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ABBREVIATIONS 

Sl No. Abbreviation Description 

1 IT Information Technology 

2 URL Uniform Resource Locator 

3 ID Identification 

4 CL Casual Leave 

5 RH Restricted Holiday 

6 HPL Half Pay Leave 

7 EXOL Extra Ordinary Leave 

8 PL Paternity Leave 

9 ML Maternity Leave 

10 CCL Child Care Leave 

11 EL Earned Leave 

12 MC Medical Certificate 

13 F/N Fore Noon 

14 A/N After Noon 

15 AIPR Annual Immovable Property Returns 

16 PDF Portable Document Format 

17 PIS Personal Information System 

18 LMS Leave Management System 

19 LTC Leave Travel Concession 

20 GPF General Provident Fund 

21 NOC No objection Certificate 
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DISCLAIMER 

 

The operational procedure provided in this Operational Guide is just an illustration to 

assist the user in effectively utilizing the IT 2.0 Software. If the reader has any doubts 

regarding department ruling and guidelines, they should refer to the respective manuals 

and volumes. The IT 2.0 Operational Guide should not be cited as authoritative Rulings. 
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1  Introduction 

This Operational Guide on Employee Self Service is intended for employees to manage 

leaves, update personal information, and perform other related tasks. 

2 User Login 

 

The user has to login through web browser using URL  

 

https://training.cept.gov.in/employeeportal 

 

Enter your login credentials (User name& Password) and click on �Sign In� 

 

User name will be 8 digit employees ID and Default password will be Dop@1234 

 

Note: The aforementioned URL is for the purpose of training only.  After IT 2.0 is rolled out, 

production URL will be different and login will the through TAT authentication which will be 

communicated at the time of rollout. 

Enter your login credentials (8-digit employee ID & Password) and click on �Sign In.� 
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After successful �Sign In�, User will get Home screen as shown above.  On the home 

screen, user will find cards according to their role assignment. The link for �Self 

Service� is provided in the bottom right corner. 

  

 

 

Click on �Self Service� icon to access cards related to employee self-service, 
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 Upon clicking on �Employee Self Service�, a new page will open with displaying the 

following 3 (three) cards.  

 

(1) Leave Management  System (LMS) 

(2) Personnel Information System (PIS) 

(3) Employee Payments System (EPS) 

 

Click on the �Leave Management System� card. 

 

2.1 Leave Management System 

 

 

 

Upon clicking the �Leave Management System� card, the page appears with Six (6) 

sub cards. 

 Apply Leave  

 Cancel Leave  

 View Leave Balance  

 Leave Report 

 Initiate Charge Report 

 Holiday Calendar 
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2.1.1 Apply Leave 

 

 

 

 

Click on the �Apply Leave� sub card under �Leave Management System� card. 

 

 

 

Upon clicking the �Apply Leave� Sub card, Right panel appears with three (3) options. 

 Apply Leave 

 Apply Leave Curtail  

 Apply Leave Convert  

 

Apply Leave :- 

 

 

 

Click on �Apply Leave� option to apply the leave request. 
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On clicking on �Apply Leave� option under �Apply Leave� Sub-card, a new page will 

appear. This page will display the  Leave balances held by the employee under different 

categories of leave Such as CL (Casual Leave), RH (Restricted Holiday), HPL (Half Pay 

Leave), EL (Earned Leave) etc., will be shown. 

 

Under the �Type of Leave application� section, there are 3 radio buttons provided.  

1. Post Facto- Select this radio button if you are applying for leave after the leave 

period has ended. 

2. Current Leave - Select this radio button if you are applying for leave that is either 

currently ongoing or is planned to start. 

3. Extension of Leave- Select this radio button if you are extending an existing 

leave period. 

 

The Employee needs to select or fill-in the relevant data in the fields for �Type of leave�, 

�From date� and �To Date�. The No. of days based on the leave period will be 

automatically calculated. They should select Intermediate holidays during the leave 

period and click on the Add button.  Additionally, they can Select Prefix date if the 

preceding date to the �From date� is a Sunday or a Holiday, and click on the Add button.  

They can Select Suffix date if the next day after the �To date� is a Sunday or a Holiday 

and click on Add button. 
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The aforementioned types of leaves can be chosen from the �Type of leave� drop down 

list. 

 

 

 

After entering all necessary data, click on Submit button. 

