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PaySoft User Manual for PayClerk

Sl no Menu Name

1 Section

2 Designation

3 DAT BillDetails

4 Abstract Particulars

5 Password Change(change their password only)

6 Make Complaint

7 Local body Entry

8 Complaint Status

9 Personal Entry - Update

10 Personal Entry - New Employee

11 Pay Particulars Entry

12 Legal Heir Entry

13 Govt.Recoveries Entry

14 PLI Entry

15 Increment - Disallow

16 Attendance Entry

17 PayCorrection

18 Transfer Employee

19 Joining Employee

20 Mobile/Aadhaar Number Update

21 Election 2024 update

22 Personal update for father name

23 Pay Fixation for 7PC

24 7th Pay Basic Update(7PC)

25 PART BILL

26 Pay Calculation Process

27 DA Process
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28 DA Correction

29 BONUS Process

30 BONUS Correction

31 Compensantary Process

32 Compensantary Pay Correction

33 LTC EL Encashment

34 CEA-Children Education Allowance

35 Cash Equivalent To Leave Salary

36 Pensioners Arrear Settlement

37 Pensioners Settlement

38 General Reports (inner,outer,UTGEIS,LIC,NIC,Postal Life Insu,Increment Certificate,Income Tax,License
Fee….)

1. Role of Pay Clerk: The DDO proceeds to create sections, designations, and bill details,
including major heads, to enter employee information within the department.

o Department Login➔ User Name – PayClerk

(To access the login, input the DDO code, Employee Code, username, and password.)

o Department PayClerk Login➔Master
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(To set up sections, designations, and billing particulars, major headings for inputting employee details)

o Department PayClerk Login➔Master➔ Section

(To proceed, enter both the section code and its description, then click the 'Add' button.)

o Department PayClerk Login➔Master➔Designations

(To continue, please input the section code and description, select the appropriate group, and then click the 'Add' button.)

o Department PayClerk Login➔Master➔Dat Bill Details

(Click 'Add New Bill Group'button to create a bill group for pay calculations. Then, select the newly created group and click
'Add New Post for This Bill'button to add a new post)



4

o Department PayClerk Login➔Master➔ Dat Bill DetailsAdd New Bill Group

(Click 'Add New Bill Group' button to create a bill group, please input the code and description and then click the 'Add'
button)

o Department PayClerk Login➔Master➔ Dat Bill DetailsAdd New Post for
This Bill

(Click 'Add New Post for This Bill' button and Fill in the provided details to save the post within this bill group)

o Department PayClerk Login➔Master➔Abstract particulars

(Choose the bill group, then fill in the details provided to save the post within this group)
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o Department PayClerk Login➔ Pay Transaction

(Enter the employee details in the 'Personal Entry New' section and complete the 'Pay Particulars Entry' for
Further processing.)

o Department PayClerk Login➔ Pay TransactionPersonnal Entry – New
Employee

(Complete the required fields to save the employee details.)
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o Department PayClerk Login➔ Pay TransactionPersonnal Entry – New
Employee

(Complete the required fields to save the employee details.)

If there are no mismatches or errors, you'll see a 'Save Successful' alert message, along with a new
employee code or unique identifier for further processing.
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o Department PayClerk Login➔ Pay TransactionPay Particulars Entry

Enter the employee code and click the fetch button to display the person's details. Then, fill out the
required matey details and save the data. If the employee falls under the 7pc category, you can either
click the link or navigate to the Pay Fixation for 7pc screen to update the level and cell.

o Department PayClerk Login➔Process (PAY/DA/Bonus)Pay Fixation for 7pc
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Select the bill group or input the employee code, then click the fetch button to view the
employer details. If the details are correct, click the 'fixation of pay' button. Input the level,
cell, and the next Increment date. After entering the details, verify the Increment amount. If
everything is accurate, proceed to save the data.

o Department PayClerk Login➔ Pay TransactionGove. Recoveries Entry

o Department PayClerk Login➔ Pay TransactionPLI Entry
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o Department PayClerk Login➔ Pay TransactionIncrement Disallow

o Department PayClerk Login➔ Pay TransactionAttendance Entry

(To rectify the count of days worked within a month.)

o Department PayClerk Login➔ Pay Transaction Transfer Employee
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o Department PayClerk Login➔ Pay Transaction Transfer Employee
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o Department PayClerk Login➔ Pay TransactionMobile / Aadhaar Number
Update

1.

