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1. Administrative menu - @3 @E OO G HooyeERud Controller of spark ereg®:\wd
DMU @ galcwonlessmn@. Establishment, Account users @@ 9alcwousleese]
aimarlgy. New Employee Record, Edit Employee Record soau Establishment user go
Account user 9o 9alcouiles3m.

New Employee Record:

a)@o@  Maleeease®d  MUalodesled  GaldeeeqjSlSlgEme®md @R
ayeolwes aflaleesud oaflles Galdesm. al®)®@IW] 680008 Galdesmm®im  a)mi

@ewowdes PEN a@laflsle) agm) 90q)) aiseme. oaled Personal Memoranda, Present

service details, contact details ogomieaBom @) eoneEBU3 9ee. Service Book @d
GE6UAQIS)EMM AflAIEEBRWE ®amM®os) @afles ME3cHae®. @D alloeEBUd conaS)E)

confirm eaigpemiowd PEN &l5)0. o mmud Service Book -ead Front page, Photo page,
Last page agmlafiseesglad age)memo. Confirm easidmewwaso Next Employee click
@RS)O GROS GaldsE&HEWI DD calFlm m)sglenss “Main Menu” K186 oad® @ymd
GalH]GRIOE MI0la]) Galdd:®HEWI ealQdo. Always enter dates in “dd/mm/yyyy” format.



Emploiyee Details

Parsanal Probation Trauinindg Amards Leave Account Perf.Report Quartars Service History Main Menu

Recruitment Family Details Quali. Services Discip. Action Leave Availed Cadre Details Deputadions Present Salacy Log out

Dualhificaton Dept, Tests Regularisaton SNoeminess Leave Survender Benefit Detailsloans Allgay amces
Personal memaoranda Present service details Contact details
Parmuanent Emp. Ko ."\.IE".-'_l' kama
Departmental Gen. Mo, |
IF any
Service Category ~-Eelgct-— i

Parsonal nemoranda

Smx ---Salact-- | Nationality Date of birth
| Date of
Father's nane sother's name e rmation
Blond group Religion -—Belect--- o | Cante
Category Son=1] 1 O W | Ex-sesvice men? | oSl i ::.:::E:g:m [--Suloet— v
Hatuire of handicag P AN s bar
vober id card [
Ration card numnber | o= Marital status ....Sglgc[... |
Spouse’s nanve . . ::I.I;‘::ﬂ::su eee Bl e = | Spouse's religion 1T e v
Spouse’s casts I& spousa —Caler | Spousa amployad
L wrmployed in
Tden tification marks Huight (cm) Mext Employee

Edit Employee details:

New employee record palcwouila] coeueqS)omI@ afllaiemEsgEled agomeslage 6mQ
aimig)essled Edit Employee details paicwouila] @@emoanmmos). @p@imowl @om
@ callod PEN maud madeemo.

Lock Employee Record:

DDO 9o, Establishment clerk oo Edit Employee Record galcwmomla)) @)oam
GENIOWYOQ]S GUDAHo D@ GRS 6alHMN. BCleOEd GaIes eald®moed Unlock eaigoem
2Qods63o Edit eai1gomd e¢lwilgy.

Change Password:

alol® password - alpha numeric, GREIVW® GRAEUOEBB)0 GRHOBBS)0
2uBeqis)mmowfilessmo. &oeom@ 8 characters gemeowldlessmo. password @ldom)o
Oanaueowiidlessmo. 60 Glairuamlmgsgled password arflinsjo aoeg@os.
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2. Servcie matters.

Personal details @8 @)mal) 0s10® ®00i6808 @eomwomi. afllal alliesesud avlos
218801600 M®) UFW)o afiwl] OalgnaInd quowlesso.

