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ENTERPRISE RESOURCE PLANNING (ERP)

Dehiwala Mount Lavinia Municipal Council

Welcome to the Easiest, Fastest, most Secure, FIRST & the ONLY ERP for the LGA sector

Payroll

(Quick user Guide)

PAYROLL

Payroll

Employee salaries



Payroll Process

1. Salary Master Data

Iv

Calender shift File
Format Machine

Attendance

Payroll

Loan

[0l

Addition/Deductign | Add/ded Group Paye Tax salary Type Overtime Type Loan Accounts Map Accounts
Type Category Category/Bank

Reports

User Management

Tools Q A LY

Salary Book Slip Transfer EPF slip Transfer ETF slip Transfer
Format Format Format Format

Recruitment

nd

Application Application Interview
Qualifications Checklist Location

1. Under Master Option
2. Select Payroll



Addition Deduction Type

Attendance

Payroll

Reports

User Management

Tools

General

I
> ==
I
I
Calender shift File A
Format Machine
Payroll

@ 8

-
Addition/Ded: Add/ded Group Paye Tax salary Type Overtime Type
{ Type 4|\ Category
/=) ) )
Salary Book Slip Transfer EPF Slip Transfer ETF Slip Transfer
Format Format Format Format

Recruitment

Application
Qualifications

= | ¥

Application Interview
Checklist Location

Under Master Option
Select Payroll
Select the option Addition/Deduction Type

Loan
Category/Bank

Accounts

Map Accounts




Add

y©

0 fEl B FEl B BER 8

ition and Deducti

on Type Details

Q

Nouhkwnpe

- ENE

Description

Interim Allowance
coL

Stamp

Language Allowance
Telephone Allowance
Over Pay

Salary Advance
Additional Allowance
W&OP Arrears

No Pay

Loan Interest
People's Bank

Bank Of Ceylon

Development Bank

Search By : Select the category to search from the drop down menu
Search For : Enter the details to the relevant category that selected
Click to search

Put the tick to select addition deduction types

By clicking can see the details

By clicking can add a new addition deduction type

By clicking can delete an existing addition deduction type



Add/ded Group Category

—
|
Leave _—
E—

Calender Shift

D

At
Machine

Attend. File
Format

Attendance

oT
Payroll =

Payroll

Loan

3$ @ @

Reports Addition/Deductiq Add/ded Group Paye Tax Salary Type Overtime Type Loan Accounts Map Accounts

Type Category Category/Bank

User Management

-__IEAEYENE

Master Salary Book Slip Transfer EPF slip Transfer ETF Slip Transfer
Format Format Format Format

Recruitment

|
N
Payroll E o —
|
BTt Application Application Interview
Qualifications Checklist Location

& Admin

@ Recruitments

1. Under Master Option
2. Select Payroll
3. Select the option Add/ded Group Category

This is used to summarize addition and

deduction in the pay slip. As example; Other Lirow Salary
welfare, welfare society, health welfare can be Deduction
shown under single name like OTHER SOCIETIES. e

Festrvml
Ihstresa
STMP
AVRLA LA R A
PPN

Total Deduction
Met Salary

Festreal h
P Bad: 5 0001 00

Distress Li
o a1 25,000 08

Employes Emplaver



Addition / Deduction Group Category Details @

Search By @ l Search For 2

Sub Category Type EI 3 <o

+ 5

Select Sub Category Type
ol 6 [0 ] 7 coL

L ] Agrahara

a 2003 Other

1. Search By : Select the category to search from the drop down menu
2. Search For : Enter the details to the relevant category that selected
3. Click to search

4. By clicking can add a new addition deduction type

5. By clicking can delete an existing addition deduction type

6. Put the tick to select addition deduction types

7. By clicking can see the details

Payee Tax

Puyiun

@ Payroll

® Loan I EE $ 3 @ |

1 Reports Addition/Deductign | Add/ded Group Paye Tax Salary Type Overtime Type Loan Map

Type Category | | category/Bank

& User Management

- IR HERE

salary Book slip Transfer EPF Slip Transfer ETF slip Transfer
Format Format Format Format

Recruitment

B|E| 94

Application Application Interview
Qualificati Checklist Location

1. Under Master Option
2. Select Payroll
3. Select the option Paye Tax



Paye Tax

From Salary
Select
250,000.00
|
500,000.00
Select
750,000.00

]2 [E1°

T S

Salary Type

Payroll

Loan

Reports

User Management

Tools

Master

General

Attendance

Payroll

Re

ok wnN PR

To Salary Formula
500,000.00 5*(6/100)-15000
750,000.00 $*(12/100)-45000
9,999,999,999.00 $*(18/100)-90000

Click to select one

Click to add a new one
Click to delete one

Click to save

Click to exit

Click to see tax formulas

uyrw
I (1 ] $
= © ) | @ | O
[
Additi Add/ded Group Paye Tax Salary Type Overtime Type Loan Accounts Map Accounts
Type Category _category/Bank
& k|l BB
Salary Book Slip Transfer EPF Slip Transfer ETF Slip Transfer
Format Format Format Format
Recruitment
|
N —
=| 7
==
Application Application Interview
1. Under Master Option
2. Select Payroll
3. Select the option Salary Type



Salary Type Details

Search By ©

1. Search By : Select the category to
' i E 3 < search from the drop down menu
2. Search For : Enter the details to the
relevant category that selected
il 3. Click to search

Description

I%L s ;ON;R;U a. By clicking can add a new salary type
= - 4. By clicking can delete an existing salary

0O 2003 Members ty p e
Z Mayors_Ofice_Staff 5. Put the tick to select salary types

0 S S 6. By clicking can see the details
j:\ 2006 RE-EMPLOYMENT
O 2008 Trainees

—
P =
Leave — |
—
Calender Shift Attendance File Attendance | ﬂ
© Attendance Format Machine
© or
Payroll
@ Payroll
@ Loan - .-
- -
L L]
@) Reports & Addition/Deductidn | Add/ded Group Paye Tax salary Type Overtime Type Loan Accounts Map Accounts
Type Category Category/Bank
&  User Management
A A
& Tools
2= Master salary Book slip Transfer EPF Slip Transfer ETF Slip Transfer |
Format Format Format Format
Recruitment
- —
- m—
E - —
- —
Application Application Interview
Qualifications Chacklist Location

& Admin

Overtime Type KRS

1. Under Master Option
2. Select Payroll
3. Select the option Overtime Type



1. SearchBy:

category to
thedropdown  OT Type Detail
2. Search For: Searheye | | searchor | Q)

Description

details to the
category that

3. Click to search T 5

4. By clicking can Select ™
type Cle L]

5. By clicking can A
existing OT

6. Putthe tick to [ o |
types

7. By clicking can see the details

Loan Category/ Bank Remittance

e @ E E
Calender shift File Al
Attendance Format Machine

or

IvI

(o]

Description

Normal OT

New OT

Senior Staff OT

Q

Select the
search from
menu

Enter the
relevant
selected

add a new OT
delete an

type
select OT

Payroll
Payroll
Loan -
- .
I - s
Reports Addition/Deductidn | Add/ded Group Paye Tax salary Type Overtime Type
Type Category

User Management

- A NEN S

= Master salary Book slip Transfer EPF Slip Transfer ETE Slip Transfer

Format Format Format Format

Recruitment

| ——

|

|

|
b Recralment: Application Application Interview
Qualifications Checklist Location

& Admin
1080.1:R2//TH { * Pane/FTi

1. Under Master Option

[aal

Loan
Category/Bank

Accounts

O

Map Accounts

3



2. Select Payroll
3. Select the option Loan Category/ Bank Remittance

1. Search By : Select the category to search

Loan Category Details
from the drop down menu -

Searcny
2. Search For : Enter the details to the DFO ' [_Q__J 3 =
relevant category that selected
3. Click to search | 3
4. By clicking can add a new loan category Skt
5. By clicking can delete an existing loan E‘ b 4 Vem
category o
6. Put the tick to select loan categories 0 et
7. By clicking can see the details : ey
- S
Ex

Accounts

ot

Payroll
payroll
|

ot [ 1]

. - @ |

[ 1 ] i
Reports Addition/Deductiqn | Add/ded Group Paye Tax I salary Type Overtime Type | Loan Accounts M

Type Category ] Category/Bank

User Management

A A
Tools
Master Salary Book slip Transfer EPF slip Transfer ETF slip Transfer
Format Format Format Format

General

Recruitment

~
N ——
|
E N
' —
Application Application Interview ‘
Qualifications Checklist Location

1. Under Master Option
2. Select Payroll
3. Select the option Accounts



NouhswnNeE

Map Accounts

Search By : Select the category to search from the drop down menu
Search For : Enter the details to the relevant category that selected
Click to search

By clicking can add a new account

By clicking can delete an existing account

Put the tick to select accounts

By clicking can see the details

This is used to map the payroll with finance system accounts. Before mapping the accounts you have to
create the accounts using the ‘Accounts’ icon shown below in blue color circle. (As in the previous step)

Payroll

Loan

Reports

User Management

Tools

Accounts Code Details

Search By @ | Search For

Name

L+ I = B

Select I

AccountsCode Name

[
= |6 7 Salaries and Wages
002

Cost of living allowance

2 El's

(0]

salary Type Overtime Type

[tal

Loan
Category/Bank

ETF Slip Transfer

[N

Format

Accounts | Map Accounts




1. Under Master Option
2. Select Payroll
3. Select the option Map Accounts

Map Accounts

Salary Type ©

<-Select->

EPF Employee Control @ 4_
<-Select->

EPF Employer & 5 EPF Employer Control © &
<Select-> <Select->

ETF® 7 ETF Control @ %
<Select-> <Select->

Paye Tax © (1 Paye Tax Control @ | 1D
<Select> <Select->

Pension @ " Advance © 12
<Select> <Select->

o1 e 13 No Pay @ V4
<-Select-> <-Select->

Attendance Alowance © 15 Salay Control @ 16
<-Select-> <Select->

=)

1. Salary Type : Select the salary type from the drop down menu
Salary Type @

<-Selacy-=

<-Selacy-=

| COMTRALCT

TEMPORARY

2. Basic Salary : Select the basic salary account from the drop down menu
Basic Salary &

EPF Employee : Select the employee from drop down menu
EPF Employee Control : Select from the drop down menu

EPF Employer : Select the employer from the drop down menu
EPF Employer Control : Select from the drop down menu

o v kw



10.
11.
12.
13.
14.
15.
16.
17.

ETF : Select the ETF from the drop down menu

ETF Control : Select from the drop down menu

Paye Tax : Select the tax from the drop down menu

Paye Tax Control : Select from the drop down menu
Pension : Select the pension amount from the drop down menu
Advance : Select from the drop down menu

OT : Select the OT from the drop down menu

No Pay : Select from the drop down menu

Attendance Allowance : Select from the drop down menu
Salary Control : Select from the drop down menu

Click to save



EPF/ETF Related Salaries

Master data for the EPF/ETF related salaries

Reports

User Management

1.

rayroll
g vy 5 N " & N ‘o
- N
- I 1
[ ——
Addition/Deducti Add/ded Group Paye Tax Salary
, Category
g N g 3 & A g
Map Accounts Salary Book Slip Transfer EPF Slip 1
Format Format { Forr

Recruitment

Under Master option
2. Select Map Accounts option under payroll



Map Accounts

Attendance Alowance © Salay Control @

Salary Type : Select the relevant salary type (Eg: Casual Temporary)

EPF Employee Control : Enter the control account number

EPF Employer : Enter the employer account number

ETF : Enter the ETF account number or common salary account number

PwNPR

E e adminiszrator (@
Employee

Leave

Select a report S
|~ HRM Reports [ 2 - Salary Type: Organization:

FEmployee Reports CASUAL-TEMPORA v

Athndance : AL-TEMPORARY Organization
d-Leave & Attendance €
[£:Pay Roll| i AP T RO < Show unbalance reason
i-Salary Book
i-Salary Book-Portrait
-Salary B grated Columns
All v

Salary Book-Summary
-Salary Book-Summary_SectionWise
-Salary Payment Detail Report

Pay Slip

~Salary History
Reports e
-EPF Six Month
® Reports ETF
-ETF Six Month
& User Management :] ~WNOP
I-PAYE
Grativity

& Tools

-Accounts Report
-Accounts Report Department Wise

B Master ] {&ccounts Report section wise), Ch-

~-OT Suggestion
OT Report

i
1. Under reports option
2. Under HRM reports
3. EPF Employer : Enter the employer account number
4

ETF : Enter the ETF account number or common salary account number

& Admin







Salary Book Format

This can be used to layout the format of the paysheet.

L Type J | Catego

& User Management

& Tools

Q ‘ 1. Under Master Option
sy Bk i e 2. Select Payroll
3. Select the option Salary Book Format

Master

Recruitment

® Atendance

- =_
® Payroll M
(= =
Salary Book Format -Default
D Type Description Column No Row No

Select 1] . 3

Basic Basic 1 1
Select 2
< Sub sub Total 2 1
Select 3

<-Select-= - 0 0
Select 4
- Advance Sal.Adv. 2 7
Select 5

Gross Gross pay 3 7
Select 6 .

Pention WEOP 4 1
Select 7 .

Tot.Deduction Tot.Ded. 15 7
Select 8

Net Net Pay 16 1
Select 9

#-Galart-~ = n n

1. Give column and row number for each addition and deduction. Can add
extra rows if needed.



Slip Transfer Format
L tyee  J U category " J L-

& User Management

& Tools Q A
1. Under Master Option

= Master salary Book slip Transfer EP
2. Select Payroll Format Format

General

3. Select the option Slip Transfer Format e

Leave

Attendance

» —
- —
Payroll E - —
u —

Slip Transfer Format

Variable ID Leading Zeros

| 1 Bank Code 4 Left Yes

Select :

2 Branch Code 3 Right Yes
Select
= 3 Fixed 000 3 Right No
Select y

4 Acc No 12 Right No
Select

5 Acc Holder 20 Left No
Select 3

6 Fixed 23 2 Left No
Select

7 Fixed 0 1 Right No
Select "

8 Amount 12 Right No
et o Emn Nn 15 1 oft N

L L
B+ @

Set each cell with a given bank’s slip transfer format. As an example ; BOC slip transfer format.

