User Manual

1. Login by DDO

All the DDOs in Haryana State have been given User IBsdget Allocation and
Monitoring System The DDOs have to use the same UsamnidDPassworth eSalary
Software also. First of all a DDO has to double olicthe icon giva on the desktop

of his computer, toopen Internet Explorerin the address bar he has to write the
www.hrtreasuries.gov.inthe official website of Treasuries and Accounts Department

will appea. On this pagelook for the link given foeSalarysoftware. By clicking on

this link DDO will be redirected to the websié eSalary On the eSalarywebsite

DDO will see the Login page like this
b

- . — - — o

a )| @ http://localhost:56896/esa
"

lary/Login.aspx P~CX H & :: e-Salary :: Login Page :: ‘ l

Enter User Name * ddotaa2 (Case-Sensitive)

Enter Password*  seeeee (Case-Sensitive)

Select Year * 2011-12 B
Enter Code * 48354 o354 |
(Given in Green Box)

Web site Designed & Maintained by National Informatics Center, Ha
Best viewed in IE 6+ ( 800 X 600 resolution)
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DDO has to give hudget Allocation and Monitoring Syste@dser D here in front

2F WOYUSNI ! &SN bl YSQ YR GKS &lIBABSIRt I &a

front2 ¥ WOYGSNI tl 2a¢g2NRQd ! FGSNI 6KAA KS

wants to work. And at last he has to enter the five digit random numbesngin a

K

ANBSY 02ESX Ay (KS o02EIBAESW XNy DPIRY] 2

to log into his account after he has done the above steps.
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http://www.hrtreasuries.gov.in/

2. Edit User Profile

On firsttime whenhewilf 2 3Ay (KS & ONB Gifappe& RA G ! a SNJ

r p o

a ‘|\§} http://localhost: 56896/ esalary/Departmental/UserP P-EX H (2 1 e-Salary  Edit Profile = ‘ ‘

User Type: Checker/DDO MK Gupta Main Menu

EDIT- USER PROFILE

Name of DDO(Sh./Smt./Dr.): M K Gupts

Designation of DDO: Treasury Officer Chandigarh

Emnail Id: (In case you want email alerts in future) mkgupta32@yshac.coin

Mobile No: (In case you want sms alerts in future) 03417724110

DDO Registration Number{Under NPS) SGVO00179E  District Treasury Officer, Haryana Treasury,Chandigarh
DTO Registration Number({Under NPS) 4000021 Treasury Officer, Chandigarh

DDO Tan Number

Maker Password
(password must contain atleast one letter,one digit in any order]

Confirm Maker Password

Web site Designed & Maintained by National Informatics Center, Haryana
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On this page he will see his Profile, which has beesated in BAMS He can
Enter/Updatehis Profile information, like he can give his current designation or he
can change the name and designation and other information as well, if the
information displayedere relates to the person who was having the charge of DDO
before him. He can give his email Id and Mobile number also. DDO registration No.
and his DTO registration No. are being displayed, these are not required to be
entered. DDO TAN Nasallotted by Income Tax Deptt. to a DO®also required to

be entered
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a‘ ‘|\§} http://localhost 56896/ esalary/Departmental/User? O v ¢ X H 2w eSalary it Profile ‘ ‘ LI'U “ “':‘"
EDIT- USER PROFILE

Name of DDO(Sh./Smt./Dr.): M K Gupta

Designation of DDO: Treasury Officer Chandigarh

Email Id: (In case you want email alerts in future) rrkgupts32@yshao.coin

Mobile No: (In case you want sms alerts in future) 00417724110

DDO Registration Number{Under NPS) SGVO00179E  District Treasury Officer, Haryana Treasury,Chandigarh

DTO Registration Number(Under NPS) 4000021 Treasury Officer, Chandigarh

DDO Tan Number PILTIIEIC

Maker Password
(password must contain atleast one letter,one digit in any order)

Confirm Maker Password

FTLT11842C, TREASUR|
E.GUPTA *

Web site Designed & Maintained by Nafion:
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On entering the TAN No. a confirmation dialogue box will appear, in which TAN No.
and Name, TAN Name and address will be shown, DDO has to confirm that all the
information shown in this box iorect and related to him, for this he has to click on
0KS W/ 2yFANNQD® LT (KS A ohiMvhe bas @ glickRi & L
W/ I yOStQ odziti2ayd . & G(GKAA (KS gNRyYy3 ¢! b
to re-enter the TAN No.

