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1. Introduction 

1.1 Purpose 
 

This document will provide the detailed functionality & Role based Instruction for the IFHRMS 

Provisional Pension. 

 

Following IFHRMS Roles/ Users will have the access to the above Processes: 

 

For Retirement and Provisonal Pension Entry –Accountant / Assistant from the respective Section 

 

For Bill Approval Process- Superintendent (or) The Equivalent officer of the Section and 

HOD of Various Departments. 

 

1.2 Document Conventions 
 

The format of this manual is simple. 

• Bold face with blue color highlights is label or field name. 
• Red box is cursor or link location. 

• For Instance, one Level of Approval is demonstrated. Even for more level of 

approvals the process of approval remains the same. 

 

1.3 Intended Audience and Reading Suggestions 
 

The main intended audience for this document is Assistant/Accountant, 

Admin/Administration group of the office and Superintendent  

 

1.4 References 
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2. PROVISIONAL PENSION 
The Following Process Shall Be Followed To Process Provisional Pension,Ex-Employee Can 

Be Created In Two Ways 

IFHRMSல் Provision Pension Employees உருவாக்க இரண்டு முறைகள் பின்பற்ைபடுகின்ைது. 

1. ஏற்கனவே உள்ள IFHRMS Employees ஐ Provision Pensioner அக மாற்றுதல். 

2. புதிய Provision Pension Employees ஐ IFHRMS ல் உருோக்குேது. (Ex-Employee 

Creation Webadi) Employee Not Migrated / Employee Who Availing Provisional 

Pension Before IFHRMS Implementation. 

2.1. ஏற்கனவவ உள்ள IFHRMS Employees ஐ Provision Pensioner ஆக மாற்றுதல். 

2.1.1 Retirement Type Entry.   

Select Human Resource → Pre-Retirement → Pre-Retirement → Retirement Type 

 

 

Step 1: Human Resource ல் Pre Retirement Icon ஐ Click செய்யவும். இதில் Retirement Type 

ஐ Click செய்யவும் 

 Note: Kindly Check the Last Paydrawn Particulars and Pay amount of Employee 

before proceeding the Retirement Type Entry 

(If Employee Pay is amount Wrong, then Update it Using Human Reasource→GTN 

Pay services→Update Salary It should be done before the Retirement Entry) 

Pay Update Effective Date- 1st date of Retirement Month  

Next Increment Date - one day Before the date of Retirement (If Date of Retirement 

is 31-01-2020, Then Next Increment Date Should be 30-01-2020) 

→Pay Amount 0 - If Employee Pay amount shows 0, then Check pay updated or not, 

check Date of Birth and Retirement date 
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Step 2: Employee ID ல்  Employee No. Enter  செய்யவும். பின்பு GO ஐ Click செய்யவும் 

Step 3: Employee Name ேந்த உடன் Action ஐ Click செய்யவும். 

Step 4: Retirement Type ஐ வதர்ந்சதடுத்தது. அதற்கான Details ஐ Enter செய்யவும். 

Step 5: Enter செய்த Details ஐ ெரிபார்த்த பின்பு Review ஐ Click செய்து Approve Group ஐ 

வதர்ந்சதடுத்தது Submit செய்யவும் 

 

 

Step 6: Submit செய்யப்பட்ட Enter ஐ. Verifier Level ல் Verify, Approver Levelல் Approve 

செய்யவும். 

   

2.1.2 Retirement Order Entery. 

(Select Human Resource→  Pre Retirement→ Pre Retirement→ Retirement Order) 

Step 1: Human Resource ல் Pre Retirement Icon ஐ Click செய்யவும். இதில் Retirement 

Orderஐ Click செய்யவும். 

Step 2: Employee ID ல்  Employee No. Enter  செய்யவும். பின்பு GO ஐ Click செய்யவும் 

Step 3: Employee Name ேந்த உடன் Action ஐ Click செய்யவும். 

Step 4: Retirement Orderஐ வதர்ந்சதடுத்தது. அதற்கான Details ஐ Enter செய்யவும். 

Step 5: Enter செய்த Detailsஐ ெரிபார்த்த பின்பு Reviewஐ Click செய்து Approve Groupஐ 

வதர்ந்சதடுத்தது Submit செய்யவும். 
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Step 6: Submit செய்யப்பட்ட Enter ஐ. Verifier Level ல் Verify, Approver Levelல் Approve 

செய்யவும். 