2. Click to add a new row
3. Click to delete a selected row
4. Click to save

EPF Slip Transfer Format



Y Type g\ category __J§ \ 4\

& User Management
& Tools A H
1. Under Master Option
= Master salary Book slip Transfer EPF Slip Transfer ETESl D) Se'ect Payro”
Format Format Format F
3. Select the option EPF Slip Transfer
e Recruitment Format
Attendance
: =
Payroll : — 4
Rerrrsnnent Application Application Interview
Qualifications Checklist Location
EPF Slip Transfer Format a
Index Variable ID Value Length Alignment Date Format LeadingZeros Is
Header
| 5] Fixed v 0 left v Yes v U

[+ B[ E =
Em: =

Select and fill each column with given EPF/ETF formats.

1. Click to add a new row
2. Click to delete a row
3. Click to save

ETF Slip Transfer Format



___type J [ category J |

& User Management

4

& Tools Q

1. Under Master Option & Master salary Book Stip Transfer | | epF siip Transter | || £7F sip Transfer
Format Format Format Format

2. Select Payroll

3. Select the option ETF Slip Transfer Format

Recruitment

annlicatt

i
A

ETF Slip Transfer Format =

Variable ID

1 Fixed v 0 Left v Yes v

1 [Ez
[ - B

Select and fill each column with given EPF/ETF formats.

1. Click to add a new ETF slip transfer format
2. Click to delete ETF slip transfer formats
3. Click to save



2. Identify the employees who’s
status is transferred, resigned or
pensioned (WNOP).

Check the ‘Pension Report’ and ‘Payroll Changes Report’

Dehiwala-Mount Lavinia Municipal Council

Dehiwala-Mount Lavinia

Eayroll Changes Report
Sesssom: 1012021 Toe 1v3 1202 1[Menthly]
* Ol dhe amiforized changes are included for the report.
Employee No Employee Name Desigmation Section Remarks
01. New Added Employee and their basic salary to payroll 2

5451 K.AD. ATHULA

T187 5. H. Rupawsthi

02. Removed Employees from this payroll{Partially paid)

5148 W. M. Karunadasa

5363 D. W. Swamalatha Mendis
5436 M. D. Anura

6170 W. A. Priyantha

6280 A H. Thuwan Arif

BE0T P.P. 5. K Peirs

Diriver

Management Assistant iii

Market Supervisor
Health Labourer
Health Labourer
Heaith Labourer
Health Labourer

Health Labourer

CENTRAL DEPOT
Section 1

MT - LAVINIA MASTER
Clinic

Hohuwala Cematery
Karagampitiya Muster
Kohuwala Musber

Kohuwala Cematery

Start date: 08-Nov-2006

Start date: 11-MNov-2009

Ened date: 22-0ct-2021
End date: 07-Aug-2021
End date: 25-S5ep-2021
End date: 04-Aug-2021
End date: 22-0ct-2021
End date: 14-5ep-2021



a)

Report

Select a report

B-HRM Reports

~Employee List

~Employee List Format 2
~Employee Profile

-fEmployee List By Agel Z
~Employee List By Working Year
~Disciplinary Action

~Salary Increments Dates
~Qualification

~Cadre

~Appeal Report

~Unauthorize Employees
~Employee Report by End Date
~Employee List by Class/ Grade
@-Leave & Attendance

®-Pay Roll

@-Loan

-Project Base

E-Admin

-Customize Reports

Main Heading :
Dehiv

a-Mount Lavinia Municipal Counci

ok wnN PR

~Salary Increments (Salary scale)

Sub Heading

Dehiwala-Mount Lav

Under the Employee Repots option

Select the report employee list by age

Organization : Select the relevant organization

Year : Select the year and month from the drop down menus
Years Between : select the years in between that want to search
Click to view the report

Employee List Age Wise

Organization: 3
DMMC

B

PDF format



The report is viewed as follows

Dehiwala-Mount Lavinia Municipal Council

Dehiwala-Mouni Lavinia

Employee List By Age

between a5 45 As AL 1/31/2011
Employee No Empl Code Empl Name Section Date of Birth
Desipnation Mo of Employees: 1
L I Y 31-Dec-1973
Designation cer Mo of Employees: 1
- G $ G 03-Feb-1970
Designation r ™o of Employees: 1
- G PR 09-Jul-1966
Desipnation 1 Oificer No of Employees: 2
- L L 27-Jan-1976
- D - 29-ul-1967
IDesipmation: No of Employees: 1
L ] G 24-Ape-1973
Ihesipmation: Nao of Employees: 2
- G ca 20-Dec-1968
- G - 16-Aug-1971
esignation: Mo of Employees: 1
- D I 06-Mar-1973
Ivesigmation:

™o of Employess:

=]




3. Edit the status of identified
employees’ to transfer, resign or
pension

Emet HRM

Employee
EmetSoft
*
e c/ 2 — 202
Employee Add Employee Edit Authorize Change Leave Approval for

Employee Uniform

Uniform Issue Authorize
Uniform

Employee ID

Issue Employee
1D

V)

Authorize
Employee ID

Train Warrant

1. Click on Employee menu

2. Click on employee Edit option

Group/shift

employee logins



Emet HRM

lil
&

-
2
@

Employee Details &

y 2
Search By © I Search For Section @ 3 c
Employee No «Select-> | Q 5]
EmetSoft '

Or; o S o
—.Cloud First... Eazaon +_ tatus S
DMMC Working
& Employee
+ [=]8

Select ID  Employee Employee Name With Initials Full Name Designation Status Nature of the Job

Code Number Status
E’ T 20054 999 909 M.M.C.K.K. Mannapperuma Mudiyanselage Chandana Municipal Commissioner Working Permenent
Mannapperuma Krishantha Kumara Mannapperuma
O 1001 1001 1001 L.L. Balasooriya Lochana Lakshmi Balasooriya Deputy Municipal Commissioner  Working Permenent
a 1003 1003 1003 S. Kunthavi Sugirthatas Kunthavi Accountant Working Permenent
J 1005 1005 1005 N.KL Chandana Naga Kankanamge Lalith Chandana Engineer (Civil) Working Permenent
[] 1007 1007 g ineer (Civil) ‘menent
Ul 1009 1009 i rvedic Medi menent
a 1010 1010 rvedic Medi ‘menent
O 1011 1011 i rvedic Medi enent
(] 1013 1013 rinary Surg menent
O 1014 1014 i rinary Surg menent

Search
Search
Sectio
Organization : Select the organization

Status : Select the working status from the drop down menu
Click on to search

NourwN R

Click on the blue color employee number to edit the employee. Change the
employee status from working to resign, WNOP and transferred.



4. Then check whether they are
receiving half salaries and set those
(E.g. Employees those who are having
maternity leaves)

€& 5 C A Notsecure | 10.8.0.1:82//THRM/WebPages/Employee_Page/EmployeeDetail.aspx?Sourcel.ocation=1&elementid=Edit_Duty_Assume_Date = ¥ 0O - H
Emet HRM Employee Details

Search By © Search For Section @
Employze No <Select> Q =

Organization & Status o ﬂ
DMMC Working

EmetSoft + [)
—Cloud First...
g8« E0EEuL-)
EREYES Select 1D Employee Employee Name With Initials Full Name Designation Status Nature of the Job

Code Number Status

1. Go to employee profile by clicking on the blue color employee numbers

In the Employee profile



Employee

Personal Details

Empl

Tide Full Name *

M. e —

Surnam

Name With Initials*

Date Of Birth *

Start Date *

1/25/2021

Designation* @

Language ©

Sinhala

Birth Place

nitials of the Name *

NIC Number*

Religion ©

Buddhist

Ethnic Race @

Sinhala

Civil Status @

Married

Photo of the Employee

Choose File | No file chosen

Gender

Female

® Male

Upload

Put the tick on half salary

EmetSoft
Cloud First...

& Employee

Emp

Employee Edit

Empl

Particulars of Salary Payments

0

Entitle ETF Entitle
el

aymen

Slip Trz

[J EPF/ETF Enter manualy

Gratuity B/F

Next In

WNOP No



5.

Individual Employee Salary Changes

Employee

Personal Details

'm

Employee Basic Salary : Make the changes in basic salary and changes
Addition and Deduction Regular : To check the additions and deductions
only for the selected employee

Addition and Deductions installments : If there are any additions or
deductions in installment wise, add or delete from here and save

Pause Addition and Deduction : If want to pause any addition and deduction
, select it and save

Salary Bank : The details of the bank account to which the net salary goes.
And the payment type of the employee (slip/cheque)

OT Bank Information : The employee’s bank details to which the OT
payment goes to

View Salary Detail : If want to see the salary details , additions and
deductions of the relevant month



8. Transfers : The details of the transfers
9. Promotions : The details of the promotions
10. Training and Scholarships : The details of the trainings and scholarships
con=le 17, Qualifications : The details of the qualifications
12. Disciplinary Actions : The details of the disciplinary actions
13. Employee Attachment : If there are any attachments attach here
oo 14, Emergency info : Fill up with the contact details in case of an emergency
<5< 15, Benefit : Enter the benefit details
iy © 16. Employee Dependence : Add the employee dependent details if there
17. Employee Skills : Enter the employee’s skills details
18. Membership Info : Enter the details about the membership
19. Work Experience : Enter the details about the work experience
em 20. Language : Enter the language proficiency details
oo 21. Health Condition : Enter the details about the health condition
@@= 22, Insurance claim : Enter the details about the insurance claim
23. Vehicle Permits : Enter the details about the vehicle permits
24. EB Result Details : Enter the EB result details
EE 25. Service Letter Details : Enter the service letter details
23 W95 26. Leave B/F : Enter the leave details
SR 27. O/L Result : Enter the O/L results
28. A/L Result : Enter the A/L result
29. Recommendation Letter : Attach the recommendation letters
30. Employee Document : Attach the employee documents if there

|”




6. Salary Advance

Add Salary Advance

O] Il T u

clion / Deducion (One 1. Under the payroll option
Request Addition or Ded 2. Under Salary Advance option

e 3. Select Add
@ Pause Addition / Deduction I c
I
: ddnuf'n or A B

Request Addition or Dedt

»  Salary Advance +

® Add Add

Edit

Salary Advance

+ (]

]_Show All Employees )

Date Employee Description Advance Amount

Select 41202

L 2 (| [ -
Amount
15 |
I3 = 4
= =2




Lo N R WNPRE
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ID : Enter the ID

Description : Enter the description if necessary

From Date : Enter the date from which

Remarks : Enter the remarks if necessary

Section : Select the section from the drop down menu
Put the tick if want to select all employees

Date : Select the relevant date from menu

Employee : Select the employee

Description : enter the description if necessary

. Advance Amount : Enter the advance amount
. Click to add a new row

. Click to delete a row

. Click to view the OT total

. Total OT amount is viewed here

. Click to save

. Click to print the salary advance



Edit Salary Advance

Salary Advance Detail

Search By

|

Edit

&l

Request Addition or Deduction Installn

10.8.0.1:82//THRM/WebPages/Reauestinstaliment Page/} Detail.

1. Under the Salary Advance
2. Select Edit

1. Search By : Select the category to

search

2. Search For : Enter the relevant detail of
Eé selected category to search

3. From Date : Select the date from which

4. To Date : Select the date to which

5. Section : Select the relevant section

from the drop down menu

6. Click to search

1. Click to save additions or deductions



Cancel Salary Advance
Deduction Installment Request Addition or Deduction Regular

»  Salary Advance

Sl | c| @

Add Edit Cancel

1. Under the Salary Advance
2. Select Cancel

Request Addition or Deduction Installment

+
\0
p

Add Edit Cancel

Salary Advance

+
Q
=h

Add I Edit Cancel

1. Search By : Select the category
Salary Advance Detail Cancel to search

Search By

€ 2. Search For : Enter the relevant
E detail of selected category to search

3 3. From Date : Select the date
from which
5 4. To Date : Select the date to
' which

5. Section : Select the relevant section from the drop down menu
6. Click to search

1. Click to save additions or deductions

Authorize Salary Advance



Request Addition or Deduction Regular

+| G Q&S

Add Edit Cancel Authorize Print Post

=

Request Addition or Deduction Installment

+ | T @& $

Add Edit Cancel Authorize Print Post

Slip Transfer

Print Salary Advance

Copy Previous Addition or

Deduction

. = 3 -
5 Vs I]Il] =
-
Add Edit Cancel Authorize Slip Transfer Print
10.8.0.1:82//THRM, { Ded Page/Ce Ded. i Deduction

1. Under the Salary Advance
2. Select Authorize

Salary Advance Detail Authorize

Search By | Search For 2

4

Search By : Select the category to search

Search For : Enter the relevant detail of selected category to search
From Date : Select the date from which

To Date : Select the date to which

Section : Select the relevant section from the drop down menu
Click to search

ok wNE




1. Click to save additions or deductions



Salary Advance Detail — Slip Transfer

\ g\ &\ b &\ g\ y

Request Addition or Deduction Regular

+ 1@ @ =l $
(I —
Add Edit Cancel Authorize Print Post
Auth Request Addition or Deduction Installment
Slip Transfer
o —
+ ¢\ T Q|=| 3
)

Aduition g Add Edit Cancel Authorize Print Post

Employee Post To Payroll

Salary Advance

Changese To

+ G| Tm| @ K[t

Add Edit Cancel Authorize slip Transfer Print

1. Under the Salary Advance
2. Select Authorize

Salary Advance Detail - Slip Transfer
Search By | CRArCHEeT 2

Section
<Select> S O showal | 6

No Data Found

Search By : Select the category to search

Search For : Enter the relevant detail of selected category to search
From Date : Select the date from which

To Date : Select the date to which

Section : Select the relevant section from the drop down menu

Put the tick to show all slips

Click to search

Noukwnpe



1.