3. Creatpn of Maker Password

7

g tFrad KS KIFa 02 MakgrisshdpessoniwBoNdldnake alldhé & 2 |
entries in the software on behalf of DC¥Ad DDO is Checkdvlaker can log into the
softwarewith the same User Id which is used by DDO to log intcsttvare. Like

heNE GKS 55hQa !¢&S NJ2L 51 KXS%Ked BRI 1BAF 2INGD S
The difference will only be of the Passwords. The DDO will login by his User ID and

password allotted to him iIBAMSg K SNBX I a GKS al { SNJses IDf f
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first log into the software. At the end of the editing of User Profile DDO will give
Maker Password and will yenter the same password to confirm At last he wll

Ot A0l 2y W LIRFEGS tNRFAESQ odzitdz2y o
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a'_ l‘ :§§ hitp://localhost:56806/esalary/ Departmental/UserP P~e XH 2+ e-Salary = Edit Profile : | |

User Type: Checker/DDO MK Gupta Main Menu

EDIT- USER PROFILE

Name of DDO(Sh./Smt./Dr.): WK Gupts

Designation of DDO: Treasury Officer Chandigarh

Email Id: (In case you want email alerts in future) mikgupts32@yshoo.co in

Mobile No: (In case you want sms alerts in future) 06417724110

DDO Registration Number{Under NPS) SGVO00179E  District Treasury Officer, Haryana Treasury,Chandigarh
DTO Registration Number{Under NPS) 4000021 Treasury Officer, Chandigarh

DDO Tan Number PTLT11843C M.K.GUPTA

Maker Password s

(password must contain atleast one letter,one digit in any order)

Confirm Maker Password s

Web site Designed & Maintained by National Informatics Center, Haryana
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4. Entry of ES form by DDO
On his first loginafter the DDOhas updated his profile, he will see the screen
W/ FGS3I2NE 2F . AffaQo
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a‘ J| @ http://localhost 56306 /esalary/Departmental/frmPz O = @& X H B : e-Salary : Generate Paybil. | | # -, (:a
User Type: Checker/DDO MK Gupta Main Menu Logout |

Category of bill
Available Paybill Codes:- ~View Avallable Paybill Code~ E|
Scheme Code:- Select [7]
Purpose of Paybill:- ~Select--

Go to Generate Posts Page

The Steps to be followed:-
1. You can see Available Paybill Codes( which you have generated) in the first drop down. On first login this drop down is shown empty, as you have not generated any Paybill Code earlier.
2. Select Scheme Code from the drop down list given.
3. Select Purpose of Paybill from the categories given in the drop down, and to specify the category more clearly you can give the designation or group of the employees included in this Paybill.
For example: for clerks, for Group A, for class IV etc.
4, At last you have to click on the button given "Generate Paybill Code". A message for sucessfully generated Paybill Code will be displayed, click OK.
. Now the generated Payhill Code is visible in the drop down list Available Paybill Cades.
. Once you have created sufficient Paybill Codes, you have to go to the Page where the posts existing in your office are to be created. For this there are 2 options available -
a). You have to click on the button "Go to Generate Posts Page".
b). Go to the Menu User Operations --> Generate Posts.

o wn

Web site Designed & Maintained by National Informatics Center, Haryana
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In this page DDO has to define all the Paybills that are being generated in has offic
For this purpose he hasuseT A £ £ SR dzLJ ¥ avNdhe Wasngtyill8cdStdgNG 9 -
so far, then he is advised to downloadis T NBRY (GUKS 2FFAOAILE oS
I yR | 002 dzy U éww.briéehiiiriesiyov.ind @ S Of A O A Yy Ialay U k
FT2N¥YaQu o

