

1.5) Select the Mode and fill the detail in grid column.

1.6)  Click the “Save Change” Button.

Calculate Salary  Sala Q salary Disbursement I Make Account Entry

show |1
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How to make the Account entry of employee salary?

1.1)  Go to the “Make Account Entry” tab.

1.2) Select the parameters to show the Saved salary (College Name, Department,
Teach/Non-Teach etc.)

1.3)  Select the Date Range in which salary has been disbursed.

1.4) Click the “Pending Entry” Only.

1.5) Click the “Show” Button.

1.6)  Select the Record.

1.7)  Click the “Make Acc entry” Button.

Salary Calculation Q
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5 records has been saved

°> successfully..

3.10) Salary Calculation (Manual Entry):
Purpose: This form is used to save the fixed amount in salary head for particular month
and used at the time of salary calculation.

Procedure:

How to enter the amount in particular salary head?

1.1) Go to the “EMPLOYEE” module.

1.2) Select the “SALARY CALCULATION (Manual Entry)” form.

1.3) Select the parameters (College Name, Department, Teach, Non-Teach etc.)
1.4) Select the Salary Head.

1.5) Select the Salary Month.

1.6) Click the “Show” Button.

1.7) Select the Employee Salary record and enter the amount.

1.8) Click the “Save” Button.

SIMWEB EMPLOYEE MODULE

Finance Admin Employee Fee Hostel Inventory Library Mess Student

Employee {Quick Links [l Transactional | Populate [ Master
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o

Calculatz Salary(Manual Entry)

Employee Heed Salary °) Total 5 racord(s| found..! ]

E Empoyee Code Emplovee name Department Designation Payable Amount
ENNMACCIEE  {APIL AGARWA. | ACCOUNTANT

ERNACCE41 VIBHI MITTAL

ENMACCEE WAHNIZH <UMAR GOEL

EHNNTE2 SANJAY <IUMAR ) ATTZHLENT

ENNACCE: VIIAY ELIAR AGARWAL AL MANAZ=ZR ACCOUNTS

If you want to copy the same data of particular head from previous month to current month,
follow the above 6 step and

1.1) Select the parameters (College Name, Department, Teach, Non-Teach etc.)

1.2) Select the Salary Head.

1.3) Select the Salary Month.

1.4) Click the “Show” Button.

1.5) Select the Employee Salary record.

1.6) Click the “Copy From” Button.

1.7) Message box display and select the month from where you want to get the data.
1.8) Click the “Final Copy” button.

C’GI{'QE|SGIT | Desertment [, oo e

Pasege|  |@  Emptame @, Salay Head[ps Copy From 1
Smp Code |_L Salary Menth | ;2073 DTumDNcn Teach

Employee Hezd Salary Total 5 record(s) found..!!
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- )

Copy From I'
Menth | jul 2013 [« ] Q

Final Copy

)

If you want to delete a record, follow the above 5 step and click on “Delete” button. A
message box will appear for confirmation. Click on “OK” button to delete the record.

Calculate Salary{Manual Entry)

cole st | O |0, Dewee @
o — I e— T |
Emp Code L1 Selay Menth |y 2013 7] Teach[7] Mon Teach

Employes Head Salary

Empoyee Code Employes name

ENNACCEIS KAP L AGARWAL

ENNACCEH1 MAHI MITTAL

EMMNTEZ SAMIAT FEUMAR

v
¥
7 ENMACCES  MANISH KUMAR GDEL
v
¥

ENNACCES WVIAY KUMAR AGARWAL

3.11) Employee Entry:

Purpose: To Create and Update the Employee Details.

Procedure:

1.1)  Go to the “EMPLOYEE” module.

1.2)  Select the “EMPLOYEE ENTRY” form.

1.3)  Click the “New Entry” Button.

1.4) Fill all the mandatory fields in the form and select the status, employee type, package
details, etc. as per the requirements of the form.

1.5)  Click the “Save” button which will generate a new employee code for that particular
employee.