Click to create slip transfer file

2. Click to download the slip transfer file

Salary Advance Print

Slip Transfer

Print

® Emplo

Payr

® Salary Process

® Email Payslip

\ 4

\

Request Addition or Deduction Regular

' = ) $
+ |G| m =
Add Edit Cancel Authorize Print Post
Request Addition or Deduction Installment
+ /. H.
D -
Add Edit Cancel Authorize Print Post
Salary Advance
+ |G| D ]
Add Edit Cancel Authorize slip Transfer
1. Under the Salary Advance

2. Select Authorize




Salary Advance Print

Search By Search For 2
- | =17

4/1/2022
Section
<Salect> S l O showal] &
Select Description Date Remarks Amount
E‘g Salary Advance -20026 - [3/1/2022] - [Finance (EXP)] 01/03/2022 Salary Advance-March 2022 14,000.00
] Salary Advance -20027 - [3/1/2022] - [Finance (EXP)] 01/03/2022 SALARY ADVANCED MARCH 2022 2,000.00
0 Salary Advance -20028 - [3/7/2022] - [Finance (EXP)] 07/03/2022 Salary Advance March 2022 15,500.00
| Salary Advance -20023 - [3/7/2022] - [Finance (EXP)] 07/03/2022 Salary Advance 2022 March 13,000.00
\:} Salary Advance -20030 - [3/1/2022] - [Finance (EXP)] 01/03/2022 2022 MARCH SALARY ADVANCE 40,000.00
() Salary Advance -20031 - [3/8/2022] - [Finance (EXP)] 08/03/2022 Salary Advance March 2022 3,500.00

9

Print Salary Advance m

Search By : Select the category to search

Search For : Enter the relevant detail of selected category to search
From Date : Select the date from which

To Date : Select the date to which

Section : Select the relevant section from the drop down menu

Put the tick to show all slips

Click to search

Put the tick to select

Click to print

LN R WNR



7. No Pay Authorize

Payroll

EmetSoft

| s|s|s|m|7

Employee Addition / Additions / Pause Addition / Copy Previous Employee Post Effect Section salary Process Email Payslip

Deduction (Or\q Deductions Deduction Addition or To Pa‘rell Chaniese To

S B Eallv IE

Employee Basic Salary Session ‘ Create Slip Salary Session Basic Salary i EPF slip Transfer Salary Session-
Salar* Authorize Transfer Print Authorize File Yeminra;

Request Addition or Deduction (One Time)

+ ||| T| @ &| $

Add Edit i Cancel Authorize Print Post

Request Addition or Deduction Regular

[ Wl = A m I o4 ]

1. Under the option Payroll
2. Select Addition/Deduction(One Time)

Employee Addition And Deduction (One time) #

Add and Deduction © Bank / Agent © 2
Q

<-Select-> v

TroTSETETT
Interim Allowance
Janashakthi

Jssy

Kamkaru Samithiya

Lady Lochore

Language Allowance
LGPW

Loan Interest

Loan/Int. Adustment-Add
Loan/Int. Adustment-Ded

e vdee
Official Vehicle Charges

Other Loan

Over Pay
Overseer Society

% =

+

1. Add and Deduction : Select the addition and deduction type as no pay



2. Bank/Agent : Enter the bank or agent

Employee Addition And Deduction (One time)

Add and Deduction @ Bank / Agent @
<-Select-> AP Q

Salary Session @ |

<-Select-> v

Select a option

@  Normal 2

Salary Session : Select the relevant session from the menu
Put the tick to select an option

Click to select

Date : Enter the date

Employee : Enter the employee

Amount : Enter the amount

Delete : Click to delete

Click to add a new row

Click to save

WoeoNOUAEWNPR



8. Addition Deduction Add Edit

a.Addition Deduction One Time

Payroll

EmetSoft

el Lt s|s| s|m| ¥

|
& Employee Addition / Additions / i Pause Addition / Copy Previous Employee Post Effect Section Salary Process Email Payslip
Deduction (One |

Deductions Deduction Addition or To Paxroll | Chansese To )
Leave

o S B Xl allvE

Employee Basic | | Salary Session ‘ Create Slip salary Session Basic Salary EPF Slip Transfer salary Session-
salary Authorize ) Transfer Print Authorize File Tem;ora;

Request Addition or Deduction (One Time)

Add Edit Cancel Authorize Print Post

Request Addition or Deduction Regular

1. Under the payroll option
2. Select Addition/Deduction One Time

| Bank / Agent © S
. Q
EmetSoft
—.Cloud First... Salary Session © 3
<-Select-> X
Employee

Select a option
@

Attendance

Employee

Amount Delete

Payroll

Select

@ Addition / Deduction (One

time)

1. Select whether addition or deduction



Enter the bank or agent

Select the salary session from the list

Put a tick before to select an option

Select the date

Employee : Enter the employee by selecting from the drop down
menu

7. Amount : Enter the amount

8. Click to delete

9. Click to add a new row

10. Click to save

ok wNnN

b. Addition Deduction Regular

Payroll

EmetSoft
~.Cloud First..

N
LAY

T S| S| S ||«

Employee Addition / Additions / Pause Addition / Copy Previous Employee Post Effect Section salary Process Email Payslip

Deduction (One Deductions Deduction Addition or To Paxrull 1 Chanaese To
Leave

= Lla|v|z|s

or Employee Basic salary Session Create Slip salary Session Basic salary EPF Slip Transfer salary Session-

Salaz Authorize Transfer Print Authorize L File TemFora?

& Payroll

Request Addition or Deduction (One Time)

dition / Deduction (One

= + | c| 7o

Add Edit Cancel Authorize Print Post

Request Addition or Deduction Regular

1. Under the payroll option
2. Select Addition/Deduction Regular



Employee Additions / Deductions Regular

IAdd and Deduction & ’ Bank / Agent @ Section © 3

Search Employee No 4_

Employee ‘ AddDedType| | Amount Pay Mode Bank/Agent I O [Acc.No. ” Acc.Holder. Start Date NoOfl 1l d Date

<-Select-> Cross

" 7 R 3 12 13 14 IS

will be token from the ogent.if the agent is blank the occount details will be token from the

When the bonk account number and account holder are blank the account detol

relov
Employee Addition Amount Payment Bank/Agent Acc  Acc Start No of End
Deduction Type Mode No. Holder Date Installment Date

5242-P.R. S.Fernando ACDS 2 0:AGENT:ACDS:2-ACDS - ALL CEYLON GOVERNMENT DRIVER 01-Nov- O c,;

100.00 SOCIETY, 56 KIRULAROAD,CLOS 2021
5250-A.A.5.0K acps 2 0:AGENT:ACDS:2-ACDS - ALL CEYLON GOVERNMENT DRIVER o1-May- 0 I
Karunarathna 100.00 SOCIETY, 56 KIRULAROAD, CLOS 2021

-
5259-W.B SUJATHSIRI ACDS 100.00 2 0:AGENT:ACDS:2-ACDS - ALL CEYLON GOVERNMENT DRIVER 01-May- O cl;
- SOCIETY, 56 KIRULAROAD,CLOS 2021

o el arne - AR ARRGLALAARE - ATY A PRt AP AR AT IES Al A —— =

1. Add and Deduction : Select the add or deduction type from the drop down
menu
Bank/Agent : Enter the bank or agent
Section : Select the section from the drop down menu
Search Employee Number : Enter the employee number to search
Click to search an employee
Employee : Enter the employee
AddDed Type : Select the addition deduction type
Amount : Enter the relevant type
Pay Mode : Select the pay mode form the drop down menu
. Bank/Agent : Enter the bank or agent
. Acc. No : Enter the account number
. Acc. Holder : Enter the account holder’s name
. Start Date : Enter the start date to add or deduct
. No Of Installment : Enter the number of installment if there is
. End Date : Enter the end date to add or deduct
. Click to add a new Addition or deduction row

LN R WN
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1. Click to save additions or deductions

c.Pause Addition Deduction

Leave

© Attendance
Payroll

N

S| S| S| | ¥

Addition / Additions / Pause Addition / Copy Previous Employee Post Effect Section Salary Process Email Payslip

Deduction (One Deductions Deduction Addition or To Paxroll Chaniese To

S Bl & &2 v T

Employee Basic Salary Session Create Slip Salary Session Basic Salary EPF Slip Transfer Salary Session-
Request Addition or Salar‘ Authorize Transfer Print Authorize File Tem;ora;

Deduction (One Time)

=

$

Add Edit Cancel i Authorize Print Post

Request Addition or Deduction Regular

1. Under the payroll option
2. Select Pause Addition/Deduction



Employee Details b

Search By @

i Search For 2 Section @ _3
Emplaoyes No <-Select-» El ) -

Organization & 4- Status @ 5

DMMC Working

Select ID Employee Employee Name With Initials Full Name Designation Status Nature of the Job
Code Number Status
O 20054 FQQ 999 M.M.C KK Mannapperuma Mudiyanselage Chandana Municipal Commissioner Working Permenent

1001 1001 1001

003 1003 1003

1005 1005 1005

1007 1007 1007

1009 1009

1010 1010 1010

1011 101 10m

1013 1013 1013

0O o0 o od old

1014 1014 1014

Search By : Select the option from drop down menu to search by
Search For : Enter the relevant details to the selected category
Section : Select the relevant section from the drop down menu
Organization : Select the organization

Status : Select the status from the drop down menu

Click to search

By clicking on ID can go to the employee profile

NoukswnNpR

Pause Addition And Deduction
s cTETTET——

Addition Deduction Type

>

<-Select->

[~ Jol = 1®
L -




Addition Deduction Type : Select the addition deduction type from the drop down
menu

Click to pause another addition or deduction

Click to delete a paused addition or deduction

Click to save a paused addition or deduction



O.

Loans (Check in Payroll)

Loans

There are two reports that can be used to check loans in payroll

Loan Report Payroll Deduction

- =-HRM Reports @ Al Employee Organization:
e Employee Reports O Selected Employee 4‘ DMMC
B -Leave & Attendance
i -pay Roll @ All Section g
I_'LD?'“ Salary Type: O Selected Section
Employee "CBan Report-Detail Morahly =) @
Loan Report-Detail(Section wise) —
-Loan Report-Summary palaty Session: Category q
e ~Loan Balance Report-Detail Y Select-
~-Loan Balance Report-Summary

~-Loan Balance Report-Section Summary
-Loan Report-Schedule

Attendance

-Loan Report-Issued
oL ~Age Analysis-Summary
~Age Analysis-Details
~Loan Guarantor Report

~Loan Changes Report

for gt o 3
Loan
Project Base
Admin
Customize Reports

Payroll

Reports

® Reports

User Management

Tools

Master

adm Sub Heading

Dehiwala:

ount Lavinia

ount Lavinia Municipal Counc
Recruitments

10
View Report m

1. Under the option Reports

2. Under the loan option

3. Select the Loan report by payroll deduction report

4. Put the tick in all employee if want to see details of all employees.
Otherwise put the tick on selected employee and enter the employee by
selecting from list

5. Salary Type : Select the salary type from drop down menu

6. Salary Session : Select the salary session from the drop down menu

7. Payroll User : Select the user if necessary

8. Put the tick on all section or selected section

9. Category : Select the relevant category

10. Click to view the report

The report is viewed as follows



Dehiwala-Mount Lavinia Municipal Council

Dehiwala-Mount Lavinia

Salary Pavment Detail Report

Session: 4/1/2022 To 4730/2022[Monthiy]

Salary Session :
Emplovee No  Emplovee Name Loan Category Installment Interest
Section 1 Admin 11,404.02 1,088.23
Distress Loan 8.066.24 1,030.95
o e Distress Loan 4.166.67 670.83
& G Distress Loan 4,899.57 360.12
2.337.78 57 28

Distress Loan 2
RT.28

b T Distress Loan 2 2,337.78




Loan Report Issued

Select a report
=-HRM Reports . @® All Employee 4_ Organization:
#-Employee Reports O Selected Employee DMMC

#-Leave & Attendance
@#-Pay Roll
Gloan| & From Date: |
=roan Report-Detail

Loan Report-Detail(Section wise)
~-Loan Report-Summary

Loan Balance Report-Detail
Leave -~Loan Balance Report-Summary

EmetSoft
—Cloud First...

ol

Employee

Loan Balance Report-Section Summary
--Loan Report-Schedule
[nfeportisueg]

--Age Analysis-Summary

Age Analysis-Details
-Loan Guarantor Report
--Loan Changes Report
--Loan Report-Payroll deduction
#-Project Base
#-Admin

Attendance

or

#-Customize Reports

Reports

® Reports
User Management
Tools
Master

Main Heading Sub Heading
S Dehiwala-Mount Lavinia Municipal Counici Dehiwala-Mount Lavinia I View Report m 8

Recruitments PDF format

Under the option Reports

Under the loan option

Select the Loan report issued

Put the tick in all employee if want to see details of all employees.
Otherwise put the tick on selected employee and enter the employee by
selecting from list

From Date : Select the date from which

To Date : Select the date to which

Category : Select the relevant category

Click to view the report

Pwne

O N W



Dehiwala-Mount Lavinia Municipal Council
Dehiwala-Mount Lavini

1a

Loan Report-Issued

Category All
Date : 3/5/2022 To 4/5/2022

Mumber: Employee Name Description: Amount No.oflns Start Date End Date Capital Ins  Voucher Amt Rate(%) Status

New Loan 18,964,150.00
1.250.00 10.000.00 0.00 Paused
1.250.00 10.000.00 0.00 Paused
1,250.00 10,000.00 0.00 Paused
1.250.00 10.000.00 0.00 Paused
1.250.00 10.000.00 0.00 Paused
2.500.00 32.500.00 4.20 Mot Complted
1,250.00 10,000.00 0.00 Paused
4,166.67 249.975.00 4.20 Not Complted
1,250.00 10,000.00 0.00 Paused
1,250.00 10,000.00 0.00 Paused
1.250.00 10,000.00 0.00 Paused

0.00 10.000.00 0.00 Paused
1.250.00 10.000.00 0.00 Paused
1,250.00 10,000.00 0.00 Paused
0.00 10.000.00 0.00 Paused

1.250.00 10.000.00 0.00 Paused
1.250.00 10.000.00 0.00 Paused
1,250.00 10,000.00 0.00 Paused
1.250.00 10.000.00 0.00 Paused
1.250.00 10.000.00 0.00 Paused
1.250.00 10.000.00 0.00 Paused
1,250.00 10,000.00 0.00 Paused

Page 1 of 34
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Post Loans to Salary

Emet HRM

Loan
EmetSoft

—Cloud First...

Employee

~
R

Loan Settlement Copy Loan Loan Session
Authorize

Loan Slip

Transfer File

Attendance

Payroll

Loan

Loan Deduction
Loan

Pause /Resume

Loan Settlement

Loan Slip Transfer File

Loan Deduction Pause

1.

Under the option Loans
2.