Peprsonal Probaton Training Aavards Leawe Account  Perf, Beport Quarters Serwice History
Fecrutraent Famdly Details Quali. Services Discip. Action Leave Avaled  Prop.Retoms  Deputstons Present Salary
Dualification ept. Tests  Regulydsation Honenoos Leave Surrender Benefit etails Loans Main Menu Lo gt
Personal memaoranda Present service detalls Contact details
Purmanant Emp. Ha. | ---Salect--- W Hams
Dapartmiantal Gan.
K, if any 510033 KUNJAPPAM K A
513990 1ISSAC P M Hame  EEH

513994 SARASAMMAT K
£13895 BINKY WARGHESE P

13995 ANMIE W D
Personal memaoranda JENTERC RN I
Sex 514005 JAMEY Wl ky Imidaa | Date of birth
514007 PRADEEF KUNMAR I P
Father's nome 514020 THAMKAMDNY | name superannuation
514024 W GOPAL
Eeod group 514025 LINSOM D ---Select--- | Casta
514027 PUSHPA P R | Physically .
e 514029 MUHAMMED AL M 1 ™o -—-S8lect-—- handic appod ~Select— :
atre of handicap 514037 MINIMOL Y K PAN number
514033 LATHA P R
Ration card number 514035 MARY 1 pard Marital skatus —Select— w
S14045 MAMIKANDEN P B
Spouse’s nama EI!;it:J'Em.lu ---SBalaci--- *  Spouse's religion —Seleci— w
Spoune’s cante AESFECES ---Salact--- * | LSpouse employedin m

employed

Tdentification markcs Height (em)

Generate Data Sheet -@3 aiyooleg)os @016 eatomacw afllueseswd PDF apwi
&MBEWI (a/l0f ag)S)HEHEWI, EIVAT HaIG)BHEWO Haldo.

Employee ID Card - ealom) quicoaiz)8s8 @lolajoloed @&oduwlm came]l pale@ouilesm.

W Permenent Address @ ", 38 tHi 1= Ve geor,F oru 3 r, Ernakulam
[ by X8 ol GOVERNMENT OF KERALA Pin : BB™% i Phone : 342€ 5177
1. - EDUCATION (GENERAL)

Present Address ¥V | ¢ stHouse, 1 wup) dy .0 | r ttu =zt |
Ernakulam
Pin : GE&E
IDENTITY CARD CARD NO: Mob: 8 4 HEZ30 Phone : 48 _Lu18 0
pnplyns Mumbes - Place of Posting  : GOVT H.5.5 [H.5 SECTION |
Designation : High School Asst Physical Science . ., DdBd-
Date of Joining L 20100 e AL
Date of |ssue t 017082010 . .
Valid Upto ¢ 017082015 E-Mzil tvk u@y neil.com
Blood Group : AB+

This card should be surendered in the event of dischange/retiremant from service.
Finder pla=ss report to Police or to the Offics

Signature of Holder Signature of Issuing Authority
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Probation Clearance: is used for probation concerns.

Probation Clearance

Department |Educati|:|n (Seneral) |

Office | ---Selact--- b |

Designation | --Select-- v|

Probation Cleared as on | |

Probation Clearance Order Mo | |

Order Date 01/08/2010 |

[ Confirm and update data ]

[ Print draft Drder]

Vacation duty: @pwytais@mes®)o ag) vacation mlameeomesw)o vacation emoel
MUosnUMUWla) H00Y6ERUE D@IEd coeUsqlS o Woed aowea Earned Leave enflg)sud
Process 0a1Qom &#¢10)6w)e8). 06 @eqprlo @r&Qll @owislyy. eralimosd Leave
entry a9l cosueqisyom, EL elainmq) eaigoo.

Regularisation: Informations regarding regularization of an employee.

Regularisation Details

Department |Education (General) |

Office |—-Select— v |

Designation |Hiqh School Asst. Selection Grade V|

Regularised as on | |

Regularisation Order Mo | |

Order date [01/08/2010 |

Canfirm and update data] [ Cancel ] [ Print draft arder




Increment sanction: enfled e6sq] @eacmMS)E® @oqVAN0 ABaHANo MEIE] Glatomlu)

K06 aIGEMUIWT  ERAAOEIVWAIBOS  GaIB&EUD  B06M.  HAVAIGY
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G(DG].IG)«HS;(GTO’)G)HSQO.
Increment Sanction
Dipastrasnt Education (General] .'D‘Fﬁ:- GOWT.LLE. S ASAMANNODR w
Select smoption (% gl wise ) pesignation wise
Edll Type .UF‘ Establishment =
Honth Seplember % ranr 2010 Procend
[honsn Tncramant Typs | (% Mormal Inerenrent ) Stagnation Inerement  Chooas Scale Type (E parvised ceaba L) Pra-Ravised Seaba