Enter the Mobile Number, Email Address and Aadhaar Number in respective fields and click on the "Is
Updated" check box for each individual separately.
2. After verifying each individual separately as said in the previous page, Click this check box and
click Update button.

o Department PayClerk Login➔ Pay TransactionElection 2024 Update
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1. EnterEmployeecodeifnotknownprovidedinthebelowGridwithalldetai
lslikeemployeecode, EmployeeName,Designationetc.

2. Enterallthedetailsintheallthe textboxgivenbelowforallmandatoryfields.
3. IftheEmployeeiffemale–

i. Pregnant/LactatingWomenisenabledifYE
SselectYES.(DefaultNO)

ii. EnterHomeboothNowhichisMandatoryforfemaleemployees.
4. IftheEmployeebelongstoMaheorYanamRegionthenbothHomeboothN

o.andWorkingBooth No. ismandatory.
5. ForallemployeesHomeConstituencyandWorkingConstituencyisMandatory.
6. IftheEmployeeisdisabledthenselectthetypeofdisabilityandpercentageofdisabil

ity.
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7. DDOsaregiventodownloadreportviaPayTransactionmenu Electi
on2024EmployeeList.
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*Before processing the monthly salary bill, we ensure completion of month-
end procedures. Updates regarding this process will be posted on the home
scroll. During month-end processing, site access will be temporarily
suspended for users.

2. Bill Processing: This step enables the processing of pay calculations in PayClerk.
Additionally, BEAMS Bill numbers are linked to facilitate the generation of INNER,
OUTER, and other necessary reports.

o Department PayClerk Login➔ Process (PAY/DA/Bonus)➔ Pay calculations
Process

Select the Bill Groups and click Calculate Pay (Button) to Pay Calculation Process.

(Choose the bill group and click calculate button for Calculations Pay.)

In REPORTS menu Paybill REPORTS option take EXPNDITURE REPORT to
check the Bill group Salary Total and Allowance Total. After entering Beams bill
DDO’s can take SCHEDULE Report.
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 In REPORTS menu Paybill REPORTS option click
Paybill-REVISED (Inner) then Select a Bill group to enter the Beams (Salary)
and Allowance Bill Number to take Salary Inner Report.

 In REPORTS menu PayBill REPORTS option click PayBill (Outer) then Select a
Bill group to enter the Beams (Salary) and Allowance Bill Number to take Salary
Outer Report.
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PARTBILL-SALARYBILL

NOTE:

 You are allowed to calculate for anindividualand you can include as
many employees in a particular bill.

 The calculated employee will be including under bill-wise.

 Butany oneemployeefromthecalculatedbillshouldbechosenand then
have to click SHOW ENTERED DETAILS so that all the employees
in that bill group will get displayed in grid.

 Bill Total will get displayed in ESALARY AMOUNT.

 You can book beams for that amount.
 Then enter beams bill number if the gross amount of ESALARY and

BEAMS gets matched then you’re allowed to take INNER, OUTER and
ECS Reports.

 Schedules are available under ReportsMenu.

1. PartBill provision is under Process Menu. Do Click.
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2. ChooseBilltype.

3. Entertheemployeecode.

R12092020
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4. ChooseParticularemployee.

5. ChooseProcessingmonth.(shownas“FROM”)

R12092020

R12092020
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6. ChooseProcessingmonth(shownas“TO”).SelectMonthWithin
same month.

7.DoCalculate.

R12092020

R12092020
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8. CalculateddatawillgetdisplayedinGrid.Andgrossamountwillbe
displayed in ESALARY AMOUNT below grid.

9. Thereisaprovisiontoeditthedatathatisavailableingridas“EDIT”in the
end.Click that and do edit.
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10.Click Fetchandthendoedit. FinallydoClickSAVE.Click BACK
TOPARTBILL to go to Part Bill Screen.

(ToDELETEthatemployeeDetailsClickDELETE)

R12092020
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11.Onceanemployee havebeencalculated forpartbillthenitwillshowa
messageattopofthescreentochooseeithercalculation forsomeother
month or to display details.

(Enteremployee code andchoose Particular employee thenyoucanClick
SHOW ENTERED DETAILSoryoucanchoose FROMandTOdateand
then click CALCULATE)

12.EnterBeamsBillNumber, ifE-salaryandBeamsgrossamountmatches then
you’re allowed to take Inner, Outer and ECS statement.