First of all DDO is suggested to read all the steps given at the bottom of theégage
understand the working of this pagét the top of the page a list is given for
Wi @l At of S OnHisgistlobiri DD Wi se@tthat this list contains nothing,
as he has not generated any Paybillcode earlier. As he will create/generate
Paybillcodes, the generatedillcodes will appear in this list. The second list given
2y (0KS LI 38 SN& YKAOKY D2yFAR Aya |ttt GKS
0SSy Fif200SR IedzRsTS selech tife Sghprhef chddinQuitich the
budget of Salary has been allotted to hifrgm which the salaries of the employees
(included in this paybill)are to beaid. This scheme code ias per olumn no. 2 in
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Wi vy SEMMGS 197 G SNJI lokPaybill id t Be sélddzbidsIped ®lumn no.
o AY W! yinyO3PE dzNB 9 {
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a'_ __I‘ \-33 http://localhost:56896/esalary/Departmental/frmP: P~c XH & 1t e-Salary = Generate Paybil... | | ’Ll'h :, (:é
User Type : Checker/DDO MK Gupta Logout |

Category of bill
Available Paybill Codes:- ~-View Available Paybill Code-- E|
Scheme Code:- N-06-51-2054-51-097-99-08-R-V-Treasury Staff-Establishment Expenses |Z|
Purpose of Paybill:- --Selact-

Gazetted with Gpf Account Go to Generate Posts Page

Non-Gazetted with Gpf Account
Other Gazetted
Other Non Gazetted

) NPS-Gazetted
The Steps to be followed:— NPS-Non-Gazetted

1. You can see Available Paybill Codes( which you have generated] in the first drop down. On first login this drop down is shown empty, as you have not generated any Paybill Code earlier.

2. Select Scheme Code from the drop down list given.

3. Select Purpose of Paybill from the categories given in the drop down, and to specify the category more clearly you can give the designation or group of the employees included in this Paybill.
For example: for clerks, for Group A, for class IV etc.

. At last you have to click on the button given "Generate Paybill Code". A message for sucessfully generated Paybill Code will be displayed, click OK.

. Now the generated Paybill Code is visible in the drop down list Available Paybill Codes.

. Once you have created sufficient Paybill Codes, you have to go to the Page where the posts existing in your office are to be created. For this there are 2 options available :--
a). You have to click on the button "Go to Generate Posts Page".
b). Go to the Menu User Operations > Generate Posts.

[T

Web site Designed & Maintained by National Informatics Center, Haryana
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There is an empty box given after this dropdown list, in this bexan give any
name to thepayhbill forhisreference e.g.if more than one Payabill is to be prepared

for Gazetted Officers with GPF account, then DDO can writelGR& first Payhill,
GPB2 with second Paybill etdfter this he has to click on the button Generate

t @ 0Af The messageQll appear regarding the new Paybillcode generated
with the complete name of the Paybillcode having the Scheme code + Purpose of
Paybill + Name given to that Paybillcode.
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a |§ http://localhost:56896/ esalary/Departmental frmPz O = € X ” © localhost | |

User Type : Checker/DDO MK Gupta
Category of bill
Available Paybill Codes:- ~-View Available Paybill Code-- E|
Scheme Code:- -Select- E|
Purpose of Payhill:- -Selact- [+]

Generate Paybill Code Go to Generate Posts Page

The Steps to be followed:—

1. You can see Available Paybill Codes( which you have generated) in LA - @ u have not generated any Paybill Code earlier.

2. Select Scheme Code from the drop down list given.

3. Select Purpose of Payhill from the categories given in the drop do New PayBill Code s :--N-06-51-2054-51-097-99-98-R-V-Treasury in or group of the employees included in this Paybill.
For example: for clerks, for Group A, for class IV etc. 4 Staff-Establishment Expenses==>»NPS-Gazetted==>PBL

4. At last you have to click on the button given "Generate Paybill Co Hlick OK.

5. Now the generated Paybill Code is visible in the drop down list Avi

6. Once you have created sufficient Paybill Codes, you have to go to s there are 2 options available i~
aJ. You have to click on the button "Go to Generate Posts Page”, {

b). Go to the Menu User Operations --> Generate Posts.