Entar Ordar Number and salact the employeas for sanctioning Incrameant

Drder Mo, I Drder Duate

Gk

01032010

U0 NOTE

Education (General] -
|- Escablishmenc -

.T.he =
AT UL P oS, ASARMNNGD -

[ 513958 BIHHY VARAHESE & EOVT LR S ARAHAMHG-DR, B 240 0B 2000
I I R R R

To
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Promotion: ano@ eOwWHB ooyusieosn)  @rmaclesma. el
m@dB:emI0ud enllgflaiseso ag)gjowilsTm)e DB CO6LOAS)TMe]S)o.

Promaotion Details of Employee

Departmant  Education (Ganeral)

Office GOVT HS.S (H.S SECTION ) KALLIL »~

Employes 275560 Gopanadhan Pillai KT Orderby EmpMame FEN

'- “urrent Details

Ll

L gt dalect tnm ¢ [Education (General) Cusrvent Office

High Schoal -

Appt Hatural 01712007 &ﬂmu"‘ i High Sehool Asst Naural Category

Soaence

FD Teacher Er:lm:*::;t“ 10780 Effmc tive From
Enter Nete Details
ot tion | SElECE- ¥ | ow Category
o igh School Bssistand Sanskni[FHiE] ~|
Basichey  High School Assistard Sansknit(SG) Effsctive From
Promotion  HIgh Schaal A4l (PO Teacher Selection Grade) Prometion
Drdartic High Sichool Ass1 English Order date
Serial - High School Azt English(HE) h:-un:::-t
u""."" High Schoal As$1 English(SG) iy

High School Asst Maths

Ramardes  High School Ass1 Mathe(HE)

High School Ass1 Maths(3G)

High School Ass1 Natural Science

Hig &1 Natura cefHE)
High School Ass1 Natural Science(3G)
High School Asst Physical Science
High Sichool Asst Physical ScienceHE)
High Schaal As$1 Physical Science(SG)
High School Asst Social Science

High School Asst Social Science(HE)

GOWT HE.5 [H.S SECTIC
State Subordinate

011 172007

State Subordinate -

—-Sglect—

Pl (ol (]

i High Schaal Assl Social Science(SG)
NI CIEEE R g Schoot Asst U .|

High Sehool Asst Urdu(HE) |

Appointment to higher post:

Appointment to higher post

Department Education (General)

Office ~Selact- -

Emglayen ¥ Ovderby [ode  Mame
Current Datalls

Tasyeat deparbrest Curvent sffice
Tamrveat deibgnation Categery

Cumreat basic pay Tffuctive from
Enter New Details

mave depariment ~Sealpc- ] [ T—— T,

s desigraties S bewr cateqeiy

et bashe pay R bill type
[Effective From Appo, sader numbies
Ovdar dsts Homm sifen

Whether part tn 3

ox procusrad ".‘ ~Select-

Confirm



Transfer
a) Generate transfer order. (there are three types of transfer — Promotion with
transfer, Inter department transfer, General transfer)

Transfer Order

Degariment | Education (General) Select the employess o ke fransfered
FEN Hame

Oiffice GOVT HS.5 M5 SECTION ) KALLIL = 0 SO Thankappan K K

Desigmatien | High School Assrstant HndadHE) -

Emier Transfer Details

Type of Transker Promotion Witk Transler

Transter Order

Daie

Transfer Order

Tumhber

District ~Salect-- w
Transfered i

Department

Transfkred o

Office

Desigmation =Sl “

Remurks

| Print drah order | | Confirm and update data | | Cancel |

b) Relieve on transfer order.