Under the loan session authorize




Loan Session Authorization

O Unauthorized |
@ Authorized

) select All lz

Status Start Date End Date

@3

01/12/2022

O 01/05/2022 31/05/2022
O 01/05/2022 31/05/2022
O 01/04/2022 30/04/2022
(] 30/04/2022
| 01/04/2022 30/04/2022

O 01/03/2022

O 01/03/2022 31/02/2022
O 01/03/2022 31/03/2022
] 01/02/2022 28/02/2022
(] 01/02/2022 28/02/2022
O 01/01/2022 31/01/2022

P wnNPE

Salary Type Description
RE-EMPLOYMENT Session: 11/2/2022 To 12/1/2022[RE-EMPLOYM
Monthly Session: 5/1/2022 To 5/31/2022[Monthly]

Members Session: 5/1/2022 To 5/21/2022[Members]

Mayors_Ofice_Staff Session: 4/1/2022 To 4/30/2022[Mayors_Ofice_Staff]
Deputy_Mayor_Staff Session: 4/1/2022 To 4, 22[Deputy_Mayor_Staff]
Monthly Session: 4/1/2022 To 4/30/2022[Monthiy]
RE-EMPLOYMENT Session: 22 To 3/31/2022[RE-EMPLOYMENT]
TEMPORARY Session: 3/1/2022 To 3/31/2022[TEMPORARY]
Trainees Session: 3/1/2022 To 3/31/2022{Trainees]
RE-EMPLOYMENT Session: 2/1/2022 To 2/28/2022[RE-EMPLOYMENT]
TEMPORARY

RE-EMPLOYMENT W.R.K.PATHIRANA - 50007 - JANUARY 2022

Put the tick to see authorized or unauthorized loan sessions

Put the tick to select all employees at once

Put the tick to select employees\

Click to authorize unauthorized ones or unauthorized ones to authorize



Loan Reports

Loan Reports — Detail

Select a report
&-HRM Reports - © Al Employee Organization:
#-Employee Reports O Selected Employee 4‘ DMMC

-Leave & Attendance

EmetSoft #-P3 ouz @ All Section
—Cloud First... I -Loan j O Selected Section
Loan Report-Detaill 5

Employee ~Loan Report-Detail(Section wise)
Loan Report-Summary

n

From Date:
~-Loan Balance Report-Detail T

Loan Balance Report-Summary
-Loan Balance Report-Section Summary
~Loan Report-Schedule 4/5/2022

Leave

To Date:

Attendance

Loan Report-Issued
~Age Analysis-Summary
or Age Analysis-Details

~-Loan Guarantor Report

Payroll Loan Changes Report

~Loan Report-Payroll deduction
-Project Base

ton 8-Admin

#-Customize Reports

Reports

® Reports

User Management

Tools

Master

Main Heading :

Admin

Dehiwala-Mount Lavinia Municipal Counci I View Report ' 0
Recruitments PDF format

Under the option Reports

Under the loan option

Select the Loan report detail

Put the tick in all employee if want to see details of all employees.
Otherwise put the tick on selected employee and enter the employee by
selecting from list

Payroll User : Select the user from the drop down menu

From Date : Select the date from which

To Date : Select the date to which

Put the tick on all section or selected section

. Category : Select the relevant category

10. Click to view the report

el

© N oW

The report is viewed as follows



iw inia Municipal Council
Dehiwala-Mount Lavinia
Loan Report-Details

Category All

Date : 3/5/2022 To 4/5/2022

Number: Description: Amount BF Amt Instalment Amt %  Interest Amount Due Amt Due Ins Status
250,000.00 195,833.29 416667 420 685.42 191,666.62  46.00 Mot Complted
21,040.00 18,702.22 233778 420 65.46 16,364 44 7.00 Mot Complted
10,000.00 10,000.00 000 0.00 0.00 10,000.00  B.00 Not Complted
185,833.29 108,333.22 416667 420 37917 104,166.55 25.00 Not Compited
91,666.74 4,166.67 416667 420 14 58 0.00 0.00 Complted
233,333.82 145,833.45 416667 4.20 510.42 141666.78  34.00 Mot Complted
250,000.00 204, 166.63 416667 420 T14.58 19999996 48.00 Not Complted
250,000.00 204,166.63 4,166.67 4.20 714.58 199.999.96  48.00 Not Complted
14,535.00 12,112.50 12,112.50 420 0.00 0.00 0.00 Complted
250,000.00 195.833.29 4,166.67 4.20 685.42 19166662 46.00 Not Complted
10,000.00 10,000.00 000 0.00 0.00 10,000.00  B.00 Not Complted
250,000.00 233,333.32 416667 4.20 816.67 229 166.65 55.00 Not Compled
10,000.00 10,000.00 0.00 000 0.00 10,000.00 8.00 Mot Complted
208,333.30 120,833.23 416667 4.20 422.92 116,666.56  26.00 Not Compited
191,083.20 107,790.51 489957 420 377.27 10289094 21.00 Not Complted
10,000.00 10,000.00 0.00 000 0.00 1000000  8.00 Not Compited
10,000.00 6.250.00 0.00 000 0.00 6.250.00 500 Mot Complted

w2022 103313001 PP Page 1 of 106

Prepared By Checked By Certified By

Loan Reports — Detail(Section Wise)

Select a report
E-HRM Reports ~ @® All Employee Organization:
@-Employee Reports O Selected Employee L+ DMMC G

#-Leave & Attendance c

-Pay Roll

5 L] *
-Loan Report-Detail Payrol User S

Employee -iLoan Report-Detail(Section wisea 3 <All-> v

~Loan Report-Summary o Category C1
Loan Balance Report-Detail 0 Select-
~Loan Balance Report-Summary O an
-Loan Balance Report-Section Summary o bxic:
Afendance ~-Loan Report-Schedule 4/5/2022
-Loan Report-Issued
Age Analysis-Summary
~Age Analysis-Details
-Loan Guarantor Report
Payroll ~Loan Changes Report
~-Loan Report-Payroll deduction
@-Project Base
@-Admin
@-Customize Reports

EmetSoft

o

Reports

® Reports

User Management
Tools
Main Heading : Sub Heading: I

Dehiwala-Mount Lavinia Municipal Council Dehiwala-Mount Lavinia View Report Exit

Recruitments PDF format




Under the option Reports

Under the loan option

Select the Loan report detail

Put the tick in all employee if want to see details of all employees.
Otherwise put the tick on selected employee and enter the employee by
selecting from list

Payroll User : Select the user from the drop down menu

From Date : Select the date from which

To Date : Select the date to which

Put the tick on all section or selected section

. Category : Select the relevant category

10. Click to view the report

P wnN e
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The report is viewed as follows

Dehiwala-Mount Lavinia Municipal Council
Dehiwala-Mount Lavinia

HRM LoanReport Detail SectionWise

Category All
Date : /572022 To 4/5/2022
Number: Description: Amount BF Amt Instalment Amt =~ % Interest Amount Due Amt Due Ins Status
Admin-11 11.404.02 112815
250,000.00 195,833.29 416667 4.20 685.42 191,666.62  46.00 Not Compited
21,040.00 18,702.22 233778 4N B5.45 16,364.44 7.00 Not Compited
10,000.00 10,000.00 0.00 0.00 0.00 10,000.00 £.00 Mot Complted
191,083.20 107,700.51 489057 420 wrar 102,800.%4 21.00 Not Complted
10,000.00 10,000.00 0.00  0.00 0.00 10,000.00 8.00 Not Compited
36.186.35 B192.65
10,000.00 10,000.00 000 0.00 0.00 10,000.00 8.00 Not Compited
250,000.00 191, 666.62 418667 420 B870.83 187,409.95 4500 Not Complted
4,600.00 400.00 000 420 0.00 400.00 2.00 Complted
10,000:.00 10,000.00 0.00  0.00 0.00 10,000.00 8.00 Not Compited
250,000.00 205,357.10 446420 420 71875 200,882.81 45.00 Not Complted
4,000.00 4,000.00 400.00  0.00 14.68 3,600.00 9.00 Not Compited
10,000.00 10,000.00 000 0.00 0.00 10,000.00 8.00 Not Compited
250,000.00 234,603.88 510204 420 82143 270,501.84 45.00 Not Complted
4,000.00 4,000.00 40000  0.00 14.68 3,600.00 9.00 Not Compited
250,000.00 250,000.00 416667 4.20 875.00 245,833.33  50.00 Not Compited
10,000.00 10,000.00 000  0.00 0.00 10,000.00 B8.00 Not Compited
250,000.00 166,666.60 416667 4.20 583.33 162,489.93  39.00 Not Complted
a - SMDO0AM e Page 1 6 110
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Under the option Reports

Under the loan option

Select the Loan report summary

Put the tick in all employee if want to see details of all employees.
Otherwise put the tick on selected employee and enter the employee by
selecting from list

Category : Select the relevant category

6. Click to view the report
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The report is viewed as follows



Catego

All

Dehiwala-Mount Lavinia Municipal Council
Dehiwala-Mount Lavinia

Loan Report-Summary

191,083.20




Loan Balance Report — Detail
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Under the option Reports

Under the loan option

Select the Loan Balance Report Detail

Put the tick in all employee if want to see details of all employees.
Otherwise put the tick on selected employee and enter the employee by
selecting from list

From Date : Select the date from which

To Date : Select the date to which

Put the tick on all section or selected section

Category : Select the relevant category

Click to view the report

P wnNPE

Lo NwW

The report is viewed as follows



Dehiwala-Mount Lavinia Municipal Council

Dehiwala-Mount Lavinia
Loan Balance ri-Details
Category All
Date 82022 To 482022
BF Amount Transfer From Giwen Loan From Sattle By Settle By Transfer Toa Balance GIF
a Section Salary Reciept Section
Fram
March 2022 Manch 2022 March 2022 April 2022 March 2022 March 2022 April 3022

Distress Loan (87.500.07) a.on 000 .00 {4, 186.67) 000 .00 [(91,666.74)
Distress Loan 2 18,702 22 a.00 000 .00 {2,337.78) .00 0.0 16,364 44
Fastival Advance {10,000.00) a.00 10,000.00 .00 000 .00 0.0 000
Distress Loan (83,262.69) 000 0.00 0.00 {4,8E9.5) 0.00 0.00 (88, 182.26)
Festival Advance 0.0 .00 10,000.00 .00 0.00 [ 0.00 10, 000,00
Special Advance 400,00 0.00 oo 0.0 0.00 [ 0.00 40000

(161,850.54) 0.00 20,000.00 0.00 (11,404.02) 0.00 0.00 (153,084 58)
Distress Loan (132.906.19) 000 0.00 0.00 0.00 000 0.00 {132,906 1)
Fastival Advanca {10,000.00) a.00 10,000.00 .00 .00 .00 0.0 000
Distrass Loan [58,333.38) a.00 000 .00 {4,186.67) .00 0.0 [B2.500.08)
Fastival Advance (10,000.00) 0.00 10,000.00 0.0 0.00 000 0.00 oo
Special Advance {4.000.00) 000 0.00 0.00 000 0.00 0.00 (4.000,00)
Viehicle Loan 4,200.00) 0.00 oo 0.0 0.00 [ 0.00 4,200.00)
Distress Loan 30,104.35 a.on 000 000 4,464 23) 000 0.00 25640008
Fastival Advance {10.000.00) a.00 10,000.00 .00 .00 .00 0.0 000
Spocial Advance 0.00 a.00 000 .00 (400.00) .00 0.0 [£00.00)
Distrass Loan {11,300.54) a.00 000 .00 {5,102.04) .00 0.0 (16,482 58)
Festival Advance [10,000.00) 0.00 0.00 0.00 0.00 0.00 0.00 [10,000.00)
Huousing Loan {8,995 04) a00 0.00 .00 000 .00 0.00 (8,995 04)
Special Advance 4, 000,00 a.on 000 .00 (400.00) 000 .00 3,600000
Distress Loan 242,875.00 .00 000 000 {4, 166.67) 000 0.00 245,608 33
Fastival Advance {10,000.00) a.00 10,000.00 .00 000 .00 0.0 000
Taunami {25,000.00) a.00 000 .00 .00 .00 0.0 {25,000.00)
Distrass Loan [83,333.40) a.00 000 .00 {4,186.67) .00 0.0 {87, 500.07)
Festival Advance [10,000.00) 0.00 10,000.00 0.0 0.00 [ 0.00 oo
Distress Loan (16,681 68) 000 000 0.00 (4. 166.67) 0.00 0.00 (20,858 35)
Festival Advance (iR a.on 10,000.00 .00 0.0 000 .00 10, 000,00
Special Advance 4,00000 a.00 0.oa 000 (400.00) 000 .00 3,600000




Loan Balance Report — Summary
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Under the option Reports

Under the loan option

Select the Loan Balance Report Summary

Put the tick in all employee if want to see details of all employees.
Otherwise put the tick on selected employee and enter the employee by
selecting from list

