WORK FLOW OF  CENTRALISED PAYROLL SYSTEM
   Step 1:   All the employees needs to have Savings bank account in State Bank of India and S.B. a/c number correctly entered in the Employee Details of the online Payroll system.

Step 2:   Field offices will have to prepare the paybill of both staff and officers using the existing on-Line Payroll system during 15th to 25th of every month.  Payroll will be available for updation during the said period only. After 25th or from the data of upload consolidated acquittance report in the system whichever is earlier and  will not allow any other modification. But reports can be generated as and when required.
Step 3:   Field offices can generate a new consolidated Pay and Acquittance report  for payment at Central office, which is attached in the Reports Menu of the existing online payroll system.  This report contains the salary payment details of all employees in the respective offices (both staff and officers) in all groups whose Service Status is Permanent and Stop payment is No in the Employee Details Form.
Step 4:  Take a print out of the above mentioned Consolidated Acquittance Salary Upload Report for staff and officers separately and the concerned DDOs will sign and affix seal in all pages of the said report.  The same will be scanned and uploaded in the system in the newly developed Upload module of the on line Payroll system.  Field offices can upload the consolidated acquittane report on or before 25th of every month.  Once this is uploaded, the system will be locked for updation for that particular month. 
Step 5:  Directorate of Administration will generate necessary consolidated report of all the field offices and forward the same to Director (Accounts) for payment.   Payment will be made in the following manner.

i) Net salary of each employees will be credited in their S.B.I. savings bank account .
ii) Cheque for GPF, NPF, CPF and KVIC’s contribution to PF will be issued to GPF section.
iii) All other Suspense recoveries will be remitted directly to the establishment account of the concerned offices for further clearance.
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