Relieving on Transfer

Department Education (General)

Oifice GOVT H.5.5 (H.5 SECTION ) BALLIL bt

Emgplayee  -Selact- - Opler by ; Enpliame  FEN

Departmental Transfee Ister - Departmental Trassfee Transfer with Premating
Present Department Fresent Office

Liast Pay/ (HE Desig
oo Change Date
Emier Relieving Details
Relievimg Date FIWAN --Select- Relieve Order Number
Jafning Time, N afl
- ’ ] Tramsfered in Deparimeni --Select- i
District ~Selact- * Tramsfered in Office w
Designation * Transler Ovder Nusber
Transfer Drder Daie e
2:1:‘?'" :m ~-Sebect- v
[ Confirn and update data | [ Cancel |
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¢) Join on transfer.

Joining on Transfer

Dhepartment Education (Genaral)

Oifice GOVT H.5.8 [H.5 SECTION ) kALLIL »

PEN List of Employees Transfered o This Office

e
U

Diesignation

Relicve Daie FTPAD

aining Time in days

Dute of Jelning in Mew Office FIUAN | Sele w
Date il salary to be drawn as

per rutes of previows affice

Tew BasiePay

Mew Sectisn v
New Categary -
ERill Type W
Acquittance Type b

Leave: Leave account settle eaiqg)am.

Service Matters = Leave = Leave Account.

a8® mlllo cloololed mossiw)ss Half Pay Leaves (HPL), Earned Leave (EL)

DA ®69aloW)o AlWEDIGE COEIAS)Omo.

Leave Account

HOTE  Oponsng Balwss sniry sary ba doss iv stard comgruinrissd lorve s ounding wed s duy e
Beillinnia i avdbered, alll e peil deitadlli woilll e s 4 emider el Dot subveoquond lovv adesmnding e th

Departnent e of priming . Befone sdeing bewve wiooumd, oIl Se lowve ool denld b abaned Tn B dase of

Education (General) e e e T —
(iffice GOVT HS.S (H.5 SECTION ) KALLIL v .
Employes 3 Choose an optien :
Ciredie by Esglovesiams FEH Enter Dpening Balance Enter Dpening Balance on Subsequent Date
Select Leave Type Gy, O HPL trudit leawe based on previoss balance
R -workoul leave based on date of Joining in Covi,
As en dute Diays om evedit As T
1 o of Procesd |
date days

Opening balance cosueqjs)cmleeslenmodd e miwlo cloalalea HPL o EL
&0 credit eaignaiond Select “Credit leaves based on previous balance”, Enter the date

and click proceed.

You can also enter this through Administration = Edit employee record - Leave

account.



Service Matters = Leave > Leave Entry

Leaves Availed

Department  Education (General)

Odfice GOWTHLE.S (H.5 SECTION ) kALl o
coly PEN  Mame
Emgloyee 27IEAR Soogan Algxandir i
Edit Materraty Leave DS0GZ002 1771002002 030203 HM Diglets
Edit Helf Pay Leave 2ZROLT002  S0MLT002 AlD20203 HM Dielets
“-Selacl-> » Inzed

ooled eflal  quosnirwac®  alluesBud  cosuaqS)EmEMIIB ®em  qudglny
a0lquolied @R@ OMIOW GOIAQIS)EmOQIS)0. LIMISHA® MIOWIBEBMM ERAUUIOEMES: G
@ aoaquecmeniigflano 26QoMo HalYE® @O @R A0Qo UGANIEM.

Service Matters = Leave =2 Leave Surrender Order

Earned Leave Opening balance enter eadme¢lenmgieslad process 6a1Qoad
MUooUIaUMD ©2IGY) 6B @) 61E.

Surrender of Eamed Leave

Dopartment Education (General)
Salagt 46/2010 L8 04/ 2020 (A ang HMonth Jumi v
Sanction ko, S02010 Santion Date 18082010

6.0 Mo and Date | GO(F) No 1 452006/ Fin &

Thars Ermployess vho have slresdy surendarad lesve during the Finsndal Yesr will be sxdudsd
(Bared on "ar on date') from the Lict

»
Application Mo of [

Ll Chanys
Edit 14M0E/2010 13 QL0 2010 Ealste
= Salact W Iniad

1

WigwPrnt Memao

Retirements: Nature of retirement @ ag®) ®@o retirement o GoEEUAQIS)EmOO.

12



3. Salary Matters:

SDO Salary — For self drawing officers.