From Date : Select the date from which

To Date : Select the date to which

Put the tick on all section or selected section

Category : Select the relevant category

Click to view the report

Pwne

O N WU

The report is viewed as follows



Dehiwala-Mount Lavinia Municipal Council
Dehiwala-Mount Lavinia

Loan Balance Report-Summary

Categury All
Date : HA202E To 4032022
BF Amount  Transfer From a_ Given Loan From  Sattle By Salary Settle By Transfer To a Balance G/
Section From Reciept Soction
[87.500.07) 0.00 .00 14, 166.67) 0.00 .00 151 ,666.74)
18,702.22 .00 0.00 [2,337.78) 0.00 000 18.364.44
[10,000.00) 0.00 "10,000.00 0.00 0.00 D00 0.04
(83,282 69) 0.00 0.00 [4,898.57) 0.00 .00 B8, 192.26]
000 000 10,000.00 000 0,00 .00 70,0000
400.00 0.00 0.00 0.00 0.00 0.00 a00.0df
(161,690.54) 000 20,000.00 111 404.02) 0.00 .00 [153@?
(132,906.19) 0.00 0.00 0.00 0.00 .00 (132,805 1
(10,000.00) .00 10,000.00 0.00 0.00 [ 0.4
[58,333.38) 000 .00 14, 186.67) 0.00 .00 162,500.05]
110,000.00) 000 10,000.00 0.00 0,00 00 0.0
(4,000.00) .00 0.00 0.00 0.00 0.00 4.000.00
13.200.00) 000 0.00 0.00 0.00 .00 4.200.00
30,104.35 .00 0.00 14.464.28) 0.00 .00 25,640
[10,000.00) 000 10,000.00 0.00 0.00 .00 0
0.00 0.00 .00 a00.00) 0.00 .00 1400.00]
[11,380.52) .00 0.00 5, 102-04) 0.00 .00 (16,482 58]
[10,000.00) 000 0.00 0.00 0.00 .00 {10,000.00|
[8.505.04) .00 0.00 0.00 0.00 .00 B.595.04)
400000 .00 0.00 {400.00) 0.00 000 300,00
249597500 [X) 000 [ 166.67) 0.00 000 m
[10,000.00) .00 10,000.00 0.00 0.00 000 [l
125,000.00) 000 T.00 000 0,00 D00 ;m,mg
[63,335.40) 000 0.00 14, 166.67) 0,00 000 167 500.07 ]
[10,000.00) .00 10,000.00 0.00 0.00 .00 0.4
(16,681 64) 000 D.00 T4, 186.67] 0.00 .00 120,858.35]
0.00 .00 10,000.00 0.00 0.00 .00 10.000.04
200000 000 B.00 Ta00.00] 0,00 D00 TA00.0]
237 47498 0.00 0.00 [4,186.67) 0.00 0.00 73,3085
(10,000.00) 0.00 10,000.00 0.00 0.00 .00 0.4
000 000 T.00 Ta00.00) 0,00 D00 1a00.00|
[10,000.00) 0.00 10,000.00 0.00 0.00 .00 0.4
233,308.32 .00 0.00 [4,166.67) 0.00 .00 22014169
0.00 0.00 10,000.00 0.00 0.00 D00 10,000.04
333,01343 0.00 60,000.00 (36, 166.35) 0.00 .00 386,847
24,621 B0) 000 0.00 2,234 58) 0.00 .00 (am
110,000.00) 000 10,000.00 0.00 000 00 [
0.00 000 0.00 a00.00) 0.00 .00 400.00]
[54,470.60) 0.00 0.00 [2.723.53) 0.00 .00 (57,183.13|




Loan Balance Report — Section Summary
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Under the option Reports

Under the loan option

Select the Loan Balance Report Summary

Put the tick in all employee if want to see details of all employees.
Otherwise put the tick on selected employee and enter the employee by
selecting from list

From Date : Select the date from which

To Date : Select the date to which

Put the tick on all section or selected section

Category : Select the relevant category

Click to view the report

PwNPR

W NWw

The report is viewed as follows



Category
Dhate

Dehiwala-Mount Lavinia Municipal Council

Dehiwala-Mount Lavinia

Loan Balance Report-Section Summary

All
J8/2022 To 4132002
BF Amount Transfer From | Given Loan From Sottle By Settle By Transfor Toa Balance CIF
aSaction Salary Reociapt Section
From
March 2022 March 2022 March 2022 April 2022 March 2022 March 2022 April 2022
Distress Loan (170.792.76) 000 .00 0.00 9,086:24) 0.00 000 {172.859.00)
Distress Loan 2 1870222 000 0.00 000 (2,337.78} 000 000 16,364.44
Fastival Advance {10,000.00) 000 20,000.00 000 a.00 000 000 10,000.00
Spocial Advance £00.00 000 0.00 000 a.00 000 000 400.00
Tatal (181,600.54) 000 20,000.00 000 [11,404.02) 000 000 {153,004.58)
Distrass Loan 448,208 47 000 0.00 000 (34,586.35) 000 000 41384212
Fastival Advance {80,000.00) 000 90,000.00 000 0.00 0.00 000 10,000.00
Housing Loan {0,005.04) 000 0.00 000 a.00 000 000 {0.905.04)
Spacial Advance 4,000.00 000 0.00 000 (1,600.00) 0.00 000 2,400.00
Teunami (25,000.00) 000 0.00 000 0.00 0.00 000 (25,000.00)
Vhicle Loan (.200.00) 000 0.00 000 0.00 0.00 0.00 {4.200.00)
Tatal 333.013.43 000 90,000.00 000 (36,166.35) 0.00 0.00 386,847.08
Distress Loan 278,061.35 000 17264177 000 (20,041.45) 0.00 000 43166167
Fastival Advance (50,000.00) 0.00 50,000.00 000 a.00 0.00 000 0.00
Special Advance 4,000.00 000 a.00 000 1,200.00) 0.00 000 2,800.00
Tatal 233,061.35 000 22384177 000 {21,241.45) 0.00 000 434.46167
Distress Loan 432.833.15 000 a.00 000 (67,520.18) 0.00 000 36491256
Fastival Advance (103.750.00) 000 80,000.00 000 8,250.00) 0.00 000 (30,000.00)
Special Advance {16,000.00) 000 a.00 000 a.00 0.00 000 (16,000.00)
Tatal 313,083.15 000 80,000.00 000 (74,170.18) 0.00 000 B2 56
Distress Loan (10,020.28) 000 278ATE 183,038 55 (53,323.30) 0.00 000 308, 169,99
Fastival Advance (86,000.00) 000 60,000.00 0.00 {1,250.00) 0.00 000 (36,250.00)
Vihicle Loan {6.000.00) 000 .00 0.00 0.00 0.00 000 {B.000.00)
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Under the option Reports

Under the loan option

Select the Loan Balance Report Summary

Put the tick in all employee if want to see details of all employees.
Otherwise put the tick on selected employee and enter the employee by
selecting from list

Category : Select the relevant category

6. Click to view the report

PoNPRE

g

The report is viewed as follows



Dehiwala-Mount Lavinia Municipal Council
Dehiwala-Mount Lavinia

Loan Report-Details

Category All
Date : All
T

Number: Description: From Date: To Date: Amount Paid Amt Status

R DIRSR I 000 Not Compite
Paid Date Paid Amount Intarest Amount Due Amount
31-Jan-2021 4. 167.00 875.00 245 833.00
26-Feb-2021 4,167.00 875.00 241,666.00
31-Mar-2021 4,167.00 875.00 237,499.00
30-Apr-2021 4167.00 875.00 233,332.00
31-May-2021 B,334 66 816.66 228,165.33
30-Jun-2021 4,166.67 81667 220,830.67
31-Jul-2021 4 166 67 a02.08 21666400
31-Aug-2021 4,166 67 787 50 212,497.33
30-Sep-2021 4,166 67 77292 208,330.66
31-Det-20241 416667 758.33 204,163.99
30-Mov-2021 416667 743.75 199,997 .32
31-Dec-2021 4,166.67 72917 165,830 65
31-Jan-2022 4,166 67 714.58 191,663 .98
26-Feb-2022 4,166 67 700.00 187,497.31
31-Mar-2022 4,166 67 68542 183,330.64
30-Apr-2022 416667 670.83 179,163.97

Number: Description: From Date: To Date: Amount Paid Amt Status



Loan Report Issued
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Under the option Reports

Under the loan option

Select the Loan Balance Report Detail

Put the tick in all employee if want to see details of all employees.
Otherwise put the tick on selected employee and enter the employee by
selecting from list

From Date : Select the date from which

To Date : Select the date to which

Category : Select the relevant category

Click to view the report

P wnhpRE

O N w

The report is viewed as follows



Dehiwala-Mount Lavinia Municipal Council
Dehiwala-Mount Lavinia

Loan Report-Issued

Category All
Date : 3/5/2022 To 4/5/2022

Number: Employee Name Description: Amount Noofins StartDate  EndDate Capital Ins  Voucher Amt.  Rate(%) Status

New Loan 18,984,150.00
Festival 10,000.00 8 31-Mar-2022 20-Nov-2022 1,250.00 10,000.00 0.00 Paused
Festival 10,000.00 8 30-Mar-2022 29-Nov-2022 1,250.00 10,000.00 0.00 Paused
FESTIVAL ADVANCE 10,000.00 8 31-Mar-2022 28-Nov-2022 1,250.00 10,000.00 0.00 Paused
Festival 10,000.00 8 31-Mar-2022 20-Nov-2022 1,250.00 10,000.00 0.00 Paused
Festival 10,000.00 8 30-Mar-2022 28-Nov-2022 1,250.00 10,000.00 0.00 Paused
Distress 32,500.00 13 D1-Apr-2022  30-Apr-2023 2.500.00 32,500.00 420 Not Complted
Festival 10,000.00 8 31-Mar-2022 20-Nov-2022 1,250.00 10,000.00 0.00 Paused
DIRSRESS 250,000.00 60  16-Mar-2022 15-Mar-2027 4,166.67 249,975.00 4.20 Not Complted
FESTIVAL ADVANCE 10,000.00 8 31-Mar-2022 20-Nov-2022 1,250.00 10,000.00 0.00 Paused
Festival 10,000.00 8 31-Mar-2022 28-Nov-2022 1,250.00 10,000.00 0.00 Paused
FESTIVAL ADVANCE 10,000.00 8 31-Mar-2022 28-Nov-2022 1,250.00 10,000.00 0.00 Paused
Festival 10,000.00 8 31-Mar-2022 20-Nov-2022 0.00 10,000.00 0.00 Paused
Festival 10,000.00 8 30-Mar-2022 29-Nov-2022 1,250.00 10,000.00 0.00 Paused
Festival 10,000.00 8 31-Mar-2022 28-Nov-2022 1,250.00 10,000.00 0.00 Paused
Festival 10,000.00 8 30-Mar-2022 28-Nov-2022 0.00 10,000.00 0.00 Paused
Festival 10,000.00 8 30-Mar-2022 20-Nov-2022 1,250.00 10,000.00 0.00 Paused
FESTIVAL ADVANCE 10,000.00 8 30-Mar-2022 28-Nov-2022 1,250.00 10,000.00 0.00 Paused
Festival 10,000.00 8 31-Mar-2022 28-Nov-2022 1.250.00 10,000.00 0.00 Paused
Festival 10,000.00 8 31-Mar-2022 20-Nov-2022 1,250.00 10,000.00 0.00 Paused
FESTIVAL ADVANCE 10,000.00 8 31-Mar-2022 28-Nov-2022 1,250.00 10,000.00 0.00 Paused
Festival 10,000.00 8 31-Mar-2022 29-Nov-2022 1,250.00 10,000.00 0.00 Paused
Festival 10,000.00 8 31-Mar-2022 28-Nov-2022 1,250.00 10,000.00 0.00 Paused

Page 1 of 34
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Loan Gurantor Report
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Under the option Reports

Under the loan option

Select the Loan Gurantor Report

Put the tick in all employee if want to see details of all employees.
Otherwise put the tick on selected employee and enter the employee by

PwnNPE

selecting from list
5. Click to view the report

The report is viewed as follows



Dehiwala-Mount Lavinia Municipal Couneil
Dehiwala-Mount Lavinia

Loan Guarantor rt

Emplovee Name : Al

Start Date Loan Category Amount Status
E Distress Loan 247,500.00 Ongoing
m 13-Mar-2027  Distress Loan 247,500.00 Ongoing
m 06-May-2026  Distress Loan 242500.00 Ongoing
E 21-Mar-2027  Distress Loan 250,000.00 Ongoing

i Distress Loan 250,000.00 Ongoing
Distress Loan 250,000.00 Ongoing

E Distress Loan 250,000.00 Ongoing
E 250,000.00 Ongoing
E 167,595.00 Ongoing
_ 250.000.00 Cngoing

01-Feb-2022  31-Jan-2027  Distress Loan 245,000.00 Ongoing




Loan Changes Report
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Under the option Reports

Under the loan option

Select the Loan Gurantor Report

Salary Type : Select the salary type from the drop down menu
Salary Session : Select the salary session from the drop down menu
Click to view the report

ok wnN R

The report is viewed as follows



Dehiwala-Mount Lavinia Municipal Council
Dehiwala-Mount Lavinia
Loan Changes Report
Session: 412022 To 4302022 Monthly|
Employee No Employee Name Loan Type Amaoumt Installment Mo of Tnsall. Start Dute Remarks
1. New L far loan from this salary a9
Distress Loan 32.500.00 2,500.00 13.00 1-Apr-2022 Mew Loan ‘2003636
Distress Loan 250,000.00 4,166 67 6000 16-Mar-2022  Mew Loan 2002678
Distress Loan 250,000.00 4,166 67 6000 23-Mar-2022  Mew Loan 2002704
Distress Loan 141,347 46 6,145.54 2300 25-Mar-2022  Mew Loan 2002713
Distress Loan 250,000.00 4,166 67 6000 30-Mar-2022  Mew Loan 2003111
Distress Loan 250,000.00 4,166.67 60.00 6-Mar-2022  Mew Loan 2002788
Distress Loan 250,000.00 4,166 67 6000 23-Mar-2022  Mew Loan 2002706
Distress Loan 250,000.00 4,166 67 6000 31-Mar-2022  Mew Loan 2003518
Distress Loan 250,000.00 4,166.67 60.00 15-Mar-2022  Mew Loan 2002676
Distress Loan 250,000.00 4,166.67 60.00 21-Mar-2022  Mew Loan 2002601
Distress Loan 250,000.00 10,B60.57 23.00 14-Mar-2022  Mew Loan :2002660
Distress Loan 250,000.00 4,166 67 6000 22-Mar-2022  Mew Loan 2002701
Distress Loan 250,000.00 4,166 67 6000 15-Mar-2022  Mew Loan 2002677
Distress Loan 250,000.00 4,166 67 6000 10-Mar-2022  Mew Loan 12002653
Distress Loan 250,000.00 4,166 67 6000 10-Mar-2022  Mew Loan :2002656
Distress Loan 250,000.00 4,166 67 6000 8-Mar-2022 New Loan ‘2002650
Distress Loan 250,000.00 4,166 67 6000 18-Mar-2022  Mew Loan (2002688
Distress Loan 250,000.00 4,166 67 6000 14-Mar-2022  Mew Loan 2002664
Distress Loan 250,000.00 6,250.00 40.00 30-Mar-2022  Mew Loan 2003184
Distress Loan 250,000.00 4,166 67 6000 15-Mar-2022  Mew Loan 2002674
Distress Loan 250,000.00 4,166.67 60.00 15-Mar-2022  Mew Loan :2002672
Page 1 of 42 41512022 1:35:50AM
Loan Report — Payroll Deduction
Select a report
&-Employee Reports - @ All Employee Organization:
-Leave & Attendance O selected Employee 4— DMMC
-Pay Roll .
EmétSoft @ L) IW g
—Chowst First. Loan Report-Detail Salary Type: 5 O Selected Section
--Loan Report-Detail(Section wise) Monthly VIR
D Syl st S plry Sesos [ Carsgory
--Loan Balance Report-Summary Session: 4/1/2022 To 4/30/2022[Monthly] v Select- v
i~Loan Balance Report-Section Summary
r-Loan Report-Schedule CayrolUserd NP
AHendance --Loan Report-Issued <All-> ¥

--Age Analysis-Summary

Age Analysis-Details

Loan Guarantor Report
i~Loan Changes Report

-Project Base

@-Admin

-Customize Reports

Reports

® Reports

ser Management

Tools

Main Heading : Sub Heading :

Dehiwala-Mount Lavinia Municipal Council Dehiwala-Mount Lavinia View Repor q

PDF format




Under the option Reports
Under the loan option

P wnN e

Select the Loan Report Payroll Deduction
Put the tick in all employee if want to see details of all employees.

