Refund Employee 
Description:
IFHRMS – Refund Employee Bill Processing Manual
Objective
To process a Refund Employee entry through Dues & Deduction, perform Supplementary Run, and generate the Refund Employee Bill.

Navigation Path
E-Service → Finance (Initiator) → Payroll Service → Dues and Deduction

Step-by-Step Process
A. Dues and Deduction Entry
1. Login to IFHRMS Application
2. Navigate to:
Finance → Payroll Service → Dues and Deduction
3. Create a New Batch
· Enter Effective Date
4. Click Add Element
· Select “REFUND EMPLOYEE”
5. Enter all mandatory fields:
· Employee ID
· Amount
6. Submit and complete 3 Levels of Approval:
· Initiator
· Checker
· Approver

B. Supplementary Payroll Processing
1. Login to: Finance → Payroll Dashboard
2. Navigate: Payroll → Process
3. Click:
· Search Employee
· Select required Employee ID
4. Click Process Supplementary Run
· Select Run Type: Refund Employee
· Click Submit
1. Verify:
· Go to Monitor Request
· Status should be: ✅ Normal – Completed

C. Payroll Result Verification
1. Navigate to: Payroll → Results
2. Click on Results Box
· Verify Refund amount is reflected correctly

D. Bill Generation
1. Navigate to: Payroll → Generate Bill → Supplementary Bill
2. Select:
· Bill Type: Refund Employee
· Enter Employee ID
1. Click Generate Bill
2. Verify:
· Check Monitor Request → Status: ✅ Normal – Completed
· Go to View Output → Confirm Bill Number Generated
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