Establishment Bill Types
Salary Matters = Est. Bill Types @3 DDO code m@m&leagiw)emiod @omm aiam

cone® Bill Type-@d (&a mmioyo, Description-@d enflg] @dlajcl@cmes aNwwale:eemal)o,
Description of HOA-@3 Head of account agmonemamo, ag) afloiossg)o madses] Insert

621@)6mMo.
Diepartment
Digtrict
Oiffice
noo EED) 3 Nobe § Give bill type as *5D' foe 500 bills'.

ﬁ::‘:' E::"““"r Plan/ NoaPlan Vaied/ Charged
Edg Ol B e OIS e Suies N c Dislets
E&t 35D 500 Bills ﬁfin'm':wm'sn H c Delets

-Select- » | -Select- ¥ [nasd

sesBem of)gjo Head-go amual eaigiemo. 0@ 6016603 20(®o eal®0Gd a@l.

Acquittance details. Code @3 serial number 9o acquaittance type @@ Name of
acquitance - cosueqjs)oml insert click eaigemo. @)oo BBlBOT Ao O2IDT®IEE A@.

13



Changes In The Month
Present salary:

Present Salary Details

mt  |Education (General)

- GOVTURFSASA  OOR -
loyee S ET ) » Orderby PEH /Hame
(Basic Pay Bl by i LIP Establishimant
t pay change date RuctIner gy 272010 Acqgroup | UF Salasies >
m;ﬂw to M Bank cods (=Selact=3 * Brancheods | =Salact= ¥
count byps SB = Account no Lodger fola no

te : Bazic pay dependent allowances (eg: Dearmess Fay)will be caleulaied autsmaticaly depends on the slab’peroentage value sfbaxic defimed,

Allvwance aiber thas D, Deductinms aiher than

HRA & CCA

M | LoansaDvaNcEs ot Detils

Amount | Effectioe Frem

Eig1 LIC Premem a3 T3 Dslela
Eig?  LIC Prembss 537 WTLING Dslets
B}  OFF  Manhly Subeaipten 2000 Edn T3 Dot
B4 fees L hemwarods B0 el Dixlatn

Lol

t=Salact-» »

[ Confirm ] [ Cancal ]

860 DMOWMIBE @emm 8mMIE3 ®)S)@ Galoglnileud Pe®ld 6860 Galdglmileg)o
(IGO0  DQOQSIOMEMo.  (DMIS  (MUOMNIMLAOY  af)Rfd OIBODAYGS)0 @) vl
021g)MOoITle6Ee  Dallmo. @) alluemsgled @rOlWIe®m GIBEMANGUE  AUGBIMO)
a%laoa690.

Allowances: DA, HRA, CCA a¥loaw)88 aggjo @raiindaueg)o oalles coa6qs)omao.

Loans: loan geeme®)od details enter eaigemo.

Loan Details

Lpan Dishursement
Department  Education (General)
Office GOVT H.5.5 (H.S SECTION ) b
Emglayee i V8 alaF b . GPF Advance v
f
Orderhy EEN/ Hame Laan Ace Ha. EdnZ I 3
(& Active Loams ) Chewed Loams
Lieam Armeount 55200
Laoam liem Laoam Ace Mo, Laan Ameuni REcovary start 1 - A

Lawst Inst Mo 17

Arncurit BePaid J12E0

Frimze Recovery [ Freeze 7

Principle or Interest | Frncipls W
[Confim | [Cancel] | Dedoto |

Llose Loan
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GRIEMBUB a®)HBEMIOD alP® GRIMMGUB OMVAILG 62ITO@IMEUto M0QERUY
QUGBED ®N3GaNo B2I@eMo. aBOMEIRNe A0MVo @RSAT BYIASNHMeRBIB (a0 e2IT®)

&6MdGano 6al@EMo. GRIMBS)OS @RSANHWB HFlw)emowd emaisg oo ~ Close
©2l1@g)émMo.

Deductions: PF, SLI, LIC ayman@a cosuaqjsy@mooc. Enter all deductions on same
account together. In details enter the account numbers separated by commas and a
single space.