SIMWEB EMPLOYEE MODULE EMPLOYEE ENTRY

Finance Admjg =~ Employee Fee Hostel Inventory Library Mess Student

L)

Employee Quick Links W Transacticnal [ Populate [ Master

News . . .
ﬁ Atrendance Authentication Opening Remaining Leaves

News Content

AYS
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o

Sl EE s Qualification  Experience Search  Search Result

R =

Persanal Information Official Information Emp Phato

Salutation First Name IMiddle Name Last Name Cellege} g0 Emp Code
a‘«mpluyee mu\fishant || || Patil I}epartment H.0.0. [T Teaching [ KMJ
el [ mwn o [ B NO
Motherf s, [ ]| sushma I | Patil Jaining On @ ”’,:_7: A ﬂ’lﬂ"

Date of Birth | pj07/1975 | Gender| Male E| Eload Group Ij Status @I i\ .

VatalSistsfvaries [o] 20M| | Spouse [ ] e ool soares  [x] PR Te (R [5]
Religien # Category | Genesal [«]
Caste @1 5ubmg| 4 Weexly OF |7 sun [T Mon [7] Tue [ wed [ Thu [7] Fri[] Sat

Basic Salary| I i Bank &Aoo Mo

Empl. Quota | SubQunta| a ic 25000 . Consclidated nk Ace. |:|
Bank Na

Mobile +31 | Emp ShortName T eme

Eail | o Eail | Momines] |Z| Mominee Name|

Specialization In

Aadhaar No | Fassport No |

FAN Package Details

| Bl hb| Packzoe Details

| Fhysically Hardicapped Timing

5109 20 tz 0550005301730 IR Show Detail

Salary | [N 3
Permanent Address T | EASIC+HRATNITA ESLWITH2UT Dh{‘i-)llﬂ—ie-g Skow Detal

Address Loz Leave | EavE NON VACT ON 3TAF Show Detal

Faichsieel Pert .
Green Gity Pent Skow Detall

Ciy 3 Stete . -
New Celhi | Delh Feimbse Srow Detall
e Seuniry g g

Current Addy=z=

Loan Show Detall

Address by mployee Leave Sanction Authorities

Faichsieel Pert _
Green Gity Level EmpHNzme Ema Cod2 Emp Japt EmaDesg A

ot stete oo I@ |4 [+ [antesirgna]  |EMHADMINGSZ | O. Regicirar OFf 2| Adm nistsion OFf H

Nen Delhi Seuniry g g

110053 _ancline No. +31 I:

Iﬁ Inzer: Row
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Personal Details: Saved
Qualification: Successfull

Publication: Successfull
Experience: Successfull

Unique

Employee-ID
Generated

lofficial Information

College Emp Code: 1m1492

H.00.D. [[] Teaching[[] KA

Department

Designation

Joining On |gqp7i2013

il

Status Working

Emp. TYRE | Salaricd Appt Type

How to edit an employee entry?

1.1)  If you know the employee code just enter it in the specific field which will in turn give
you the options to select the required employee.
1.2) Now you can make changes in the data & then Click on “Save”.

Aphl gl GG Oualification  Experience  Search  Search Result

Employes Code Employee Mame || |I

Press ** to
Search & Select

PAN

ESI M :
| :}l | Packzoe Deteils
FF Alchg Prysically Hardicapped - -
Azt | | Fr O Timing | 08 20 to 05:30(0%:20-17:32] Il Show Detail

Salary | C i

Fermanent Address /| BASIC-HRAWWIT ESI WIT-0UT Dat000-1e-[o | [RSTINEIET

_EAVE NON VACT ON STASF MR Skow Detail
™ T

Address |yy7 N Lesve

Patchsteel Part

— Pare |
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How to Delete an Employee entry?

1.1) Please follow above steps to search the desired data and Click on “Delete” Button.

New Entry Delete I Remark Entry

3.12) Employee Investment:

Purpose: This form helps to maintain the investment records of all the employees.

Procedure:

1.1)  Go to the “EMPLOYEE” module.

1.2) Select the “EMPLOYEE INVESTMENT” form.

1.3)  Click the “New Entry” Button.

1.4) Select the Employee code and financial year.

1.5) List will appear on the page, select the section, instrument name, invest date; amount
and you can also upload the documents related to it and then click on “Save” button.