 

 

 

After clicking on Submit button, a pop-up message �Leave Application Submitted 

Successfully� will appear. 
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Apply Leave Curtail:- 

         Curtail leave means to shorten or reduce the duration of an approved leave. 

 

 

Click on "Apply Leave Curtail� option from the available actions. Under �Apply Leave� 

Sub-card, a new page will appear with list of applied leave requests. 

 

 

Click on Curtail Button to view the request information, 
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After Click on Curtail Button a new window will open containing the Leave information 

such as Leave Request Id, Leave Type, From Date, To Date and No of Days. 

Modify the new proposed leave dates and click on Curtail Leave Button. Your Curtail 

Leave request will be reviewed and approved by Leave sanctioning authority. 

 

 

After clicking on Curtail Leave button �Leave curtail request submitted 

successfully� Message appears. 

 

Apply Leave Convert:- 

         This option is used when changing one type of leave to another. For example an 

employee may want to convert Casual Leave into Earned leave or vice versa. 

 

Click on "Apply Leave Convert� option from the available actions. Under �Apply 

Leave� Sub-card, a new page will appear with list of approved leave requests. 
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User Click on Convert button to convert the Leave from one type to another type. 

 

 

After Click on Convert Button a new window will appear containing the Leave 

information such as Leave Request Id, Leave Type, From Date, To Date and No of Days. 

Select the Type of Leave to convert against applied leave type. 

 

 

Select the Appropriate type of Leave and click on Convert Leave Button. Your Convert 

Leave request will be reviewed and approved by Leave sanctioning authority. 
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After clicking on Covert button �Leave Conversion request submitted successfully� 

Message appears. 

 

2.1.2 Cancel Leave 

 

 

 

Click on �Cancel Leave� sub card under �Leave Management� card. 

 

 

 

Upon clicking the �Cancel Leave� Sub card, Right panel appears with two (2) options. 

 Before Approve 

 After Approve 
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Click on �Before Approve� option to cancel the applied leave before the approval by 

the approving authority. 

 

 

After click on �Before Approve� option, any leaves that have already been applied for 

will be displayed. 
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Leave request already submitted by employee are shown.   You can download this list 

using the �Download CSV� or �Download Excel� buttons.  

The downloaded Excel OR CSV file includes a list of various types of leaves applied by 

the employee, along with other details such as the Leave Approver ID. 

 

To cancel the leave request, before approve, click on Cancel button next to the leave 

request. 

 

 

 

After clicking on Cancel button, a pop-up window will appear, showing brief details of 

the leave request.   Click Cancel Leave to confirm the cancellation. 
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On clicking the Cancel Leave button, a pop-up message �Leave Cancelled 

Successfully� will appear. 

 

 

2.1.3 After Approve 

 

 

 

 

Click on �After Approve� option under �Cancel Leave� Sub- card. 

 

 

If an employee wishes to cancel any approved leave request(s), they can view the list of 

already approved leaves on �After Approval� Option. Click on the Cancel button next 

to the leave request that the employee does not wish to avail.  
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2.1.4 View Leave Balance 

 

 

Click on �View Leave Balance� sub card under �Leave Management System� card. 

 

 

After clicking on �View Leave Balance� sub card, the page shown above will appear.   

It displays the leave balance of all leave types.  

2.1.5 Leave Report 

 

Click on �Leave Report� sub card under �Leave Management System� card. 
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Upon clicking the �Leave Report� Sub card, Right panel appears with two (2) options. 

 All Leave Report 

 Un availed Joining Time Report 

 

 

Click on �All Leave Report� option under �Leave Report� Sub card. 

 

 

On clicking on �All Leave Report�, a page displaying all types of leaves with their 

approval statuses will appear. You can download this list in CSV, Excel format by 

clicking on �Download CSV� or �Download Excel� buttons. 
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This report pertains to Un-availed joining time for logged � in employee. 
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2.1.6 Initiate Charge Report 

 

 

Click on �Initiate Charge Report� sub card under �Leave Management System� card. 

 

 

 

 

After clicking on �Initiate Charge Report� sub card, two options will appear viz., 

 Relinquish 

 Assume 
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2.1.6.1 Relinquish 

 

 

Click on �Relinquish� option under �Initiate Charge Report� sub card. 

 

 

 

 

After clicking on �Relinquish� option, the charge report initiation page will open. This 

page will show a list of approved leave requests with pending charge reports. The 

Employee needs to select each row data and click on "Initiate Relinquish Charge 

Report� to initiate the process of Relinquish charge report (i.e. Relieved) 
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After Clicking "Initiate Relinquish Charge Report� a new screen will open with a 

Download button. 