Salary Processing:
Salary Matters = Processing 2 Salary = Monthly Salary Processing

Salary Processing

1f nalary For tha month is slready processed, thoss smghegess wll ot be incuded in the list. To
Hanth B Yoar 2010 e b latost cluanges i data, Can el g s, proces sn @ arvd prodess again,

Dapactroent Edyeglion (General) Statws ol submitied Refrash

Officels}  [Go0T H.S.S (.S SECTION ) KALLIL

OO0 code | for 3

Balll Ly pa UP Extabiizhevant 5 [l Cantrol Code  Bob Humber o OF Evployees  Reguested By Reguested On  Processing Stab

[ Al Emplo’eu;] [SIr:i!E: Errploy s ]

Salary Precessing Status

:Tmh-l'qikemphyusi.nlhishiﬂ e |

.T‘fv of employecs processed F.I [
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DDO Code and bill type is to be entered.

Select Employee/All Employees = Select Employees = Submit (Wait for some time
then click refresh to check whether the job is completed)

If the job is still waiting don't worry just go to other work or sign out and get
away. The SPARK server will do your job. Check when you login for the next time.

DO NOT CANCEL A BILL WHILE THE PROCCESSING STATUS IS BEING “JOB WAITING”
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To save or print the bill

Salary matters = Reports = Monthly Salary = Pay Bills and Schedules

D D O Code 90 month 9o select eaigemo.(Select the bill, Click on yes, Select
the report page, Click on generate report > Save.)

PayBill and Schedules

Department  Education (General) [Description | |

oFfi Innar &ill Salect

e GOWT H.5.5 (H.S SECTION ) KALLIL Inner Bill - Abstract Select

Sutar Bill Salact

DOD0 Cods BED L Year 2010 ronith Juil W PF Schedule Select

LIS SEhedule Select

i Group Insur Sch i

ST TN T T N TIN  ae e
] o mn0 non g 23T 1169187 Suleck
72024179899190924082HS Establishment  ESB g L IO A 1902741294323slect

wmg 0Oleeodg)sud  emua)  eagnemId  oged®mlane 8  eelwalled

©®2690606m)aM  AlwEBIEd GandBWO)HU8 mdedls eV eaIGME @ enllg)sud
af)8)o|01ed @6lejolw)m@imo, aimo @oaueERgloal mile)dud emval) 6algnemiord ayd

@omueBgloal  aflaieesud over writing msomeqS)M@  eFlaeeomo  mlaEBes
Mano®le630.
_
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oo oleqgjods Legal (8.5” x 14”) Galq[0l@d (afl0f 6a1d® A3 cGalqjoleaiss 120%
Zoom -@8 GanoGZOYY of)S)OD) (SaUCIDSIEd MEBB:o0) M@

Processed Bill emg) aimoed Cancel eaigond.

Salary matters = Processing > Salary & Cancel processed salary
(Enter the DDO Code and bill type), Select the bill to cancel, click proceed.

DO NOT CANCEL A BILL WHILE THE PROCCESSING STATUS IS BEING “JOB WAITING”
Encashing Earned leaves
Service Matters = Leave = Leave Surrender Order

Select the employees, Give other details, click insert. You can also view or print the
memo before clicking insert or after selecting it and editing it.

Then you can process the leave surrender through

Salary Matters = Processing = Leave Surrender = Leave Surrender

Leave Surrender Processing

If laave surrender s already processad, those employess will not

Sanctionad Month g Sanctoned Year 2010 latest changes in data, Cancel previous processing and process ag
Department £4,ction (General) um

- e
Office®  |GOVTH.S.S (.S SECTION ) KALLIL e AN
D00 code B'E‘:I '
Billtype | Lo Ectablishment w

Give necessary details, Select employee, click Submit
You can cancel this through

Salary Matters = Processing - Leave Surrender - Cancel Processed Surrender



Printing EL bills

You can print the report through

Salary Matters = Bills and Schedules & Leave Surrender = Leave Surrender Bill

Treasury @@ Submit ea10® Bill aloamuowilesdleomond

Salary Matters = Processing = Encashment details

Encaslment Details From Treasu

Department | Education (General) Office GOWTH.5.5(H.S SECTION ) KALLIL

D0 Code
= B&O W Wear 2010
SparkcCode Bl Type _ [BillNature ProcessedBy Processedin