SIMWEB EMPLOYEE MODULE EMPLOYEE INVESTMENT

Finanve Ay Employee  Fee Hoslel  Invenlory  Library  Mess  Studenl

Employcc @ Cuick Links W Tranzactional [ Poaulaze [ Master

n Attendance Authentication Opening Remaining Leaves
News Cuntent
Attendance Daily Entry Salary Calculation BAL INFOWAYS

Allendanee Yo thily Enuy Salary Caleulativn{Maniugl Erury)
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Ernpluree Corde [ Einp wes Narre EATCE1208 Dzl el | 2iyil Engitecring
I nancal Yesr I . College Designation | protessor

NiAw Amnant Has Arront

Sectian Ihstrumart Mame Under & _— Und. Invect Late Arrount Leails

———lnder Saction ___UndorHoac
pacc ﬁ [ue @ 10€030 100000 | [esormots | |zsooo | [seeven Deeme Palie |
por [«] [uma [«] [zomo0 RET | Jemormes | [1so00 ] | |

3.13) Department:

Purpose: The wuser can create and Update new Departments in this tab.

Procedure:

How to create a new department?

1.1)  Go to the “EMPLOYEE” module.

1.2) Select the “DEPARTMENT” form.

1.3) To create a new department click on new entry button towards the end of the page
which will show a blank form and the fields with red border are the mandatory fields.

1.4) After entering the mandatory fields click on “Save” button to save your changes.

SIMWEB EMPLOYEE MODULE DEPARTMENT FORM

Finance Admin Employee Fee Hostel Inventory Library Mess

Employee Qullck Links Transactional Fopulate
" " - FOWAYS

ﬂ Hews Attendance Authentication Cpening Remaining Lea

Bl o ™ o e
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()

s

l—

Department

Department | Chemistry Dept

Short Mame CHEM D

Cept. Type ':::'Ansdemic ':::' Non Academic

Academic Type ':::'N{m Teaching ':E'Teaming
Record(<) available in lizt 112
12312 -
B Tech (Chemical Engag.}
B tech (Mechanical Engg.) N
sports
slectronics and instrumeantation deptt.
B pharmacy
slectronics and communication dept.
Admin. - Accounts (AC)
Admn. - Construction
Adrmn.
Adrmn.
Admin. - Saecurity
sdmn. - Transport =
App. Sciences (Chem. Lab) Record Is inserted Success
App. Sciences (Physics Lab)

o 1

How to update an existing department?

1.1)  If you want to update the details of an existing department you will have to click on
the department to be updated and the details corresponding to it will be displayed.
1.2) Now you can update the details and click on “Save”.

“ecie B] peise |

Department | Chemistry Department

Sheott Mame  |cHEM D ‘

Dept. Type @ Academic DMon Academic
Academic Type Non Teaming':@'TE-aming
Recordis) available in list : 113
[y |
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Record Upd:

How to delete an existing department?

1.1) In order to delete a particular department just selects the department and click on
“Delete” button. The department will be deleted.

mﬂ/

3.14) Designation:

Purpose: The user can create and Update new Designation in this tab.

Procedure:

How to create a new designation?

1.1)  Goto the “EMPLOYEE” module.

1.2)  Select the “DESIGNATION” form.

1.3) To create a new designation click on “New Entry” button towards the end of the page
which will show a blank form and the fields with red border are the mandatory fields.

1.4) After entering the mandatory fields click on “Save” button.

WEBSIM EMPLOYEE MODULE DESIGNATION FORM

26| Page
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Finance Employee Fee Hostel Inventory Library Mess Student Transport Utilities

Quick Links B Tansactional WFopulate [l Master °
N—

Attendance Authentication Opening Remaining Leaves Dzsignation

News

NewsContent
Attendance Daily Entry salary Calculation List of Holidays

Attendance Monthly Entry Salary Calculation(Manual Enery) Packages Definition

Employee Official Data Change Employee Entry Payroll Setup

[ “ew Eriry ||| edit [l Oeletc Wl prict |

Designation

Designation [giore Manager

Short Hame |lspa

Can Sanction Leaves
Can Sanction Loans
D Department Wise

Max. Mo of employess per dept (0 for unlimited) ‘|

Record(s) available in list : 531

Ihdgfjs

Frofessaor Chem
H.G D. (Mechanical Engg.)
sports teacher
senior lecturer El
pharmacy profession
ec |lecturer

lecturer 1

manager -

asstt manager 2
manage

assistant manager
SG BELDAR

3.15) List of Holidays:

Purpose: This form helps to maintain the Holidays of the employees according to their

Department & Designations.

Procedure:

1.1)  Goto the “EMPLOYEE” module.

1.2)  Select the “LIST OF HOLIDAYS” form.