 

 

Click the Download button to download the Relinquish charge report in PDF file format. 
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2.1.6.2 Assume 

 

 

 

Click on the �Assume� option under �Initiate Charge Report� sub card. 

 

 

After clicking �Assume� option, the charge report initiation page will open. The Page 

will show a list of approved leave requests with pending charge reports. The Employee 

needs to select each row and initiate the process of Assuming charge report (i.e. 

Relieving) 
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 After Clicking "Assume Charge Report� button a new screen will open with a 

Download button. 

 

 

 

   Click the Download button to download the Relinquish charge report in PDF file 

format. 
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2.1.7 Holiday Calendar 

 

 

 

Click on �Holiday Calendar� sub card under �Leave Management System� 

  

 

 

After clicking on �Holiday Calendar� sub card, the above page will appear as shown 

above.  All Closed Holidays are shown in Orange coloured and Restricted Holidays are 

shown in Blue coloured.  When you hover the mouse pointer over any of these Blue or 

Orange coloured dates, the holiday description will be displayed. 
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By default, four (4) month-wise calendars starting from the current month will be 

displayed. Users can navigate   forward and backward through the calendars by clicking 

the <or> icons. 

2.2 Personal Information System 

 

 

 

Click on �Personal Information System� card. 
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After clicking on �Personal Information System� card, the page shown above will 

appear with the following 5 sub cards.  

 Service Book View & Raise Request 

 Annual Immovable Property Returns 

 Gradation List 

 Employee Master  

 NOC 

2.2.1 Service Book View & Raise Request 

 

      Click on �Service Book View & Raise Request� sub card. 

 

 

 

On clicking on �Service Book View & Raise Request�, following 7 options appear on 

screen right panel of the screen viz. 

 

 Communication Details 

 Bank Details 

 Award Details 
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 Education Details 

 Family Details 

 Nomination Details 

 Download Service Book 

2.2.1.1 Communication Details 

 

 

 

Click on �Communication Details� option available in �Service Book View & Raise 

Request� sub card. 

 

 

 

When clicking on �Communication Details� option, the employee communication 

details page will open with 3 tabs viz., View Details, Modify, and Pending. By default, the 

�View Details� tab will be shown containing the employee�s communication details such 

as Address, e-mail IDs (personal and official, if available), Mobile Number, Aadhaar, 

PAN. 
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After clicking on the 'Modify' tab, the 'View Details' tab information will be shown with a 

Modify button. Click on the Modify button. 

 

 

After clicking on Modify button, all fields will become editable, with a Save button. The 

employee can make necessary changes in the required fields then click on Save 

button.  
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After clicking on Save button, a pop-up message �Details have been successfully 

modified� appears. 

 

2.2.1.2 Bank Details 

 

 

 

Click on �Bank Details� option under �Service Book View & Raise Request� sub card. 

 

 

If no bank details are found for the employee, a screen with an �Add details� button will 

appear. 

Telegram @gdsforum | www.gdsresults.com



  

 

  

INDIA POST �IT 2.0  Page 32 of 75 

 

Operational Guide for Employee Self Service Portal 

 

 

After clicking on the �Add details� button, a form to add the employee�s bank details 

will be available. The Employee ID and Name fields will be populated by default. Enter 

the necessary data into the following fields Bank Name, Branch Code, Bank Account 

Number, IFSC Code, Branch Address Line 1, Branch Address Line 2, PIN Code, and 

Remarks. Select the Bank Type from the drop-down list (SBI, Non-SBI, and POSB) and 

the Draw Type from the drop-down list (Not Primary & Pay Cycle). Upload the order file 

document either PDF or Jpeg format and click the Add button. 

 

 

After clicking on the Add button submit the information. The request will then be sent to 

the approver for approval. 
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After adding the bank details, a new screen will appear as shown above. You can see 

the details by expanding each row using the �>� button. 

 

 

User can modify the approved bank details by clicking the Modify button. After clicking 

the Modify button, the fields will become editable. 
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Modify the details you wish to change and click the Save button. A �Data modified 

successfully� message will appear in the bottom right corner of the screen. 

 

2.2.1.3 Award Details 

 

 

 

Click on �Award Details� option under �Service Book View & Raise Request� sub 

card. 
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A new screen will appear with an Add details button, to add the award details of the 

employee. 