Otherwise put the tick on selected employee and enter the employee by

selecting from list

To Date : Select the date to which

LN w

Click to view the report

Dehiwala-Mount Lavinia Municipal Council

From Date : Select the date from which

Put the tick on all section or selected section
Category : Select the relevant category

Dehiwala-Mount Lavinia

Salary Pavment Detail Report

Salary Session 1 Session: 4/1/2022 To 4/30/2022[Monthiy]

Employee No  Employee Name Loan Category Installment Imterest
Section 1 Admin 11,404.02 1,088.23
Distress Loan 9,066 24 1,030.95
Distress Loan 4,166.67 G6T0.83

Distress Loan 4 B99.57 360.12

Distress Loan 2 233778 5728
233778 57.28

_ e



10. Process the salary for the first time

Payroll

il ltal

Additions / Pause Addition / Copy Previous Employee Post Effect Section Salary Process

4

Email Payslip

Deduction (One Deductions Deduction Addition or To Paxrell Chaniese To

&8 x| &a|v|E

Employee Basic Salary Session Create Slip Salary Session Basic Salary EPF slip Transfer Salary Session-
Salar Authorize Transfer Print Authorize File Tempora

Request Addition or Deduction (One Time)

- || T
Add Edit Cancel Authorize Post
Request Addition or Deduction Regular
Add Edit Cancel Authorize Print Post

102N 1.22//T name/DActTASalanDimrace Emnl DnctTaThaDaurnll

1. Click on Payroll menu

2. Select the Salary Process Option

Salary Process

e Organia =

DMMC

SalaryType ©] 4 Salary S

Monthly Session: 4/1

elect Al With Salary Journal O Un processed ",

@ Processed

Employee Code Employee Name Basic Salary No Of Days For Day Payes

2] Reports

& User Management

& Tools




Salary Type : Select the salary type from the drop down menu
Salary Session : Select the salary session from the drop down menu
Organization : Select the organization

Click on to search

Put the tick to select an employee

Put the tick on to select all employees at once

Select whether processed or not

Click on to process the salary

5. Then tally the manual documents with the processed one

6. If there are any changes, do those

7. Then reprocess again

8. If there are any changes in the bank accounts enter those to the system

9. Then check whether if there are any changes in the bank accounts

10. Then check whether there are any changes in the bank accounts to which remittance is
credited

11. Then check the total amounts with the loan report

12. Then again reprocess

13. Then take the reports pay slip, slip transfer file and accounts report

PNV R WN R

liil
2
¥

EmetSoft SHOCLATORon :

g : Organization:
...Cloud First... RM Reports -

DMMC v

Employee 5-pay Roll

Salary Book
Lasve Salary Book-Portrait
-Salary Book-Integrated Columns
-Salary Book-Summary
Salary Book-Summary_SectionWise
Salary Payment Detail Report
or -Pay slip 2
-Salary History
EPF
EPF Six Month
ETE
Loan -ETF Six Month
~WNOP
PAYE
~Grativity
-Accounts Report
® Reports ~Accounts Report Department Wise
Accounts Report Section Wise
--OT Suggestion
-OT Report
0T Report Detail
Tools Addition and Deduction by Type
~Salary Reconciliation-Summary

Attendance

Payroll

Reports.

User Management

-Salary Reconciliation-Detail
Salary Layout v

Master

Admin

1. Select on reports menu and click on reports
2. Select the reports that want to print



11.

Select a report
=-HRM Reports

#-Employee Reports

#-Leave & Attendance

&a Roll] |

~Salary Book

~Salary Book-Portrait

~Salary Book-Integrated Columns
~Salary Book-Summary

~Salary Book-Summary_SectionWise
»lSaiary Payment Detail Reporti =4
~Pay Slip

~Salary History

EPF

~EPF Six Month

~ETF

~ETF Six Month

-~ WNOP

-PAYE

~Grativity

~Accounts Report

~Accounts Report Department Wise
~Accounts Report Section Wise
~OT Suggestion

-OT Report

~OT Report Detail

~Addition and Deduction by Type
~Salary Reconciliation-Summary

Salary Reconciliation-Detail

~Salary Layout

Main Heading :

avinia Municipal Counc

1. Under the option payroll
Select the report Salary Payment Detail Report

N

@ Al Employee
O Selected Employee

Salary Payment Detail Report

Organization: =
DMMC

Salary Type:

<-Select->

4

Talary Session:

<-All->

Sub Heading :

Dehiwala-Mo

ount Lavinia

® Al Section [

) Selected Section

q

PDF format

Put the tick to all employee or selected employee. If the tick has put on selected

employee type the employee number

Salary Type : Select the salary type from the drop down menu
Salary Session : Select the relevant salary session

Payroll User : Select the payroll user if want

Organization : Select the organization

Put the tick on all section or selected section

Click to view report

Lo NOU e



12. Bank Remittance Detail Report

Select a report
~Salary Book-Portrait - @ All Employee Organization: 6
~Salary Book-Integrated Columns O Selected Employee DMMC
~Salary Book-Summary
~Salary Book-Summary_SectionWise Bank / Agent 7
~-Salary Payment Detail Report
~Pay Slip

~-Salary History

~EPF

~EPF Six Month

=ETE

~ETF Six Month GETEIIET [~
- WNOP

@-PAYE

~Grativity

~Accounts Report

~Accounts Report Department Wise

-Accounts Report Section Wise

~QOT Suggestion

-OT Report

~OT Report Detail

~Addition and Deduction by Type

~Salary Reconciliation-Summary

~Salary Reconciliation-Detail

~Salary Layout

~Salary Information

--Bank Remitance-Summary

B samarce e |

~Bank Remittance Letter

~OT Information v

Salary Type: 3

<-Select-> v
Salary Session: 4 Payment Mode S

i Cheque

Main Heading : Sub Heading

Dehiwala-Mount Lavinia Municipal Counci Dehiwala-Mount Lavinia I View Report m q

PDF format

1. Select the report Bank Remittance Detail

2. Put the tick to all employee or selected employee. If the tick has put on selected
employee type the employee number

3. Salary Type : Select the salary type from the drop down menu

4. Salary Session : Select the relevant salary session

5. Payroll User : Select the payroll user if want

6. Organization : Select the organization

7. Bank/Agent : Select the bank or agent from the drop down menu

8. Payment Mode : Select the payment mode from the drop down menu(cheque, cash,

slip transfer, cross)
9. Click to view report



13. Employee Salary Stop

Employee
EmetSoft °
& Employee Employee Add Employee Edit | | Authorize Change Leave Approval for
Group/shift employee logins J

Employee Uniform

Uniform Issue Authorize
1 Uniform

Employee ID

Employee ID

Train Warrant .
Appeal -

Issue Employee
1D

o

Authorize
Employee ID

Promotion

=

Under Employee Option
. Select Employee Edit

N



Employee Details

Search By @ Search For Section @

Employee No <-Select-> Q -
Organization @ Status @

DMMC Working

+ ]

Select ID Employee Employee Name With Initials Full Name Designation Status Nawre of the Job
Code Number Status

(]

Working Permenent

- Working Permenent
(] Working Permenent
- Working Permenent
(] Working Permenent
- Working Permenent
O Working Permenent
- Working Permenent
O Working Permenent
r Woarkine Permenent
1. By clicking go to employee profile
Particulars of Salary Payments
Payment Type @
Slip Transfer

EPF Entitle ETF Entitle Pension Entide EPF Cheque to Other Org

] ] O

(0 EPF/ETF Enter manualy (0 PAYE Tax Enter manualy

EPF EPF Employer ETF PAYE TAX
0.00 0.00 0.00 0.00

Is OT Allowed Half Pay Stop Salary l Is Day Pay Attendance Allowance

] O O 0.00

Salary Type @ Next Increment Date

Monthly
Gratuity B/F Amount Gratuity B/F Date WNOFP Mo PSPF No
0.0000

2 3

Save I Save and Continue

1. Put the tick to stop salary
2. Click to save
3. Click to save and do another task



14. Salary Reprocess

15. Salary Authorize

Basic Salary Authorize

Employee

Payroll

Attendance

Il | TR 4

Addition / Additions / Pause Addition / | Copy Previous Employee Post ‘ Effect Section Salary Process Email Payslip

Deduction (One Deductions Deduction To Paxroll chaniese To

& || = | v

7 4/
L
Employee Basic Salary Session Create Slip Salary Session Basic Salary EPF Slip Transfer Salary Session-
ddition / Deduction Salarx Authorize Transfer Print Authorize File Temiora?
Request Addition or
Deduction (One Time) Request Addition or Deduction (One Time)
— a |
+ | = |
I )
Add Edit Cancel Authorize Print Post

Request Addition or Deduction Regular

emmtbesn. | = A N a N 4 |

1. Under Payroll Option
2. Select Basic Salary Authorize




Employee Basic Salary Increments Authorize

O Select All

Authorize EmployeeCode Employee

1.

2. Put the tick to select an employee

1.

Salary Session Authorize

Start Date
2021/11/26
2021/08/14
2020/01/01
2022/01/28
2021/09/15
2021/12/30
2020/01/01
2021/11/26

2021/11/26

End Date

Put the tick to select all employees to authorize

Authorize

Click to authorize

7169

Current Basic

33,650.00

26,250.00

25,000.00

28,640.00

32,540.00

31,040.00

33,050.00

30,260.00

30,530.00

New Basic

33,950.00

26,500.00

31,610.00

28,910.00

32,840.00

31,340.00

33,350.00

30,800.00

30,800.00



Payroll

~
EmetSoft ‘
—Cloud First...
| |
Employee Addition / Additions / Pause Addition / | Copy Previous Employee Post | Effect Section salary Process Email Payslip

Deduction (One Deductions Deduction Addition or To Paxrcll Chansese To

Attendance . V 2 ‘ V l /‘
. u |
Employee Basic salary Session Create slip salary session | Basicsalary | | EPFslip Transfer salary Session-
Salarx Authorize Transfer Print Authorize | File em;orai‘

Request Addition or Deduction (One Time)

+ | &

Add Edit i Cancel Authorize

Post

Request Addition or Deduction Regular

1. Under Payroll Option
2. Select Salary Session Authorize

Salary Session Authorize

Unauthol
Authorized

End Date Salary Type
RE-EMPLOYMENT Session: 11/2/2022 To 12/1/2022[RE-EMPLOYME!

] 01/05/2022 31/05/2022 Monthly Session: 5/1/2022 To 5/31/2022[Monthiy]
| 01/05/2022 31/05/2022 Members Session: 5/1/2022 To 5/31/2022[Members]
(] 01/04/2022 30/04/2022 Mayors_Ofice_Staff Session: 4/1/2022 To 4/30/2022{Mayors_Ofice_Staff]
O 01/04/2022 30/04/2022 Deputy_Mayor_Staff Session: 022 To 4/30/2022[Deputy_Mayor_Staff]
] 01/04/2022 30/04/2022 Monthly Session: 4/1/2022 To 4/30/2022[Monthiy]
O 01/03/2022 31/03/2022 RE-EMPLOYMENT Session: 3/1/2022 To 3/31/2022[RE-EMPLOYMENT]
] 01/03/2022 31/03/2022 TEMPORARY Session: 3/1/2022 To 3/31/2022[TEMPORARY]
| 31/02/2022 Trainees Session: 3/1/2022 To 3/31/2022[Trainees]
] 01/02/2022 28/02/2022 RE-EMPLOYMENT Session: 2/1/2022 To 2/28/2022[RE-EMPLOYMENT]
0 01/02/2022 28/02/2022 TEMPORARY Session: 2/1/2022 To 2/28/2022[TEMPORARY]

B 01/01/2022 31/01/2022 RE-EMPLOYMENT W.R.K.PATHIRANA - 50007 - JANUARY 2022

Put the tick to see authorized or unauthorized salary sessions



2. Put the tick to select all employees to authorize
3. Put the tick to select an employee
4. Click to authorize

16. Employee Pay Slip/Slip Transfer
File/Bank Remittance Letter



Select a report

E-HRM Reports - @® Al Employee a Organization: €
#-Employee Reports O Selected Employee DMMC
@-Leave & Attendance
&-Pay Roll @ Al Section
~Salary Book Salary Type: 3 O Selected Section i
~Salary Book-Portrait BT 3
~Salary Book-Integrated Columns T 4
~Salary Book-Summary
~Salary Book-Summary_SectionWise ¥

--Salary Payment Detail Report
,. | Payrol User S

~Salary History <All-> ¥
~EPF

~EPF Six Month

~ETF

~ETF Six Month

~WNOP

#-PAYE

-Grativity

~Accounts Report

~Accounts Report Department Wise

~Accounts Report Section Wise

~OT Suggestion

--OT Report

~QOT Report Detail

-Addition and Deduction by Type

~Salary Reconciliation-Summary

~Salary Reconciliation-Detail

--Salary Layout v

Main Heading : Sub Heading :
Dehiwala-Mount Lavinia Municipal Counc Dehiwala-Mount Lavinia ‘ View Report Exit B