1.3)  Click the “New Entry” Button at the Bottom of the page. Which will give a blank form
with Mandatory Fields with Red outlines.

1.4) Fill the Holiday name with start date, end date and in the “Apply on” field select the
desired option. If you select “All”, holiday will be applied on all the employees

27| Page

WEBSIM EMPLOYEE MODULE LIST OF HOLIDAYS a8
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whereas on selecting “Partial” you will have to select the college name, department
name, designation, category and status. Click on “Show” employee list.

1.5) Select the employees from the list.

1.6) Click the “Save” button.

Employee Fee Hostel Inventory Library Mess Student Transport  Utilities

Emplayee (ick Links B =nsactional [ Fopuctz P Maser Pltres

Attendance Authenticetion Ooening A=Tzining _zaves Cesignation
&ttendance Daily Ertry Salzry Caleulation @ ist of Holidays

Attendance Vaortaly Entry Salzry Caleulation;Manual Enary] Packages Dafinitian

Employee Official Data Change Emplovee Zntry Fayrcl| 3etup

Search  Search Result

Sesrch  Seerch Resul

Start Ds‘tq |25_.'¢]?_.":|_{|1 3 | End Date |_':15_-'0‘.-',-‘2»:] 12

Holiday Ham |L=xn1i Jayanti Divas | #pply On |AII
Starl Dale | ze07/2013 End Dete | 260072013
~ . Holidsy Meme || gzmi Jayanti Jives | AFPIY 0N
Coll=ge fan Dept |'".zsrr|1 tar Brienre 4 Jesg | |
Cat=goy | Teaching [«] St woring [=] Show Employee List

Employee's On Holiday

D Ema Cods Hame College  Depatmen: Jesgnetion Slatus
" Trancel Abhishes Compuer -
: Cancel EATCSIzaz o G Science & Bastl, Professor Woring |
Kuman Gaur R
Engiresr ng
Compuer E
~ il Agarwsl  GU Science & Azo. Professor ‘Working
Engiresrng | &
Holays inserted Successll O —

3.16) Package Definition:

Purpose: Every employee is entitled for a package according to his position in the

organization. The salary consists of various packages and it is on this form that we go ahead

and define the entire package which is associated with the type of employee.

Procedure:

1.1)  Go to the “EMPLOYEE” module.

1.2)  Select the “PACKAGE DEFINITION” form.
(The package definition form has three package- Timing Package, Salary Package and
Leave Package)

1.3) In Timing Package form, click the “New Entry” Button. Define the package name,
Official timings and Click the Save button, new timing package will be created.

1.4) In Salary Package form, click the “New Entry” Button. Define the package name,
salary range and salary heads with the increment section with required and click the
Save button, new salary package will be created.

28| Page
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1.5)

In Leave Package form, click the “New Entry” Button. Define the package name,

leave name and other requirements as per the form and click the save button, new

leave package will be created.

Hostel

Q‘J Links
ttendance Authentication

Employee Fee Inventory

[l Transactional

Artendance Daily Entry
Attendance Monthly Entry
Employee Official Data Changs Employee Entry

Employee Professional Detail

O

e s i

Timing Package Salary Package Leawe Package

Mactage Hame luew |ime Fadags

Official Time

Might Shift [ In Timam’m
In Time Grace{Minutes)

o0 [=]|oo [=]

[ali] : o :

Out Tima [ 15 =l

Last In Time Entry Till ITE"
Ralaxation In Out TimeiMMinutes)
Late Time Curaticn{dinutes)

Mo OF Lats allowsd(ln Manth)

lil Dheertime Prowvisiom

FraaleHorw {3 ol Basis)

PMorning Gap Time{Minutes)

Evening Gap Tinms{Pinules) | g

Timing Package

Packsge Name

Salary Package of IT Dept |
[in
25000

Max
|- [ 15000 |

Incr
|- | s000

Salary Rangs

Salary Heads

Available Heads Selected Heads

Library Mess

Opening Remaining Leaves
Salary Calculation

Salary Calculation{Manual Entry)

Employee Investment

SIMWEB EMPLOYEE MODULE PACKAGE DEFINITION

Student Transport WHilities

|l Fopulate | Master [ Cthers

Designation

List of Holidays

Packages Definition

’1,|'I'D|| Setup
alary Package

Cxi sting Packages

Chemical engg
mechanical dept
mechanical dppt.
mn

now packageo
new timing

ngt timing

niighil lirring

MS

M

nt1

timing of El dept.