 

 

After clicking the Add details button, a new form will open to add the Award details. Fill 

the fields such as Award Name, Award Type, Award Category, Award Description, 

Certificate No, Monetary Benefit, Award Issue Date, Award for Year and Remarks. 

Upload the award certificate and click the Insert button.  
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After Inserting the Award details, an �Award details submitted successfully� message 

will appear in the bottom right corner of the screen. The request will be sent to the 

approver for approval. 

 

After Approval the award details, screen will appear with Modify button as shown 

above. You can view/Modify the details by expanding each row using the �>� button. 
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After clicking the Modify button, the fields will become editable. Modify the required 

fields and click on save button. 

 

2.2.1.4 Education Details 

 

 

 

Click on �Education Details� option under �Service Book View & Raise Request� sub 

card. 
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 A new screen will appear with an �Add details� button to add the education details of 

the employee. 

 

 

After clicking the Add details button, a new form will open to add the education details. 

Fill in fields such as Education Qualification, Board Studied, Year of Study, State of 

Study, Marks/Grade/Percentage, and Remarks. Upload the education certificate and 

click the Add button. You can add all your educational qualifications by clicking the 

Add button for each one.  
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After adding the educational details, an �Education details submitted successfully� 

message will appear in the bottom right corner of the screen. The request will be sent to 

the approver for approval. 

 

After adding the Education details the screen will appear as shown above. You can View 

the details by expanding each row using the �>� button. 
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After Approval the Education details, screen will appear with Modify button as shown 

above. You can Modify the details by expanding the row using the �>� button. 

 

 

 

 

 

"After making the required modifications, click the Save button. A �Data modified 

successfully� message will appear in the bottom right corner of the screen." 
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2.2.1.5 Family Details 

 

 

Click on �Family Details� option under �Service Book View & Raise Request� sub 

card. 

 

After clicking on �Family Details� option, a new screen will appear with an Add details 

button to add the Family details of the employee. 

 

After clicking the Add details button, a new form will open to add the Family details. Fill 

in fields such as Dependent name, Select the Relation in dropdown, Date of Birth, 

Marital status of dependent, Educational qualification, Employment status of 

dependent, Remarks. Upload the Supporting document and click the 'Add' button. You 

can add all your Family dependents by clicking the 'Add' button for each one. 
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    After adding the Family details, "Family member details submitted successfully" 

message will appear in the bottom right corner of the screen. The request will be sent to 

the approver for approval. 

 

 

After adding the Family member details the screen will appear as shown above. You 

can View the details by expanding each row using the �>� button. Once the request 

approved the user can modify by Click on �>� button. 
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2.2.1.6 Nomination Details 

 

 

 

Click on �Nomination Details� option under �Service Book View & Raise Request� 

sub card. 

 

A new screen will appear with an Add details button to add the nomination details of 

the employee. 
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After clicking the Add details button, a new form will open to add the Nomination 

details. Select the Nomination Type (GPF/Pension/Gratuity), Enter Nominee Name, 

Relation type, Date of Birth, Nomination address line 1, Nomination address line 2, Pin 

code. If the Nominee is Minor enter guardian details such as Guardian name, Guardian 

relation, Guardian Date of Birth, Share Percentage, Remarks and click the Add button 

add the nomination details for the nomination type GPF, Pension & Gratuity. 

 

After adding the nomination details, "Nomination details Added successfully" 

message will appear in the bottom right corner of the screen. The request will be sent to 

the approver for approval. 
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After adding the Nomination details the screen will appear as shown above. Employee 

can View the details by expanding each row using the �>� button. Only Approved 

Request can be modify. 

 Employee can modify the details by expanding each row using the �>� button and Click 

on Modify button.  

 

After making the required modifications, click the Save button. A �Data modified 

successfully� message will appear in the bottom right corner of the screen. 
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2.2.1.7 Download Service Book 

 

 

 

Click on �Download Service Book� option under �Service Book View & Raise 

Request� sub card. 

 

 

 

After clicking on �Download Service Book� option, page as shown above will appear 

provision of �Download Service Book� button is made available for the specified date.  

Select the From date and To date and Click on Download Service Book button. 
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After clicking on �Download Service Book� button, pop-up window will show service 

book of employee with tools to download and print it. 

2.2.2 Annual Immovable Property Returns 

 

 

Click on �Annual Immovable Property Returns� sub card available under �Personal 

Information System� card. 
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After clicking on �Annual Immovable Property Returns� sub card, page as shown 

above with 2 tabs, 'File New AIPR' and 'View AIPR', will appear as shown above. 