R12092020
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PARTBILL-OTHERSALARYBILL

1. PartBillprovisionisunderProcessMenu.DoClick.
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2. ChooseBilltype.

7. Entertheemployeecode.

OtherSalaryBill

R12092020
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8. ChooseParticularemployee.

9. ChooseProcessingmonth.(shownas“FROM”)

OtherSalaryBill

OtherSalaryBill

R12092020

R12092020
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10.ChooseProcessingmonth(shownas“TO”).SelectMonthWithin
same month.

OtherSalaryBill

7.DoCalculate.

OtherSalaryBill

R12092020

R12092020
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13.CalculateddatawillgetdisplayedinGrid.Andgrossamountwillbe
displayed in ESALARY AMOUNT below grid.

14.Thereisaprovisiontoeditthedatathatisavailableingridas“EDIT”in the
end.Click that and do edit.

OtherSalaryBill

R12092020

R12092020 R12092020

R12092020
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15.Click Fetchandthendoedit. FinallydoClickSAVE.Click BACK
TOPARTBILL to go to Part Bill Screen.

(ToDELETEthatemployeeDetailsClickDELETE)

R12092020
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16.Onceanemployee havebeencalculated forpartbillthenitwillshowa
messageattopofthescreentochooseeithercalculation forsomeother month or
to display details.

(Enteremployee code andchoose Particular employee thenyoucanClick
SHOW ENTERED DETAILSoryoucanchoose FROMandTOdateand then
click CALCULATE)

17.EnterBeamsBillNumber, ifE-salaryandBeamsgrossamountmatches then
you’re allowed to take Inner, Outer and ECS statement.

OtherSalaryBill

R12092020
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LTC EL Encashment-Claim

1. Click EL Encashment Process in CLAIMMenu.

2. Enter EMPLOYEECODE and Select BLOCK YEAR. And Check BASIC,
DA…..If in case of wrong, you can EDIT it.
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3. Enter the No.of times Claimed (between 1 to 5 only) and No.of.EL Encash
Surrend (Total Days eg.10). Check and SAVE the Details. Kindly Generate
Authorizationthen Enter Beams Bill Number and take INNER, OUTER and
ECS.
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CHILDREN EDUCATION CLAIM

1. Click the CHILDREN EDUCATION CLAIM in CLAIMMenu

2. Click the Family Details to Add or update Children details.
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3. Click the FAMILY DETAIL. SAVE the FAMILY DETAILS. In case of
wrong entry, you can EDIT or DELETE.

4. Enter All Details in Bill Group Wise.

* SELECT Bill Group SELECT Academic Year SELECT Employee
Code Choose Dependent Name which you have already Enter in
FAMILYDETAILS option Enter Amount and SAVE the Details.
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4. Kindly Generate Authorization, then Enter Beams Bill Number. Now you
can take INNER, OUTER and ECS. And to download certificateCLICK
(Click here)

REPORT ORDER SHOULD BE,
 INNER
 (ABSTRACT) OUTER
 ECS
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Cash Equivalent of Leave Salary (Pensioners)

1 .First you have to Click Cash Equivalent of Leave Salary option.
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2. Enter employee code which you are going to enter for leave salary.
Afterentered employee code, it will automatically show all required details
of thatemployee.

3. Next, While entering DA percentage it will automatically Calculate DA
Valueanddisplayinthe next Textbox.
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4. Then enter PPO Number (Pension Number), EL and HPL value in
theirrespective text boxes. Sum of the EL and HPL value should be less than or
equalto300. ThenclicksubmittoDATforFundReleasebuttonforFundRelease

5. Approvedand UnapprovedEmployeelistscan beseenthrough REPORTS
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ApprovedEmployeesList

UnapprovedEmployeesList

REPORT

6. HereenterfromandToDateinrespectiveTextboxes.

*Click , which will show list of
EmployeesApprovedbyDAT.

*Click ,whichwillshowlistofEmployees

UnapprovedbyDAT.
*Click ,whichwillshowlistof All Employees.
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7. After DAT had released the fund, you have to enter Pensioners
SettlementOptionfortakingReports(INNER,OUTER,ECS)Generation.

8. You have to choose Optionfor report generation .Only fund
releasedemployees will get listed. PPO Number and Gross Total Amount will
bedisplayed in respective PPO NO and Gross Total Textboxes, while you
chooseemployeecode.
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6. EnterBeamsBillNumber,ifE-
SalaryandBeamsGrossamountmatchesthen
you’reallowedtotakeInner, OuterandECSStatement.
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