72034179899371898085 EsR 279638

Jum 28 2010
Establishment 1001900 000AM=——
HE Jum 18 2010
?‘2D341?939?381835268E=“bluhm'nt ELE 279658 4148:00:000PM

Jun v

Encashment details
Date of Encashment
Cash Amout
Cheque Amount
RER Amount
TC Armmount

POC Mo

Encashment Detaills Once Entered

cannot be modified, Yenfy

Data Entered bafora Clic ng &

Confirm Button

e

=]

Date o amount 9o POC No 9o cosueqs)@memo. enioes] eaogeesglod “o” enter

e2lQ)6Mo.

Salary Slip: (e»aiwvyeneEs)od ao(@o)

Salary Matters = Reports = salary slip = Bill wise slip 2 DDO Code go

Month go Select oa1d@ Generate gles eaigemo.

Acquitance roll : Salary Matters - Reports & Monthly Salary ->
acquaintance, Bill select 6a10@ View report &le6 ealigemo.

Bonus:
Professional tax:

Emps. in PR scale: For Employees in Pre-Revised Scale.
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PROCESSING BILLS OF ONAM ADVANCE & FEST. ALLOWANCE.

) SPARK.- Service and Pagyroll & dmintstrative Repesitery for Kerala - Moriila Firefon
B fdr  Yiew Hgory Gookmsdis ook Heip

6 = T M & LMImuﬁw.w.w.-umelm".w i B K

|| SPAEK- Sevvicn and Payroll Admisist.., —
"
Service and Payroll Administrative Repository for Kerala, E
Establishment Interface
ey R i | oo i Mt | el Mt | T ivees Haw [ B ot m Gheeries hmml |
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Salary Matters — Processing — Onam/Festival Advance — Onam/Fest Advance
Processing
You will get the following screen

Festival Advance Processing

Bepartmaent Educaton (Ganaral) el s e Faal. foamsmn Adw i bads blosw
Lo & /T Ko Fasntauhy

Offie GOWT LR S ASAMANNOOR
Linary Bevpaenl it

weodh g ¥ vee 2000 | poo [ v e =

Bl by L Establighegnt - B tallerent At 1080

Recovery Start Menth, Yesr 0 [ 2010

Enfer Lnan Anuned anad hen seles | She engdoyees b mhens e green anume s
Amsuni Melnst InsiAmi to b granted. For granbing another smount to & diffsrent st of soployess,

-, wharge the lnan svunt and seles | Bhe eogdoyees, Aller se iy e aseonl P o
[] 524020 THARKAMCHY ¥ ruquirad smgloyess, click tha procssd buthon be precess tha sdvsnce bl

] znaosemms aoeaL

[ Sadoisiinitn & ] 3 leai]

(] =uaozrpuskos b R [M]

] 5040 $HUHAMMED AL M K

[ =2apaammsamoL v K o] ] 120

[ =ma033LaTHA P R 000 ] 10

[ sz qnxsmaEsy kv

Select Month and DDO, Enter Loan amount, Recovery start month, Select Bill type, Select
Employees, Click on proceed. Then go to
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Salary Matters — Processing — Onam/Festival Advance — Merge Onam/Fest Advance
With Salary
You will get the following screen

Merge Onam / Festival Advance with Monthly Salary

Department |Education (General) DDO Code 748 v|
Office GOWT.UP.5 ASAMANNOOR Onam Adv. processed (5010 | month

1A FestAdv. % | Onam Advance to be merged with  salary for year 2010 Month

Mote: When salary iz processed, the merged amount will be incduded in the zalary,

Remember to remove the Onam /Fest. Advance before processing salary for Next month using the option
" Removwe Allowance for all employees " in the Allowance menu.

ot covtcote i e S T

4399667399137 E28377LP Establishment 15000 15000 510033 024082010 17:16:00 (¥

Select DDO Code, Month, Type Click on proceed. Then you can Process the salary bill for
the month as before and the advance will be there.

FESTIVAL ALLOWANCE / BONUS CALCULATION.
In case you have not processed the salary for March 2009 through spark to calculate the
Festival Allowance / Bonus you have to enter the details of salary drawn for the month of
20009 as follows.