e A

WEIGR (W G [ eave Package

Inzement

(EJA.G.P

(E)Anti Ragging/M. Tech Amt.
(E)Arrear

(E)D.A

(EJECEPF

(E)JECESI

(E)Extra Classes Remuration
(EJLT.A

(E}0.5.E. 09

(EyOthers

(E)yQualification Increment
(D)Advance

(D)Bihar Relief

(D)YEPF

(DYEFFEC

(D)ESI

(E)Basic Pay
(E)JExam/Eval. Amount
(EHR.A

(EJT A

(D)Other

m

S rom[ooazos |
Oausrterly @ Haif vearly
“Aearly  Customized
i Incr.Date Incr.Amount
01/08/2013 5000
01/02/2014 5000
01/08/2014 5000
01/02/2015 5000
- ngi2015 5000
° po1e 5000
N 2018 5000
[o1n22017 w009 BINFOWAYS
4| 0 3
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Timing Package Salary Package REEEEE Tl

E:}:l Insert Row

Pacage Mame || egye Faciage of IT Dept

Leawe Mame SRR Encash Expiy Freq.Criteria Eubs, Working

Alonih) leave Gap  DaycHeod

Full Casual Leave 3 24 Leawvels) In |0 Days |0

Sick Leave 24

Short Casual Leave

Leave(s) In |0 Drays| O

a

Half Cazual Leave 24 ] Lezvels) In|0 Days |0
]
]

Leavels) In |0 Days| 0

How to delete a package?
1.1) Please follow above steps to search the desired data and Click on “Delete” button.

[ New Entry [l Edit [l “Delete |

3.17) Payroll Setup:
Purpose: In this form we define the type of payroll an employee is entitled for. There are
various aspects that are taken into consideration like attendance policy, leave policy etc.

Procedure:

1.1)  Goto the “EMPLOYEE” module.

1.2)  Select the “PAYROLL SETUP” form.

1.3) Payroll setup consists of three forms- Attendance setup, Leave sanction authority
and Action against defaulters.

1.4) In Attendance setup form, fill the starting year, select the rules for employee
attendance for the year you mention in starting year. Click the “Save” button.

1.5) In Leave sanction authority, select the leave name and leave up to in leave sanction
then click “Add” button, it will add in pay roll setup whereas in leave conversion,
select the leaves which have to be converted to another leave and then click to add to
the grid. Click the “Save” button.

30| Page
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1.6) In Action against defaulters, select the options according to the requirements of the
college for attendance and leave. Click the “Save” button.

SIMWEB EMPLOYEE MODULE PAYROLL SETUP

Finance Admin Employee Fee Hostel Inventory Library Mess Student Transport  Utilities

Quizk Links [ T=nz=ctional [ Populate | Master | Otners

Anendance Authentication Opening Remzining Leaves Designation

News Cantent
Attendance Daily Entry Salary Caloulation List of Holicays
Artendance Monthly Entry Salary (alwlation{Manual Entry) Packages Definition
Employee Official Dzta Change Employee Entry Eayroll Setup
Employee Professioral Detail Employee Investment g)alav Package
T

D5 Setup

e
Cescription

Enployee Description Leave Apply Department

Leave 3ancticn

O

LGl B LR AL Leave Sanction Authority  Action Against Defaulters

et b ke o[ | eave Sancltion Authority  Aclion Against Defaulters

S veur

|:| Consider holiday as Leave if they come under Normal Leave Percid{ie .CL)

flark Cuttime Automaticsl lv/if emeloves Skip)
bet Late Counter to zero after penalizing(if applicable)
:l Consider holiday as Leave if they come under Medical Leave Peroid{ie ML ) Ecan Attendence From File

[alculate payroll without suthencating System task izable Keyboard while Marking attendence

Ep=gEgEg=)|

huthenticate Maodification Done by Authority boply BEack Date Restricticon When Applying Leave