 

2.1.3 Provisional Pension Request Entry.  

Human Resource → Pre-Retirement → Provisional Pension → Provisional Pension 

Request 

 

Step 1: Human Resource ல் Pre Retirement Icon ஐ Click செய்யவும். Provisional Pension ஐ 

Click செய்யவும். 

Step 2: Persion Typeல் Ex Employeeஐ Select செய்து Requery ஐ Click  செய்யவும் . பின்பு 

Employee ID ல் Employee No. Enter செய்த  பின்பு Surch செய்யவும்.  

 Note: After the Retirement Order Entry Employee Status will be changed as 

Terminate Assignment if Status not changed check Retirement Type and Retirement 

Order Entry got Completed or Not 
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Step 3: Employee ID ல்  Employee No. Enter  செய்யவும். பின்பு GO Button ஐ Click 

செய்யவும். 

Step 4: Employee Name ேந்த உடன் Action ஐ Click செய்யவும். 
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Step 5: Provisional Pension Request ஐ வதர்ந்சதடுத்தது. அதற்கான Detailsஐ Enter செய்யவும். 

 

Step 6: Enter செய்த Detailsஐ ெரிபார்த்த பின்பு Reviewஐ Click செய்து Approve Groupஐ 

வதர்ந்சதடுத்தது Submit செய்யவும். 

Step 7: Submit செய்யப்பட்ட Enter ஐ. Verifier Level ல் Verify, Approver Levelல் Approve 

செய்யவும். 

2.1.4 Provisional Pension Sanction Entry. 

Human Resource → Pre-Retirement → Provisional Pension → Provisional Pension 

Sanction 

Step 1: Human Resource ல் Pre Retirement Icon ஐ Click செய்யவும். Provisional Pension ஐ  

Click செய்யவும். 

Step 2: Persion Typeல் Ex Employeeஐ Select செய்து Requery ஐ Click  செய்யவும் . பின்பு 

Employee ID ல் Employee No. Enter செய்த  பின்பு Surch செய்யவும். 



 User Manual – Provisional Pension 

 

 Page xi 

 
 

 
Sensitivity: Internal & Restricted 

 

Step 3: Employee ID ல்  Employee No. Enter  செய்யவும். பின்பு GO ஐ Click செய்யவும். 

Step 4: Employee Name ேந்த உடன் Action ஐ Click செய்யவும். 

Step 3: Employee ID ல்  Employee No. Enter  செய்யவும். பின்பு GO ஐ Click செய்யவும். 

Step 4: Employee Name ேந்த உடன் Action ஐ Click செய்யவும். 

Step 5: Provisional Pension Sanction ஐ வதர்ந்சதடுத்தது. அதற்கான Details ஐ Enter 

செய்யவும்.

 



 User Manual – Provisional Pension 

 

 Page xii 

 
 

 
Sensitivity: Internal & Restricted 

Step 6: Enter செய்த Detailsஐ ெரிபார்த்த பின்பு Reviewஐ Click செய்து Approve Groupஐ 

வதர்ந்சதடுத்தது Submit செய்யவும். 

 

Step 7: Submit செய்யப்பட்ட Enter ஐ. Verifier Level ல் Verify, Approver Levelல் Approve 

செய்யவும். 

 

 

 

2.1.4.1 Payroll Process 

 

1. Finance → Payroll → Process 

2. We Need To Select The Period Name Such As Jan 2020/Feb 2020/Mar 

2020/Apr 2020,Employee Type Such As Ex-Employee 

3. Select The Ex-Employee And Click The Add/Update Bill Group For Adding 

The Ex-Employee In Bill Group 

4. Select The Ex-Employee And Click The Process Supplementary Run  Run 

Type Such As Provisional Pension 

5. Finally Select The Submit Button 

6. In Monitor Request, Request Program Needs To Be Completed. 

 Note: After the Provisional Pension Sanction Entry Employee Status will be 

changed as Active- Provisional Pensioner (Kindly Check Before Going to Payroll 

Process) 



 User Manual – Provisional Pension 

 

 Page xiii 

 
 

 
Sensitivity: Internal & Restricted 

 

 



 User Manual – Provisional Pension 

 

 Page xiv 

 
 

 
Sensitivity: Internal & Restricted 

 

 
 

 



 User Manual – Provisional Pension 

 

 Page xv 

 
 