 

 For File New AIPR click on �File New AIPR� tab and select the check box next to the 

�Please select the checkbox if there is no immovable property returns for the year� (by 

default this check box will be unchecked). Select the year from the drop down list and 

click on Submit button. 

 

After clicking on Submit button, pop-up message �Data Added successfully, pending 

for Approval� will be shown. 
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In the page shown above, the prescribed format for filling Annual Immovable Property 

Returns for all the departmental employees is available.  Employees can select data 

from the drop down list wherever such provision is made and Fill-in all other mandatory 

fields accordingly.  

 

 

 

 

After clicking the Submit button, a pop-up message �Data added successfully, 

pending for Approval� will appear as shown. 
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Click on �View AIPR� tab to view approved AIPRs. You can download these approved 

AIPR in PDF Format by clicking on �Download PDF� button. 

 

The downloaded PDF will appear as shown above. 
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2.2.3 Gradation List 

 

 

Click on �Gradation List� sub card available under �Personal Information System� 

card. 

 

After clicking on �Gradation List� sub card, page shown above will appear with the 

�Gradation List by Division� button.  
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Clicking on Gradation List by Division button, gradation list will be shown as above.  

2.2.4 Employee Master 

Click on �Employee Master� sub card available under �Personal Information 

System� card.  

 

After clicking on �Employee Master� sub card, Employee Master View & Update page 

as shown above will open which has 3 steps viz., Personal Information, Communication 

Details & Posting Information. In 1st step, Employee can able to view All Personal 

Information, click on Next button as shown above. 
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In 2nd step, communication details of employee can be viewed.   Click on Next button.   

Additionally a Back button is provided to navigate to previous step. 

 

 

 

In 3rd step, Posting Information can be viewed / updated. After Modify the data click on 

Update Button to Update.    
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2.2.5 NOC 

 

Click on �NOC� Sub card under �Personal Information System� card.  

 

A new screen will appear to apply NOC by selecting the purpose of NOC.  

 

 

    The purpose of NOC is listed as shown above in drop down list.  
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NOC for the purpose of �Purchase a Property�.  

 

NOC for the purpose of �Passport/Visa to go abroad�.  

 

 

NOC for the purpose of �Higher Education�.  
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NOC for the purpose of �Applying for Jobs outside the Department�. 

 

NOC for the purpose of �Appearing in Examination�. 

 

Depending on the selection of Purpose of NOC, the required fields will be enabled for 

filling in the details. 
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2.3 Employee Payments System 

 

 

Click on �Employee Payments System� card. 

 

 

After clicking on �Employee Payments System� card, �Employee Self Service� sub 

card along with the pending requests to forward or approve available as shown above.   

 

2.3.1 Employee Self Service 

 

After clicking on �Employee self-service� Sub �card there are 14 options available 

which are related to Pay, Reimbursements and Miscellaneous requests.  

 Advances 

 Reimbursements 
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 EL Encashment 

 GPF Advance 

 GPF Statement 

 GPF Withdrawal 

 Update GPF Subscription 

 Income Tax Declaration 

 Track Request ID 

 Cancel Pay request 

 Pay requests Report 

 Detailed Miscellaneous  Requests report 

 Pay slip 

2.3.1.1 Advances 

 

 

 

Click on �Advances� option under �Employee Self Service� sub card. 
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Employee can apply many Advances such as LTC, Medical, TA Transfer, TA tour, 

Flood/Drought, Warm Clothing, PC and HBA.  

 

 

Select the advance type, Amount and input the Remarks and click on Submit button. 

Request transaction ID generated. The applied request transferred to Forwarder for 

Forward. 

 

2.3.1.2 Reimbursement 

 

 

 

Click on �Reimbursements� option available in �Employee Self Service� sub card.  
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 On clicking on the �Reimbursement� option, employees can request reimbursements 

for various expenses such as LTC, Transfer TA, TA Tour, Children Education Allowance, 

and Medical Bills. 

 

Select the Reimbursement type, enter the Amount and Remarks. Click on Select 

Advance Button.   
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After clicking on Select Advance button a new window will appear if any advance 

already taken select the Advance and click on OK button. If advance not taken click on 

No advance taken Button after that click on Submit button.  

 

 

Reimbursements request id success message appeared. The request transfer to 

Forwarder to forward. 
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2.3.1.3 EL Encashment Requests 

 

Click on �EL Encashment� option available in �Employee Self Service� sub card. 