PDF format

1. Select the report pay slip

2. Put the tick to all employee or selected employee. If the tick has put on selected
employee type the employee number

3. Salary Type : Select the salary type from the drop down menu

4. Salary Session : Select the relevant salary session

5. Payroll User : Select the payroll user if want

6. Organization : Select the organization

7. Put the tick on all section or selected section

8. Click to view report



Dehiwala-Mouni Lavinia Muonicipal Co

Dehiwala-Vount Lavinia
5 slip a0

Deugnati Wharugemical Ser

Soctiom Fonk Kooping
NIC Mumbcr ]
Ermprluyee Musber

Employee Code

Earnings

Baslc Salary

Sub Total
INTERIM ALLOW,
COL

Laiross Salary
Deduction

Woa 0P

Fesivwnl

Distresa

STME

PPAAA

Total Deduction
Met Salary

Festrral I
Prv. Bal: 5 (0000

Distress L
Porw Bl 125,000 08

E mpliovyime Employar

17. Temporary Employees Salary

1. Asthe first step create a designation



Leave

Attendance

General
€t Common
Payroll
I
~— [ 1T 1] 1_ [T ] © mmm [ P -
e ‘ | 33— 11 - © m=m E .“.“.
— [ 1 1} - © =
—_—
Organization \ Division Desi; i i i Carder Category Address Type Attachment Type Bank
Reports | cateior¥
User Management
-
p £®% v = o
AV 4 -—
Tools - | - =
—
Branch Agent Employee Group Job Title Level Class Page Grade Page Institute Type

Master 1 Category

® General

——
‘ 3 —
= —
» Common I =
= —
Results Qualification skill Type Relationship Membership Desciplinary Services
Organization Type Type Type Action Type
Division ~
I | n u
|ﬁl CJ‘ £
z | e— -
Health Condition i Transfer Type Award Agencies Dependant Job Insurance Claim Exam Exam Level O/L Subject
L 1 | Category

Under Master option

In the General option

In the Common option

Select the designation category option

P wnNE

DeS|gnat|on Category Details

Search By © chfor | G "
Description E S o
= - [=]2

Select D Description
O 200 Executive

] 2002 Non-Executive
O 2003 Senior

| 2004 Tertiary

(] 2005 Secondary

] 2006 Primary

O 2007 Contract/Temporary

1. Click to add a new designation category
2. Click to delete an existing designation category
3. Search By : Select the category to search from the drop down menu




4. Search For : Enter the details according to the selected category to

search
5. Click on to search

Designation Category
B |1

Designation Category * a

3

-m

Fields marked with an asterisk * are required.

1. Category ID : Enter the category ID
2. Designation Category : Enter the new designation category to add

3. Click to save a new designation category

Then go to employees profile



Fax

Class @

<-Select->

Service @

<Select-»

Permenent

Mature of the Job Status @ 2

Supervisor €@

Is Shift Worker
O

Set working days for non shift workers €@

Drivers

Occupation Classif. Grade

User Name

Appointment Date

Grade @

<-Select-»

State @

Unauthorized

Division €

ME - Rathmalana

Leave Group @
MA

Insurance Mo

Employee Group @ |
CONTRACT

Resigned Date

1. Employee Group : Select the employee group as temporary
2. Nature of the Job Status : Select the nature of the job status from the drop

down menu

Payment Type @ 3

<-Select-»

Basic Salary
EPF Entitle | | ETFEntide | 2
[J EPF/ETF Enter manualy
EFF EPF Employer ETF
EPF EPF Employer ETF
Is OT Allowed 4 Half Pay Stop Salary
O
Salary Type @ S
CONTRACT
Gratuity B/F Amount Gratuity B/F Date

6

Pension Entite

O

[0 PAYE Tax Enter manualy
PAYE TAX

PAYE

Is Day Pay

Next Increment Date

WNOP No

EPF Cheque to Other Org

O

Attendance Allowance

PSPF No

Save Save and Continue



18.

As the first step create a designation

ok wnNE

EPF Entitie : Don’t put the tick
ETF Entitie : Don't put the tick
Payment Type : Select the payment type
Is OT Allowed : Don’t put the tick

Salary Type : Select the salary type from the drop down menu

Click to save

Members Salary

Leave

Attendance

oT

Payroll

Loan

Reports

User Management

Tools

Master

® General

» Common

Organization

Division

General

Common

Category

— (1 ) 0 == [ <
P = 3 — = 1111
— - © mmmm
—
Organization Division i i Carder Category Address Type Attachment Type Bank
=
= v — 1111
[
o
Branch Agent Employee Group Job Title Level Class Page Grade Page Institute Type
Category
—
E @ x = Q
= — ‘ ,
= —
= —
Subject Results Qualification skill Type Relationship Membership Desciplinary Services
Type Type Type Action Type
ﬁ u
lﬂl C}‘ E
; L] =
Health Condition Transfer Type Award Agencies Dependant Job Insurance Claim Exam Exam Level O/L Subject

PwnNPR

Under Master option
In the General option

In the Common option

Select the designation category option




Designation Category Details

o oter] G E-s

Select D Description

Q

Executive

~

Non-Executive

I} B BER @ FEl B HE

Senior

=]
&=

Tertiary

Secondary

o

Primary

Contract/Temporary

Click to add a new designation category

Click to delete an existing designation category

Search By : Select the category to search from the drop down menu
Search For : Enter the details according to the selected category to
search

5. Click on to search

PwnNPR

Designation Category

Cat

egory ID

Designation Category * a

3

-m

Fields marked with an asterisk * are required.

1. Category ID : Enter the category ID



2. Designation Category : Enter the new designation category to add
3. Click to save a new designation category

Then go to employee’s profile

Fax
Job Details

Class @ Grade @

<-Select-> <-Select-»
Service @

<-Select->
Mature of the Job Status @ 2 State @

Permenent Unauthorized
Supervisor @ Division &

ME - Rathmalana
Is Shift Worker Set working days for non shift workers @ Leave Group @ Employee Group @ |
Drivers MA ‘ CONTRACT

Occupation Classif. Grade nsurance No
User Name Appointment Date Resigned Date

1. Employee Group : Select the employee group as members
2. Nature of the Job Status : Select the nature of the job status from the drop
down menu



Particulars of Salary Payments

Basic Salary

EPF Entitle |

ETF Entide

Payment Type ©@

<-Select-»

2 Pension Entitle

(]

Salary Type @ S
CONTRACT

Gratuity B/F Amount

)

ok wnNE

Gratuity B/F Date

Save Save and Continue

(' EPF/ETF Enter manualy
EPF EPF Employer ETF PAYE TAX
Is OT Allowed 4_ Half Pay Stop Salary s Day Pay

O ]

(J PAYE Tax Enter man ualy

Next Increment Date

WHNOP No

EPF Entitie : put the tick if necessary
ETF Entitie : put the tick if necessary
Payment Type : Select the payment type
Is OT Allowed : Put the tick if necessary

Salary Type : Select the salary type from the drop down menu

Click to save

19. Re-employment Salary

As the first step create a designation

Leave

Attendance

ot

Payroll

Loan

Reports

User Management

Tools

&= Master

EPF Cheque to Other Org

(]

Attendance Allowance

PSPF No

1.

Under Master option

General
Common

— (1 © m—— A P
b= — = (=] i

— - s © mmm—

Organization Division Designation carder Category Address Type Attachment Type Bank
=
Y ces v = e
= A ™ JIT1
ab
—_—
Branch Agent Employee Group Job Title Level Class Page Grade Page Institute Type
Category
Subject Results Qualification skill Type ionshi ip iplinary Services
Type Type Type Action Type
n u
lﬁ' G C}‘ E
Z‘ & -
—— =
Health Condition Transfer Type Award Agencies Dependant job Insurance Claim Exam Exam Level O/L subject
category
Nt




2. Inthe General option
3. Inthe Common option
4. Select the designation category option

Designation Category Details

rch By

Select D Description

"
Q

Executive

Non-Executive

HN @ FEN B HE

Senior

<)
&=

Tertiary

Secondary

Primary

(e

0 gl

=]

Contract/Temporary

Click to add a new designation category

Click to delete an existing designation category

Search By : Select the category to search from the drop down menu
Search For : Enter the details according to the selected category to
search

5. Click on to search

PwnNpR

Designation Category

Cate

Fields marked with an asterisk * are required.



1. Category ID : Enter the category ID
2. Designation Category : Enter the new designation category to add
3. Click to save a new designation category

Then go to employees profile

Fax
Job Details

Class @ Grade @

<-Select-> <-Select-»
Service @

<-Select->
Mature of the Job Status @ 2 State @

Permenent Unauthorized
Supervisor @ Division &

ME - Rathmalana
Is Shift Worker Set working days for non shift workers @ Leave Group @ Employee Group @ |
Drivers MA ‘ CONTRACT

Occupation Classif. Grade nsurance No
User Name Appointment Date Resigned Date

1. Employee Group : Select the employee group as reemployment
2. Nature of the Job Status : Select the nature of the job status from the drop
down menu



Particulars of Salary Payments

Basic Salary Payment Type @ 3
<-Select-»

EPF Entitle | | ETF Entite 2 Pension Entide EPF Cheque to Other Org
] ]
(' EPF/ETF Enter manualy [ PAYE Tax Enter manualy

EPF EPF Employer ETF PAYE TAX
Is OT Allowed 4_ Half Pay Stop Salary s Day Pay Attendance Allowance
] O ]
Salary Type @ S Next Increment Date

CONTRACT
Gratuity B/F Amount Gratuity B/F Date WHNOP Mo PSPF No

)

Save Save and Continue

EPF Entitie : put the tick if necessary

ETF Entitie : put the tick if necessary

Payment Type : Select the payment type

Is OT Allowed : Put the tick if necessary

Salary Type : Select the salary type from the drop down menu
Click to save

ok wnNE



20. All Reports

EmetSoft Selecta report
Py S-HRM Reports Organization:
s DMMC
Leave & Attendance 3
Epiaiee Pay Roll
t Loan
#-Project Base
&-Admin
@-Customize Reports
Attendance
Payroll
€ Reports
® Reports
& User Management
Tools
1. Under the reports option
2. Select the Reports menu
3. Then select any report by clicking
Report Employee List
Select a report
=HRM Reports + | ® A employee Group 3 Organization: 4
J{Employee Reports | O Selected Empoyee Group DMMC
Employee Lis 2 v
EmetSoft ~Employee List Format 2 e All Section 'S
~—Cloud First.. Employee Profile ® an =S Selected Section
~Employee List By Age O Designation Wise
Employee ~Employee List By Working Year O Section wise =
@ Al Designation

Disciplinary Action
Salary Increments (Salary scale)
~Salary Increments Dates

Selected Designation

~Qualification Nature of the Job Status
Attendance Cadre Select
-~Appeal Report

~Unauthorize Employees
Employee Report by End Date
Employee List by Class/ Grade

Payroll #-Leave & Attendance
@-Pay Roll
&-Loan
®-Project Base
#-Admin
Reports #-Customize Reports
® Reports
User Management
Tools -
Main Heading : Sub Heading : q
Dehiwala-Mount Lavinia Municipal Counci Dehiwals ia View Report

Recruitments PDF format




1. Under Employee Reports option

Select the Employee list

Put the tick in all employee group if want to see all employee list or put the
tick on selected employee group and enter the employee number in space
Organization : Select the organization from the drop down menu

Category : Put the tick on selected category

Put the tick in All Section or Selected section

Put the tick on All designation or selected designation

Nature of the Job Status : Select the job status from the drop down menu
Click to view the report
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1. Under Employee Reports option

2. Select the Employee Profile

3. Putthetickin all employee if want to see all employee list or put the tick on
selected employee and enter the employee number in space

4. Organization : Select the organization from the drop down menu

5. Click to view the report

The report is viewed as follows
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Sub Heading :
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Under Employee Reports option

Select the Employee List By Age
Organization : Select the organization
Year : Select the year and the month\
Years Between : Select the years between
Click to view the report
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Designation: Auto Ebectrician No of Employees: 1

Designation: Ayurvedic Dispenser No of Employees: 1




Report Employee List By Working year

Select a report

2-HRM Reports
[§\lEmEIo§ee ReEorts I |

Organization: 3

DMMC v
~Employee List E
~Employee List Format 2 Year:
~Employee Profile 2011 q. v
~Employee List By Age
{Employee List By Working Yeard 2 Jan >
~Disciplinary Action Years Between 5
~-Salary Increments (Salary scale) 25
~Salary Increments Dates e
~Qualification ==
~Cadre
~Appeal Report
~Unauthorize Employees
~Employee Report by End Date
-Employee List by Class/ Grade
H-Leave & Attendance
#-Pay Roll
E-Loan
#-Project Base
#H-Admin
#-Customize Reports
Main Heading : Sub Heading :
Dehiwala-Mount Lavinia Municipal Council Dehiwala-Mount Lavinia View Report 6
PDF format
1. Under Employee Reports option
2. Select the Employee List By Age
3. Organization : Select the organization
4. Year: Select the year and the month\
5. Years Between : Select the years between
6. Click to view the report
The report is viewed as follows
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Put the tick in all employee if want to see all employee list or put the tick on
selected employee and enter the employee number in space
Organization : Select the organization from the drop down menu

From Date : Select the date from which
To Date : Select the date to which

Click to view the report

The report is viewed as follows
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Under Employee Reports option

Select the Salary Increments

From Date : Select the date from which

To Date : Select the date to which

Organization : Select the organization from the drop down menu
Click to view the report
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The report is viewed as follows
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Under Employee Reports option

Select the Salary Increments Dates

From Date : Select the date from which

To Date : Select the date to which

Organization : Select the organization from the drop down menu
Click to view the report
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The report is viewed as follows
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1. Putthe tickin all employee if want to see all employee list or put the tick on
selected employee and enter the employee number in space

2. Organization : Select the oganization

The report is viewed as follows
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Under Employee Payroll option

Select the Salary Book

Put the tick in all employee if want to see all employee list or put the tick on
selected employee and enter the employee number in space

Organization : Select the organization from the drop down menu

Salary Type : Select the salary type from the drop down menu

Put the tick before all section or selected section

Salary Session : Select the salary session from the drop down menu

Payroll User : Enter the user if necessary

Click to view the report



The report is viewed as follows
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3. Put the tick in all employee if want to see all employee list or put the tick on
selected employee and enter the employee number in space
4. Organization : Select the organization from the drop down menu

b

Salary Type : Select the salary type from the drop down menu

6. Put the tick before all section or selected section



7. Salary Session : Select the salary session from the drop down menu
8. Payroll User : Enter the user if necessary
9. Click to view the report

