HRA-Arrear Manual --PayClerk Users

1. Select HRA Arrear Process under Process Menu
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2. Select the bills to be calculated and Click Calculate HRA Button
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3. Click HRA Checklist Billwise for Inner Report Under the Reports Menu --> HRA Arrear

4. Click HRA Outer for Outer Report Under the Reports Menu --> HRA Arrear
5. Click HRA ECS Statement for ECS Report Under the Reports Menu --> HRA Arrear
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6. Select the calculated Bill Group under the select Bill Group Drop Down List Box,

Enter the beams bill no as 0 to check the data, If data is correct then Proceed with Beam Bill Number
and click on View and Print Button For Final Inner Report

7. Select the calculated Bill Group under the select Bill Group Drop Down List Box,

Enter the beams bill no as 0 to check the data, If data is correct then Proceed with Beam Bill Number
and click on View and Print Button For Final Outer Report
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Reports(Inner and Outer)

Select the Bill Group then enter Beams Bill Number (if not displayed) and then Press "View and Print' Button
ENTER THE EEAMS BILL NUMBER AVALAIBLE ON AUTHORIZATION SLIP

Select a Bill Group: Select v Beams Bill EnterBillNumber
Number:

Gross Beams: Gross Esalary: Gross FTA/CA:

NOTE:: KINDLY CHECK WITH THE BILL GROUP,BILL NUMBER AND AMOUNT.

8. Click on View and Print Button For ECS Report Directly
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(Schedules and Other) Reports Screen

Select Only for DA Process —-> start Select v end Select v
date date

For Acquittance Only To Include ECS Employees Also ? (Please Tick here)
Reports can be viewed through Acrobat Reader only(CurrentVersion-9.0) For Legible printout,use Laser
/Inject printer(preferably)

I 1: To minimize the Internet usage create and save the reports locally in a Folder then take Printout.

2:If the printer is not connected with the system having Internet, follow Tips 1 and copy the saved
files to the system where printer is available.

[ Vowniris | b

Download Adobe Reader Blf-awstvesien-11.010)

9. Submit the Reports(Iinner, Outer & ECS) along with Authorization Slip to DAT for HRA Arrear Process



