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ENTERPRISE RESOURCE PLANNING (ERP)

Dehiwala Mount Lavinia Municipal Council

Welcome to the Easiest, Fastest, most Secure, FIRST & the OMLY ERF for the LGA sector

EMPLOYEE AUTHORIZATION
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Finance
Management

Voucher payments,
Cheque payments,
Cross Entry Vouchers,
Book keeping, Budget,
Final Accounts



PREPARATION OF OVER TIME (QUICK USER GUIDE)

Departmental Departmental
Over Time \_/oucher
Payments Payments

Prepare OT, post OT Voucher payments,
vouchers Cheque payments,

Cross Entry
for payments . )
Vouchers



THE PROCESS

Subject

Officer

Login to
HR System

Prepare
oT
Schedule

Authizing
Officer
Login to

HR system

Get OT
Schedule

Save and
Print

Check &
Authorize




Subject
Officer
Login to

Finance
SYstem

Authizing
Officer
Login to

Finance
SYstem

Import OT
Details to
a Offline
Voucher

Get the
Offline
vouchers

Check &
Authorize




Preparation of OT Schedule By Departments (Subject Officer)

Step 1 : click on this Icon Step 2 :Login using you user name
in ERP Page and password to the system

Usemame
Password
Departmental
Over Time
Payments T

Prepare OT, post OT
vouchers Sign Up

for payments

Step 3 :Then click on OT menu Step 4 :Then click on + sign
and then OT ADD/EDIT

OVER TIME (Without A:tggndance)

EmetSoft
—Clowsd First...

& Employee OT-Add/Edit

OT Authorization

OT-2001(9/1/2020-9/30/202¢)

Leave

0T-2002[12/1/2020-12/8/203

© Atendance




Step 5 :Then select section and Step 6 :provide OT hours in the
click on Add Manually boxes and click import

Over Time

[ [ Description Normal OT
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Step 7 :Then click on Show OT Total and check totals are ok.

Date Employee Description OT Hrs OT Type Total
St | s21122020 aupemesmy oo i 5 Normal OT 565.42
* » *
Total OT
R 565.42
Amount

Show OT Total

oo e R l




Step 8 :Print and Check Bank Account Detailsare correct. Then send

for Signatures.

Over Time - Schedule

0: 00z From Daln: 1200122000 ToDso: 12082000
Description:  OT-2002(1212020-125 2000 ol

FRemarks

Dark Emp. Ne  Full Nama Dascription Bank Mama Branch Coda Aemaung Kumbses OT Typa OT Howrs O
120202 e i Peipins Fiaria 7135 o0 G | Noma 0T 500




OT Schedule. (Authorizing Officer)

Step 1 : click on this Icon
in ERP Page

Departmental
Over Time
Payments

Prepare OT, post OT
vouchers
for payments

Step 2 : Login using you user
name and password to the system

Usemame
Password
Sign Up

Step 3 :Then click on OT menu
and then OT Authorization

&  OT Aurthorization

Step 4 :Select sections (one at a
time)

OVER TIME AUTHORIZE

Description

112 OT-2002{12/1/2020-12/8/2020}

01/09/2020° 30
01/12/2020 o8/

01/12/2020 3V

2003 OF-2003{1 Zv;‘J.-JvZ;‘_'L‘.'v..’U-
O 20 oreoyy20-syswzo: (D

S OT-2005{11/1/2020-11/30/2020}

01/11/2020 30/
¥ 01/131/2020 30/
(O s or2o0e1yyz020-20 2020 D oy/13/2020 30/
(W r2svzoo D

i ame or2o0s1/v202e-1/122021 (D
|
|

0T-2007112/1/2020 01/12/2020 31

o1/01/2021 12/
LJ Z OT-2005{12/1/2020 ::‘-"’.1_‘:::-10- D1/12/2020 3V
() oo mv.'ouml:z'vzx:zc—xz.v'n/zvm~ ov13/2020 3U




Step 5 :Then tick all relevant OT
Schedules and click on Authorize
button

Search For

OVER TIME AUTHORIZE

234

Toll

Description FromDate

ar-2001(9/1/2020-2/30:2020 N D 01/09/2020° 30/

002 crr~mu:(xzmzum»u/uizuzo)- 01/12/2020 08/

3 ‘;!-.'u.«:w:.vm.*o-:zn'zum}. 01/12/2020 3V

or200411/1/2020-11:30/2020; (D 01/11/2020 30¢
[ee=s]