Fiuwizivn fus Conmpensalony heaves M. OF Dawvs

Frrmsh Compensaton | eaues b pply Future Date Restriction When Applying Leave

] - —
Fubstitute Required For Leave

|:| Paint wise Attendence

|s

Hi erarchy Required For Leave Sanction
[[] Salary Report Footer
[eploy Employee Login Security(Leave)
I_ Deduct leave Auctomatically while salany calculation from
tte ndance With Time Takle . . Earnedrh
Leawe Ban MApp. Depend On Famead_l Total | eawal_) Tulal Llfci\‘l:{p_d}r

Card if employee absent for no of days |g

RIS

Working llowrs Compulsion{in case of timely Leaves)

(:jhln Restrintinn [Areaks &llnaed)

N Y T 1 | T TS 1Y S
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Attendance Setup REGUERTUmCoRATubinyll Action Against Defaulters

Leave Sanction Leave Conversion

Leave Names | X No.Of Leave ¥ Na. of Leave

i ﬂzh] N O R R o]

Payroll setup Attendance
. SMNo. Leavelame Leave From Leave To Time From TmeTo  LevelName Sto.  LeaveloFrom  LeaveName  Formula LeaveNoTo  Leave Hame
Q1 o 1 2 it » @ 1 o - 2 HOL
Q2 o 3 4 Level 2 2 SCL
Q@: o 5 10 Level 3 1 Sho
Q¢ m 0 0 00:00:00 0200:00 Levelt

@ m 0 0 02:00:00 04:00:00 Level2

Qe 1 5 Level 1

(-

Attendance Setup  Leave Sanction Authority [t G WG E ik g0 G UG B |_

Action Against
If no. of lates exceeds the limit ©)ark Absent for Days: ) Take no Adion Leave Deduction Order
' Deduct Leave For Days: ([ Full Casual Leave b
Absent Without information () Mark Absent far Days: (D17 ake no Adion [ iait Casusl Leave
@) Deduct Leave For Days: D Half Leave Without Pay
h B B . i leavel
Going out without Applying Timely Leave (Ohlark Absent for Days: @ 7ake no Action B
N Leavel
() Deduct Leave For - Days:
-E v DRE:’-h’idE-d Heliday .
. =(
Late After Applying Timely Leave (IMark Absent for Days: @7ake no Adtion [ short Casusl Leave
©Deduct Leave For Days: [ short Leave (2 Hrs.) m
Marking Attendance after last in time entry () Mark Absent for Days: @ Take no Adtion ESh{x‘t Leave(1 Hrs)
= Sick Leave
|_/Deduct Leave For Diays:
. . — — D Summer Vaecation
Employess not Marking Quttime ©Mark Absent for Days: @ Take no Action ek oFF LEAvE L
(D beduct Leave For Cays: [ il
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Insertion i

3.18) Salary Package:
Purpose: In this form we define the heads and amounts and
his salary.

Procedure:

1.1)  Goto the “EMPLOYEE” module.

1.2)  Select the “SALARY PACKAGE” form.

1.3) Select the package name.

1.4) List will appear, fill the requirements accordingly.

1.5)  Click the “Save” Button.

employee receives as part of

SIMWEB EMPLOYEE MODULE SALARY PACKAGE

Finance Admin_ Emplovee Fee Hostel Inventory Library Mess Student Transport  Utilities

@Qukk Links W Transactional [l Fopilate |l Master [l Others

s Att=ndance Authertication Opening Remainirg Leaves Designation

News Content
Attzndance Daily Entry Salary Calculation List of Holidays
Attzndance Nonthly Entry Salary Calculation/Manual Entry) Packages Definition

Employee Official Data Change Errployee Entry Payrall 3etup

e

Employee Professional Detail Errployee Investmant ESalary Fackare
Description

Employee Deszription Leave Apply Departrient ° TLS Setup
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Define Packagsa

Focuags Elect—

e =)

\) (BASIC+=AGP+HRAZD )
[(BASICH+DA) WITHOUT HREA

| HS SR
(BASIC+=HRA WITH ESI WITHK
[BASIC+HRANWI TH ESI WITHTC
[(BASIC+HRANWITH PF =
(FAC WITH OUT D HRA WITH
MAC WITIHE CUT DAL IRAS
{(FACULTY WITH FF)
(FACULTY)
(STAFF WITH AGFP EPF)
[STAFF WITH &AGF)
{(STAFF WITH D& 4588 EFPF ES
(STAFF WITH EPF}
{STAFF WITH ES| WITHOUT D
(SlAFFWITH ESI WITHOULD E
(STAFF WITHDA 51% EPF ESI
[(STAFF)
new&one)
ABCD
ADCMIN
Basic
basic da 45 % withowut pf
BASIC+AGP HRA 10%
Basic+DA+TA
A 16536 AMHD ESI WD PR
DA 15% Wil PF
DA 186% Wi PF