 
Sensitivity: Internal & Restricted 

 
After Completion Of Process, We Need To Check The Result  

7. Finance →  Payroll →  Result  

8. Select The Period Name Such As Jan 2020/Feb 2020/Mar 2020/Apr 2020,Bill 

Type As Provisional Pension, Bill Group Name 

9. Click The Search Option And Status Should Be Shown As “Complete” 

10. Click The Result Option For Verifying The Result 
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After Checked The Result, We Need To Generate the Bill 

2.1.4.2 Generate Bill 

11. Please Select The Bill Generation Type As “Supplementary Bill” 

12. Please Provide The Detail Such As Period Start Date/End Date.Bill Type, Pay Bill  

Group, Employee Type 

13. Click The Search Option And Select The Ex-Employee 

14. Finally Select The Generate Bill Option For Generating The Bill 

15. In Monitor Request ,Request Program Should Be Complete As Normal 

16. Click The  View Output  Option For Viewing The Bill Number 
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After Generated The Bill, Bill Number Should Be Passed In Bill Module 

    Finance →  Bills →  Bill Number 

17. Select The  Detail Option And Forward The Bill From Initiator 

18. Then It Should Be Verified By Verifier And Approved By Approver 

19. Finally Approver Should  Be Forward The Bill To Treasury 
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2.2. புதிய Provision Pension Employees ஐ IFHRMS ல் உருவாக்குவது. (Ex-Employee 

Creation Webadi)  

Department(DDO’S) : We Need To Select The GTN Functional Administrator-

Department → Ex-Employee Creation Webadi 

Treasury: We Need To Select The GTN Functional Administrator-Treasury→ Ex-

Employee Creation Webadi 

 

 

 

2. Select The Call Webadi Option 
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3. Select The Viewer As “Excel 2007” Or “Excel 2010” And Click The Create Button  

 

 

4.Select The Save Option And Then Click The  Open Option ,Excel File Will Be Down 

Loaded And If The File Will Be Open With The Loaded Format 
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➔ Provide The Detail As  To Code,DDO Code  Then Select The Office Name From 

The List 
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Provide The Details Such As Employee Number, Employee Name, Employee Initial, 

Gender, And Employee Type From The List Such As  

1. Approved Probationer 

2. Probationer 

3. Temporary 
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20. Select The Post Name  From The List And Based On The Post Name ,We Need 

To Select The Grade Level .But Both (Post Name And Grade) Should Be At That 

Time Of Retirement  

  Example. If The Person Is Retired At 6th Pay Commission, Then We Should Select The Pay 

Band. We Should Not Provide The 7th Pay Commission Detail 

 

21. Please Provide The Detail For The Ex-Employee Such As  (Bank Name, Name 

As Per Bank Passbook, Account Number, IFSC Code, Door No, Address 

1,Address 2,Pincode,District,Drawing Salary Through Web Payroll) 
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22. Select The Retirement Type From The List And Provide The Detail Such As 

Date Of Retirement, Retirement Order number, Retirement Order Date, 

 

23. Select Yes/No  Option For Permitted To Retire, No Due/Objection Certificate 

 

24. Provide The Last Pay Drawn Detail Such As  

6th Pay Commission: Basic/Duty Pay, Grade Pay, Special Pay, Personal Pay (At 

That Time Of Retirement) 

                 Or 

 7th Pay Commission: Basic/Duty Pay, Special Pay (At That Time Of Retirement) 

 

Special /Personal Pay: If Applicable (Provide only if Applicable) 
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25. NQS Years, Months and Days are the Non-Qualifying Services.  If any of the 

Years/Months/Days are not qualified (Reason like Suspension) It should be 

Mentioned Here. Don’t Mention the Total Qualifying Years. 

26. Click “Oracle” Option → Upload Button For Uploading The File 

 

 

27. Select The Flagged Rows And Each Row →  Upload Option 
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28. After Uploading The Document, We Need To Check The Basic Data And Also 

Employee Number In Ex-Employee List Detail Report 

 

2.2.1 GTN Ex-Employee List Detail Report 

For Downloading The Report, We Should Follow The Below Steps 

Human Resource → Reports → GTN Ex-Employee List Detail Report → Action 

(Button) 

1. Provide The Detail Such As TO Code, DDO Code, Office Name 

2. Select The Continue  Option 

3. Finally Click The Submit Option 

4. In Monitor Request, The Request Should Be Complete And Click View Output 

Option 
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