01/13/2020 30/

oS

OT-2005{11/1/2020-11/30/2020])
2006 ar-2008012/1/2020-1 20/ 2020 (D oy/11/2020 30/
OT-2007112 Lzo:::-:z‘srzolo- 01/12/2020 31
2oe or200s/vz02t-1/122021 (D 01£01/2021 12/
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20010 m—mxolwuzczo-xmmmh 0V12/2020 31

1 100
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Preparation of OT Voucher by Departments (Subject Officer)

Step 1 :Login to the Finance Step 2 :Then goto TOOLs menu
System and then Import then OT Voucher

Departmental
Voucher
Payments

Voucher payments,
Cheque paymenls
Cross Entry

Vouchers

Step 3 :Then select date range, select bank as Peoples Bank, tick on your
OT sessions, then click Import

OT Voucher

R e

6137555 | Peoples Bank

20027 1/18/2021 12:00:00

AM

The Manager People’s Bank Galle Read
Dehiwala

@ 20028 1/19/2021 12:00:00 OT-20028[12/1/2020-12/31/2 The Manager Peaples 8ank Galle Road 1051
AM Dehiwala

1/19/2021 12:00:00 OT-20029{12/1/2020-12/31/2 The Manager People’s Bank Galle Road 943,
AM Dehiwala

L?B 1/21/2021 12:00:00 OT-20033[12/1/2020-12/31/ The Manager People’s Bank Galle Road 145
AM Dehlwala

fest 20034 1/26/2021 12:00:00 OT-20034[12/1/2020-12/31/) The Manager Peoples Bank Galle Road 467!
AM Dehiwala




Step 4 :By doing STEP 3, system wiill
create Offline OT voucher for you. Go
to Offline Edit

& Payment Voucher Offline s

+ add

& Eedic

Step 5 :then check the voucher is OK by editing it.

@FFLINE PAYMENT VOUCHER DETAIL ,

Search By © Search For

< - Select > v Search

Bank A/ICNo ©

6137555 Peaples Bank v
From To
12/28/2020 1/28/2021
Sector
<-Select-» v

View Voucher No  Foter Dale Trans Date Voucher Payee Descriplion

20029(12/1/2020-12/31/2020]-[IN. AUDIT] By

28/01/2021 28/01/2021 The Manager Peaple’s BRIk Gane Road Dehiwals




Step 6 :Then save the voucher if
edited or just exit from it.

Authorization of OT Voucher by Departments (Authorizing Officer)

Step 1 :Login to the Finance
System

Departmental
Voucher
Paymentls

Voucher payments,
Cheque paymenls
Cross Entry

Vouchers

Step 2'. hen go to Payment
Voucher Offline and then
Authorization

o Payment Voucher Offline

+  add

& Edit




Step 3 :Then go to Payment Voucher Offline and then Authorization

OFFLINE PAYMENT VOUCHER AUTHORIZE

Scarch By O Search For

<-Select- = v Search

Bank A/CNo ©

6137555 : Pecples Bank v
From To
Sector

<-Select-> v

* View Voucher No Enter Date  Trams. Date  Voucher Payee

2021 28/01/2021

The Manager Pecple’s Bank Galle Road Debwwala OT-20029(12/1/2020-12/3

Reports

Go To HR (OT) system

1. Click on Reports
EmetSoft ; 2. Again Reports sub
.Clowd First... :
= -Salary Book-Integrated Columns menu
-Pay Shp 3. Click on Payroll
Ee E“q. Slip-Monthly Wise 4. oT Report _
p :.P . .
S LEPF Six Month section wise OT report
ETF 5. OT Report Detail
=ETF Six Month H .
& Aterthrce : i i 6. OT Information :
b R this report contains
@ or &-PAYE Employee’s Bank
Eimtx information
Accounts Report
@ Payroll =0T Suggestion &
OT Report
) Reports {  =—OT Report Detail —-—

Addition and Deduction by Type

|

-Salary Reconciliation-Summary
Salary Reconciliation-Detail
--Salary Layout

Tools ‘Salary Information

—OT Informatjor e——
Master #Loan & Bank Remittance
#Project Base

- Admin >

Admin