Define Package
Padiage | masiceacr) [«]
5 Ho Head Name Type  Criteria i:;u:;:dk;n(:alculaﬁnn BaseCondition Condition anula#mﬁ;x?_ﬁ] ﬁ:‘“ﬁg;"}‘:;&"ml :ﬁg’:ﬁ?gﬁf‘*mi
1 BasicPay Earing Fixed es Manth Days Ne a Mo Mo M
2 AGP Eaming Fixed fes Manth Days Ne ] Mo M
3 DA Earning Calculated Yes Maonth Days E Mo es N
4 HRA Eaming CalculatedYes Manth Days Ne (Basic Pay+A. G Pjpse Mo fes N
5  Amear Eaming Fixed Mo Mo ] Mo Mo M
6 Others Eaming Fixed es Month Days Ne il Mo Mo M
7 TA Eamning Fixed Mo No 0 Mo Mo M
8 | Qualification Incement  Eaming  Fixed es Manth Days Ne 0 Mo Mo M|
8 Exam/Eval. Amount Eaming Fixed Mo Ne a [
10 |O.5E 092 Earning Fixed Mo Ne 0 Mo Mo M
11 ECEPF Eaming Fixed Mo Ne 0 ] Mo M
12 ECESI Earning Fixed Mo No 0 Mo Mo N
13 |Anti Ragging/M.Tech Amt. Ezming Fixed Mo Ne 0 ] Mo M
14 Extra Classes Remuration Eaming  Fixed Mo No 0 Mo Mo N
15 | Other Deducticn Fixed Mo Ne 0 Mo Mo M
16 Bihar Relief Deduction Fixed Mo Mo 0 Mo ] M
17 Laptop Loan Deducticn Fixed Mo Ne il T
18 EPFEC Deduction Fixed Mo Mo 0 Mo ] M
19 ESIEC Deducticn Fixed Mo Ne il Mo Mo N
20 EPF Deduction Fixed Mo Mo 0 Mo ] M i
s rea [T e — i n i i ;.
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3.19) TDS setup:

Purpose: At the beginning of every financial year it is mandatory for everyone to submit a

savings plan (If applicable) for the current financial year based on which tax is deducted at

source form the employee’s salary This is where the employee declares his liabilities and

financials.

Procedure:

1.1)  Goto the “EMPLOYEE” module.

1.2)  Select the “TDS SETUP” form.

1.3)  Click the “New Entry” button.

1.4) Select the Financial year and type, list will appear in Tax slab fill the amount
accordingly. We can also select the heads for tax computation.

1.5)  Click the “Save” Button.

SIMWEB EMPLOYEE MODULE TDS SETUP

Finance mig  Fmployee Fee Hostel Inventory Llibrary Mess Student Transport  Utilities

Quick Links [l Trans:ctional [ Fopulaze Master [ Others

::fcmm Attendance Authentication Opening Femaining Leaves Cesignation
Artendance Caily Entry Salary Calulatisn List of Holidays
Attendance Monthly Entry Salary Calzulatizn(Manual Entry) Packages Definition
Employae Official Data Change Employes Entry Fayroll Satup

Employze Prcfessional Detail Employee Investment Salary *ackage

Description
Employee Description Leave Apply Department \) TDS Setup

Leave Sanction
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Mew Entry I Investment Master

Tax Formula

Firrannzal Ve

|vpe

Tax Slabs Hezads for Tax Computafior

5.Ho._Incame Amount From Income Amourt To Critariz EHc. Se
a 20000 Perzentsge

EQD00 Ferzentage
100000000 Perzentsge

Head Hame Head Typ=
extra pay Bonus

Cther Deduction
Blhar Rellzt Dreductlon

Laplup Luan Deduidion

Cr-Co D=ductizn
ESEC Daductizn
FP= Nedurtian

ES Deduction
Advance Deduction
F3 Rent Deduction
TOS Testing Deduction

Raosis Poy Farnirn

Iﬁ Insert Row

|HI_II5|_IIJI_IIJI_IIJI_IIJI:-I|E
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