The report is viewed as follows
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Under Employee Payroll option

Select the Salary Book

Put the tick in all employee if want to see all employee list or put the tick on
selected employee and enter the employee number in space

Organization : Select the organization from the drop down menu

Salary Type : Select the salary type from the drop down menu

Put the tick before all section or selected section

Salary Session : Select the salary session from the drop down menu

Payroll User : Enter the user if necessary

Click to view the report

The report is viewed as follows
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Put the tick in all employee if want to see all employee list or put the tick on
selected employee and enter the employee number in space
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Click to view the report

The report is viewed as follows

Organization : Select the organization from the drop down menu
Salary Type : Select the salary type from the drop down menu

Put the tick before all section or selected section

Salary Session : Select the salary session from the drop down menu
Payroll User : Enter the user if necessary
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Under Employee Payroll option

Select the Salary Book

Put the tick in all employee if want to see all employee list or put the tick on
selected employee and enter the employee number in space

Organization : Select the organization from the drop down menu

Salary Type : Select the salary type from the drop down menu

Put the tick before all section or selected section

Salary Session : Select the salary session from the drop down menu

Payroll User : Enter the user if necessary



9. Click to view the report

The report is viewed as follows
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1. Under Employee Payroll option

Select the Salary Book

Put the tick in all employee if want to see all employee list or put the tick on
selected employee and enter the employee number in space

Organization : Select the organization from the drop down menu

Salary Type : Select the salary type from the drop down menu

Put the tick before all section or selected section

Salary Session : Select the salary session from the drop down menu

Payroll User : Enter the user if necessary

Click to view the report
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The report is viewed as follows
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Put the tick in all employee if want to see all employee list or put the tick on
selected employee and enter the employee number in space

2. Select the Salary History
4.
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7. Click to view the report

The report is viewed as follows
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Organization : Select the organization from the drop down menu
Salary Type : Select the salary type from the drop down menu
Salary Session : Select the salary session from the drop down menu
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Put the tick in all employee if want to see all employee list or put the tick on
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Click to view the report
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5. Year : Select the year and month from the menu
6. Click to view the report
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1. Under Employee Payroll option

2. Select the ETF
Put the tick in all employee if want to see all employee list or put the tick on
selected employee and enter the employee number in space

4. Organization : Select the organization from the drop down menu

5. Salary Type : Select the salary type from the drop down menu

6. Salary Session : Select the salary session from the drop down menu

7. Click to view the report



The report is viewed as follows

Act.No.460f1980  EMPLOYEE'S TRUST FUND BOARD Advice of remittance R4

ETF Reg. No Shroff Diehiwala Mount L
Dehiwala Mount Lavinia Municipal Council Manth March 2022

Mo of Employees 1

Contribution 0.0

Surcharges

Total Remittance 0.0

Cheque No

Bank and Branch

Employee Name

Report ETF Six Month

Select a report
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~-Salary Reconciliation-Summary

NIC Employee No Total Earning ETF Amount
o 0.00 .00
0.00 0.00

- O Al Employee 3 Organization: 4‘

@® Selected Employee DMMC M

Year:

2020

Jan/jun

~Salary Book-Summary_SectionWise
~Salary Payment Detail Report

Sub Heading :

Dehiwala-Mount Lavinia | View Report 6

PDF format

Under Employee Payroll option
Select the ETF Six month



3. Put the tick in all employee if want to see all employee list or put the tick on
selected employee and enter the employee number in space

4. Organization : Select the organization from the drop down menu

Year : Select the year and month from the menu

6. Click to view the report
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The report is viewed as follows
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1. Under Employee Payroll option

Select the WNOP

Put the tick in all employee if want to see all employee list or put the tick on
selected employee and enter the employee number in space

Organization : Select the organization from the drop down menu

Salary Type : Select the salary type from the drop down menu

Salary Session : Select the salary session from the drop down menu

Payroll user : Select the user from the drop down menu

Click to view the report
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The report is viewed as follows

Dehiwala-Mount Lavinia Municipal Council
Dehiwala-Mount Lavinia

WNOP Report

March 2022

Emplovee Mo Emplovee Name WHNOP No. NIC Basic Salary % WNOP

Prepared BY © ....ccciinniinas Chacked BY ! ..cccmiiiianinnn Cortified BY @ .ococeinininnminninns
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Accounts Report

Check and release the salaries

First you have to check the totals of the Accounts Report of the system.

Employee

Attendaiice

Payroll

Loan
@1 Reports
® Reports
& User Management
& Tools
B Master

& Admin

192.168.1,13:82//THRM/WebPaqes/

Il

i~Salary Book

-Salary Book-Portrait

r-Salary Book-Integrated Columns
i-Salary Book-Summary

-Salary Book-Summary_SectionWise
i-Salary Payment Detail Report

Pay Slip
i-Salary History
L-EPF
i-EPF Six Month

ETF
ETF Six Month
~WNOP
-PAYE
i~Grativity

fccounieRapor] 4

Accounts Report Department Wise
i-Accounts Report Section Wise
i-OT Suggestion
0T Report
1-OT Report Detail

r-Addition and Deduction by Type

etk S 2 Summary
avigation_Page/Navigation.aspx?elementid=

Report Interface

Under reports option

In the HRM reports

Under payroll option
Select the Accounts report

NoukswnNpe

Click to view the report

e administrator

Select a report
H-Employee Reports CASUAL-TEMPORARY v Organization
d-Leave & Attendance /4
g-Pay Roll I 3 Session: 4/11/2022 To 5/10/2022ICASUALTEMPOR v Show unbalance reason

Salary Type : Select the salary type (Eg: Casual temporary)
Salary Session : Select the relevant salary session

-



Accounts Report
Session: 4112022 To 5/ 102022[CASUAL-TEMPORARY |-

Account Code Account Name Amount
10010212 afus sefimlsted 0,04 m obom 272164713
CITRIC ] dhein adby add s gdSoe 544320 39
1001052 gAes slfmbsxtod Sim Bl §Ema 1,515,057.76

Total | 478103428 ) 'f
10010272 aio® mefiem el maf B s a8men 4 803,534 28
1-143 Festival Advance 177.500.00

Total |%ru1 034.28 ) 2

Tally whether the totals (highlighted number 1 & 2) are equal. If they are not equal , reasons will be
shown in the same report. To get the reasons should put the tick on “Show Unbalance reason” option in
the report interface.

Then check the number 5 and number 6 totals are equal, as shown in the below image. If they are not

Account Code Account Name Amount
1001022 aHe? scttnBriss 008 m olon 460353428
e i o
Total [ 4,603,534.28 \ 5
Cash Cash | 219,120.80
Chegue Cheque 2 1,251,422.35
Payable Payable 3 0.00
Silp Transfer Silp Transfer 4 3,132.991.13
Total - |4603534.28 Q
Prepared By : ....oovecveveerrens Checked BY : ....covcveeerenrrane Certified By : .....ccovecrevrvrrenrnns

equal, reasons will be shown in the same report. To get the reasons should put the tick on “Show
Unbalance reason” option in the report interface.



Accounts Report — Section Wise and Remittance Total of Salary Book Summary Report

e adminiszrator

Employee
Leave

Select a report S
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#Employee Reports CASUAL-TEMPORAR
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Salary Book-Summary
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& Admin

Accounts Report — Section Wise

Under reports option

In the HRM reports

Under payroll option

Select the Accounts report — Section Wise

Salary Type : Select the salary type (Eg: Casual temporary)
Salary Session : Select the relevant salary session

Click to view the report

Nouhkwnpe
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Accounts Report - Section wise

Session: 4/1172022 To 5/10/2022{CASUAL-TEMPORARY ]

Total
1001/022 1001/04/4 1001/05/2 [ross
oD
@dm
ogdm &om
1001/02/2 1001/02/2 0. 0. 0.00\(4,385,802 46 (4.385,802.46
0 0.00 4,385,802 4
4nnd_ 4 AN Ananu nnneina 121 R74 &l 24 724 anl AR 281 'ul P raz a7

frotai 272164719 544,320.39 1,515,057.76 (395,231 8: : 2 4
Grand Total 272164713 544.329.31 1.515,057.71(4.781.034.28 0.00

Check whether the highlighted total of the above accounts report is equal to the bank remittance total
of the below report (salary book summary report) .



= ReportViewer.aspx / 100% + =

Salary Book - Summary [ calculator = O >
Session: 4/11/2022 To 5/10/2022{CASUAL-TEMPORARY | _
= Standard ™ D
fotal 4563302.46 + 217731.82 =

Basic Salary 2.721,647.13

Total 2,721,647.13
Casual_Cost Of Living B75.420.00
Casual Other Allowences ) r .
Casual_Fuel Allowences 9,500.00
Casual New Addition - 5000 _630 137.76 o o i

Salary T ez MIC MR M+ M- M5 i

EPF 0% 27,7 31.82
Festhval 177 .500.00
Welfare 95 450.0 e CE C €|
BANK DED 4,000.00
Btamp 222500
Casual Bank_Loan 101,304.00 1 5 3=
CASUAL_WELFARE £5,350.00 x X JX v
casual- other deduction 40,241.38
[Total Deduction 723,802_2(

Salary
EPF Employer 0% 2 (326 5075 8 9 x
ETF 8% - |217.731.82 »

=
Remitance Summary -
Cash Total 218,120,680 4 5 6
Chegue Total 1,251 422 35
Blip Transfer Total 3,132,981.13
Cross Total 177,500 +
Payble Total — 1 2 3
Remitance Total 4\ w

5132022 - 0

Normally Gross Salary (1) should be equal to Bank Remittance Total (4), if this is not equal , the reasons
may be the other remittances like EPF (2), ETF (3), food allowances, room rent, etc. They must be added
to the gross salary to get the final bank remittance total.



Salary Book Summary Report and Bank Remittance Summary Report

Salary Book - Summary
Session: 4112022 To 5/ 1V2022[CASUAL-TEMPORARY]
Total
ic Salary 2,721,647.13
|_Cost_Of_Living B75420.00
| g‘lher Allowences E
|_Fuel Allowences 9,500.00
| Mew Addition - 5000 630,137.75
EPF 0% 217,731 82
Feslival 177,500.00
Welfare a5 450,00
BANK DED 4,000.00
Stamp 2 225 00
Casual_Bank_Loan 101,304.00
CASUAL WELFARE 85,350.00
casual- other deduction 4024138
Total Deduction 723,802_20
Net Salary
EPF Employer 0% 325,597 57
ETF 8% 217,731.82
Cash Total 218,120.80
Cheque Total 1,251 42235
Blip Transfer Total 3,132,991.13
Cross Total \ 177,500.00
Paybile Total P
132022

Highlighted cash total, cheque total, cross total and slip transfer total of the salary book summary report
must be tallied with the bank remittance summary reports with the relevant payment modes such as
cash, cheque, cross, slip transfer.
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-Salary Layout
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-Payroll Changes Report
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-Advance Vote Wise Report
-Loan

~Project Base

~Admin

® ANl Employee

) Selected Employee

Salory Type:

RARY S v

ASUAL-TEMPOR v

Salary Session:

Session: 4/11/2022 To

<-All->

Organization:

Organizstion

Bank / Agent

ayment Mode
Chegue v
S

Cash
Cheque

Siip Transfer

Cross

Under reports option, In the HRM reports ,Under payroll option
Select the Bank Remittance Summary report

Salary Type : Select the salary type (Eg: Casual temporary)
Salary Session : Select the relevant salary session
Payment Mode : Select the relevant payment mode (Eg: Cash, Cheque, Slip

Transfer, Cross)
Click to view the report



Salarv Book - Summary

Session: 41172022 To S/IVI022[CASUAL-TEMPORARY ]

Bank Remittance Summary Report -
With Payment mode Cash

; 219,120.80 )

Bank Remittance Summary Report —
With Payment mode Cheque

1,251,422.35

Bank Remittance Summary Report -
With Payment mode Slip Transfer

3,132,991.13

Total
Basic Salary 272164713 >
M'l'ﬂl 2,T21,647.13
Casual_Cost Of_Living 875.420.00 Certified By © ...
Casual_Other_Allowences r
Casual_Fuel Allowences 9,500.00
Casual Mew Addition - 5000 630,137.76
EPF 0% 217,731,
Feslival 177.500.00
Welfare 95 45000
BANK DED 4,000.00
Stamp 2,225 00 >
Casual_Bank_Loan 101,304,004
CASUAL WELFARE 85,350.00 B
Easual- other deduction 2024138 || COrMMOdBY i
Total Deduction 723,802_20
Salary
EPF Employer 0% 326,507 57
ETF 8% 217,731.82
f_
Cash Total 219,120 804 —>
Cheque Total 1.251 42235 <«
ip Transfer Total 3,132,801.1
Cross Total \ _177.500.00| < Cerified By ...
Payble Total B
Remitance Total
SN132022

Bank Remittance Summary Report — With Payment mode Cross

(_fm.m.m ) <
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Salary Vouchers

A [} o |
Payee Accounts Departments
Import
eTransfer Format A
Import .
POkt Salary Voucher Salary Advance | OT Voucher Loan Voucher Final Account
Voucher | Format

Export

Import From Rates

Vat Traansfer

CleanUp

Update

/ Thibus Translator

Export

Import Fro!

Export

Final Account
Format

Import From csv

‘of

Import Itmes

‘o

Import Assets

In Finance Management system

1. Under the Tools menu
2. Under Import option
3. Select Salary Voucher option



Salary Voucher/Salary Journal

@® salary Voucher

Salary Journal
alary Session e
Session: 10/1/2021 To10/31/2021[MEMBERS OFFICE STA v Q
ank 3 Department 4_
6137555 : Peoples Bank " 00 ™
Cheque Details
Svh_Date Svh_Description Svh_AccCode Svh_Payee Svh_Amount Svh_ID
10/31/2021 12:00:00 AM Salary October-2021 41100 Shroff Dehiwala Mount Lavinia Municipal Council 61500.0000 2003783
10/31/2021 12:00:00 AM Salary October-2021 41100 The Manager People's Bank Galle Road Dehiwala 104500.0000 2003785

RSN BT

Put the tick to select whether salary voucher or salary journal
Salary Session : Select the salary session from the list

Bank : Select the bank from the list

Department : Select the department from the list

Click to import the salary voucher

vk wNeE
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