Web site Designed & Maintained by National Informatics Center, Haryana
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After generation this Paybillcode will appear in the dropdown Istmed Available
Paybillcodes. Like this DDO has to create all the Paybill codes in the sofbmaes.

Fff GKS tlFreéoAffO2RSa NS ONBIFGSRT GKS
DSYSNIYGS t2a0a t i3S INAKKAGE S0AdRIST 28/ A XEKE2
button. Here detail of each type of post for which salary is to be drawn, is required to
be given.
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2 http://localhost 56806/ esalary/Departmental/frmPe O = ¢ X H (2 = e-Salary :: Generate Paybil.. ‘ ‘

User Type: Checker/DDO MK Gupta

Pay Commission Sixth [x]*
Designation Accounts Officer |Z|
Select paybill code E

Pay Bill code Alloted

Select paybill code
N-06-51-2054-51-097-99-98-R-V-Treasury Staff-Establishment Expenses==»Gazetted with Gpf Account==>G0==>1

Pay scale of post N-DE-51-2054-51-097-39-96-R-V-Treasury Staff-Establishment Expenses==>NPS-Non-Gazetted==>NP3==>2

Grade Pay N-06-51-2054-51-097-99-98-R-V-Treasury Staff-Establishment Expenses==>Non-Gazetted with Gpf Account==>TEMP==>3
N-06-51-2054-51-097-99-98-R-V-Treasury Staff-Establishment Expenses==>Non-Gazetted with Gpf Account==>MAIN===4

Group N-06-51-2054-51-097-99-98-R-V-Treasury Staff-Establishment Expenses==>NPS-Gazetted==>PB1==>5

Technical or Non-Technical -Select-  []*

Rank Order |Z| * (Please enter number her in the sequence you want officers post to appear in the paybill)

Sanction Order{Vide which Post was created) *

Total number of posts (Same Payscale + GP)
Number of permanent Post
Number of temporary post

Number of Vacant Post i &

[ Add Post Detail ] [ Edit Post Detail ] [ Go to maker login for entering employee information ]

Web site Designed & Maintained by National Informatics Center, Haryana

User Type : Checker/DDO

Pay Commission Sixth [=]

Designation Accounts Officer E

Pay Bill code Alloted >-!\J-DG-51-ZD‘511-51-DQ7-99-98-}'\‘-\4’-Trea!;ury Staff-Establishment Expenses==>NPS-Gazetted==>PB1==>5 E
Pay scale of post 9300-34800+4800GP [ [*

Grade Pay

Group B El*

Technical or Non-Technical Non-Technical [~ |*

Rank Order 54E v (Please enter number here in the sequence you want officers post to appear in the paybill.}
Sanction Order(Vide which Post was created) ; *

Total number of posts (Same Payscale + GP) i B

Number of permanent Post 5| N

Number of temporary post

Number of Vacant Post

[ Add Post Detail ] 12  Edit Post Detail ] [ Go to maker login for entering employee information I
1

| 1 Web site Designed & Maintained by National Informatics Center, Haryana
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The Rank order of a post is the serial no. at which the salary detail of that post will
appear in the payhbill. If you have selected any Raer no. from the dropdown list

for a post, that no. will not be visible whetou will generate the next postsasame

NI} y] 2NRSNJ OFyQd o6S I £ 2 AfteSRank drdler iegvitl LJ2
give Sanction order no. of that postnd then total no. of posts having same
Payscale+GP.

For example> In case of Accounts Officérthe total no. of postss 6, but two posts
have higher Grade Paye.g. 9300-34800+5400GP, then these two posts would be
generated separatelyas in above exampleSo thetotal no of posts in case of
Accounts Officer(930034800+4800GP) will be 4 and in case of Accounts Officer
(9300:34800+5400GP) wille 2. Moreover the rankorder of th@ost having higher

GP willbe lower than the rank order of the post having lower GiRelhere the post

with 4800 GP has rank order 5, so the post with 5400 GP will have the rankorder
lower than 5, say 4. So that, in the Paybill the salary detail of the post having (higher)
5400 GP will shown af"4lace and the post having (lower) 4800 @il® be shown at

5" place i.e. after the rank order 4.
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