Salary Matters — Manually Drawn

Salary drawn other than througlh SPARK

I ol Lkl 08 Attt Wity Benakup nead 10 D anlngd

Departmens | Educeion {General) Office | GOVT LIPS ASAMANNOCR ¥
Emplayes SI033 KLINLAFFAN K 4 - Orlerdy Eaphiame | Eap
M rewm D Henth/Year 1 2010 51 s Tirdureians F—
: e _.
2nin mlugm..-;l Crawm Cate (3032010 Saloc 3
: e aerwar ooy
UasicFay 12500
oA BETS
HRA 150

ECA i
il Lmawn tal ]

| lllewances  Jmewn ||
~Selac- » InseriGemes Toad 71355 [ Conem | | Comcat | | Dalete |
Laaxs Amenai il D,
~Eglect- "
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Select Office, Employee Enter the month, Year, Drawn date, Salary Type, Basic pay, DA,
HRA, CCA, Leave salary etc. It is not necessary to furnish deductions for Festival
allowance calculation. Click confirm. Then you can process festival allowance through
Salary Matters — Processing — Festival Allowance — Festival Allowance

Calculation. RmE) 2)®@3 D®AUOEDSS af)g)d ANlNIOEES)0 COINNS)O)E
WoeeMmeEs]led (Wl. af). ERGIA GlADAVMY HaIQ)AIIMo MOUleso.

DA Arrear Processing
Salary Matters — Processing — Arrear — DA Arrear.

Enter from to details, select DDO code, Select Bill type, Click All Employees\Select
Employees, Select Employees, Click submit.

DA Arrear Frocessing

Hanh i)/ Yesr Fromi{YTYY) Mosvthieen) Tear Ta{¥YYY) To eifect lates t changss in dats, {andsl prevesus proc e and process apadn,

ARERETT or | £ [z [ Ratosh |
Depsstmant i ducoton {Gensrnl) O -
Officale)  GoWT HE S S SECTION) THe 1 Mt Raagum MK
DoOcads | fig K. U F
W typa UP Establig®mrns - = :

O1
Sberi | O = - b

After Processing Merge the Arrear to salary through
Salary Matters — Processing — Arrear — Merge Arrear With Salary.

Merge Arrear/ Leave Salary with Monthly Salary

Dwpartoent | Education (Ganeml) DO toda 771 ¥
oe  |GOVTHES HSSECTION ) KALLIL “"':""“"""’ N0 | onth |dugust

Arvaar bo b eerged with asleny for year 2o Honth | Auguil ¥

Mariping b b donie bisfore processing of manthly salaey, When salay e - - ;
la i dsaed, the merged amaunt sl he edchided in e 1alary, Mt '-"I: : -I'":'Il'l"' Al ".HI'I" b

(¥} cogdit To GBF thegugh Salury B L) Pagmment Along with SalesBill  threass® tha 2gsies available i tha manu

Pradid

ml:'lm.“ﬂl] i ']

: Prooeed .

Choose whether to PF or in cash. Click Proceed. The arrear will be present in the bill
of the corresponding month.
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4. QUERIES.

Employee Search: PEN ei€laflg)eened ogymolom caldlend eovane Rmolociow)o
m@3] GrVBa] HalQemo.

Employee Search

Department
Enter Part of Name
(%) Mane Staniing With O Ampvihuere i the Masus
PEMN
Date of Birth 13051967
PEN  [Evployee Nasie Deparisment Office _
424442 PRADEEP MK  Education (Genaral) GOUT.HIGH SCHOOL KAVUIMEHAGAM LD Clark List

Dplicate PEN &¢la10660003 o) quanowilesio.

Sign out : Browser close ea1@)m@ilm @yadal sign out ealgemo.

Service and Payroll Administrative Repository for Kerala

—nl

Establishment Interface
g Salary Matters m Income Tax m Accounts m Queries Im
N

www.sparkerala.webs.com

Binu Kuriakose M. C. A., HSA — Physics, Govt. HSS Kallil, Ernakulam, vkbinu@ovi.com or vkbinu@gmail.com

kkhhhdddddddddbbbbb bbb nn
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