 

 

EL encashment requests page shown as above. It allows the logged in employee / user 

to select the purpose for EL Encashment from drop down (i.e. LTC) Enter the number of 

Days, input Remarks and click on Verify button. 
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After clicking on Verify button, a new row will be displayed as above with Level, Index, 

Pay, DA rate, Applied for Days, EL En-cash BP, EL En-cash DA and Total EL En-cash 

amount with Submit Button. 

 

 

 

 

After Clicking on �Submit� button, employee will get the Success message.  
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2.3.1.4 GPF Advance 

 

Click on �GPF Advance� option available in �Employee Self Service� sub card. 

 

  If the logged in employee has a GPF account, they will see the appropriate fields to 

apply for GPF Advance. 

2.3.1.5 GPF Statement 

 

Click on �GPF Statement� option available in �Employee Self Service� sub card. 
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 If the logged employee has a GPF account, they can select the financial year for which 

they wish to generate GPF statement then click on �Generate PDF�.  The GPF 

statement for the selected financial year will then be displayed. 

2.3.1.6 GPF Withdrawal 

 

 

Click on �GPF Withdrawal� option available in �Employee Self Service� sub card. 

 

 

If the logged in employee has a GPF account, appropriate fields to apply for GPF 

withdrawal will be shown. 

 

 

 

Telegram @gdsforum | www.gdsresults.com



  

 

  

INDIA POST �IT 2.0  Page 66 of 75 

 

Operational Guide for Employee Self Service Portal 

2.3.1.7 Update GPF Subscription 

 

 

Click on �Update GPF Subscription� option available in �Employee Self Service� sub 

card. 

 

If the logged in employee has a GPF account, they can update their GPF subscription 

through the page shown above. 

2.3.1.8 Income Tax Declaration 

 

Click on �Income Tax Declaration� option available in �Employee Self Service� sub 

card. 
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Under section field provision of different sections of Income Tax Act under which 

deductions and exemptions can be claimed are made available in drop down list as 

shown in above screen.   User can select desired section and submit details regarding 

Income Tax deductions, if any, through this page. 

 

 

After selection of section, enter amount, enter remarks and click on Submit button.  
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2.3.1.9 Track Request ID 

 

Click on �Track Request ID� option available in �Employee Self Service� sub card. 

 

Two types of requests i.e. pay request and miscellaneous request can be track by the 

user. Select the Pay request type and enter transaction Id and click on Submit button. 
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After Clicking on Submit button the status for the request id appears as shown above. 

 

 

 

2.3.1.10  Cancel Pay request 

 

 

Click on �Cancel Pay request� option available in �Employee Self Service� sub card. 
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    If user had submitted any claims such as Advances, Loans, Pay reimbursement they 

can cancel before approval, using this option. 

2.3.1.11 Cancel Miscellaneous Requests 

 

Click on �Cancel Miscellaneous request� option available in �Employee Self 

Service� sub card. 
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If user had submitted any miscellaneous request other than Advances, Loans, Pay 

reimbursement such as GPF Advance, EL encashment, Update GPF subscriptions etc., 

they can cancel before approval, using this option. 

2.3.1.12  Pay requests Reports 

 

Click on �Pay Requests Reports� option available in �Employee Self Service� sub 

card. 
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 Users view the Pay requests applied by the user and also download the Excel File by 

clicking on Download Excel button. 

 

2.3.1.13  Detailed Miscellaneous Requests Report 

 

Click on �Detailed Miscellaneous Requests Report� option available in �Employee 

Self Service� sub card. 
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Users view the miscellaneous requests applied by the user and also download the 

Excel File by clicking on Download Excel button. 

2.3.1.14  Pay Slip 

 
Click on �Pay slip� option available in �Employee Self Service� sub card. 
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Logged in user can generate Pay slip by entering employee ID, year, selection of month 

from drop down list and click on Generate Pay Slip button.  Payslip will be displayed on 

this page. Option to download the same is also made available. 

 

After entering the details, click on �Generate payslip�. By clicking on �Generate 

Payslip,� a pop up message will appear as �Pay slip generated successfully. Click on 

�Download payslip� button for the download.� Then click on Close button. 
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Download Payslip Button appeared after successful generation of Payslip, click on 

�Download Payslip� to download the payslip in PDF format. 

 

 

Payslip downloaded successfully in PDF format as shown above.  

 

ALL THE BEST 

************************************************************************************************ 
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