4 How to Use Manage Employee Bills Modules )
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Step 1: Login 24

- Samarth Employee Portal &ldl 3R 3O ID 3R UTIdS STAHR Al B (Open Samarth Employee
Portal and log in with your ID and password.)

Step 2: Payee Details s

- T 9 # Finance W & & 3R ik Dashboard TR fd@e &3 (In the Main Menu, click Finance
and then click Dashboard.)

Dushtoard

== e kiRt

- 9I¢ Ass Ay d Settings U} S¢ (From the left side menu, go to Settings.)

+++  Vendor Bill Tracking

+ Add new Employee Bi... Roles Assigned

- Manage Pending Bills
Total Roles: 1 m

+ View Action Done Bill...

- View Paid Bills

Vendor Bill

Employee Bill
S <:1
e ache


https://ggv.samarth.ac.in/index.php/vendor_purchase/employee-bill/index

~ Action Tab Menu ¥ Gear 33& R fd&d® &< (Click the Gear icon in the Action Tab Menu)

- Vendor Bill Tracking

Settings
Dashboard

Showing 1-1 of 1item.

# Name Action

1 Payee Details ° <:

Add new Employee Bill

= Add Payee §¢- WR faee & (Click on the Add Payee button.)

«  Vendor Bill Tracking

‘ Payee Details View Inactive Payee Detail [XTESVSNSSIM Bulk Upload Payee Detail
Dashboard
Showing 1-1of Titem.
#  Actions Name Office Email office Contact PAN Number Account Number Benc
Number

Add new Employee Bill

- 3O d QT STHSHRT & 9 WX (Fill in your bank account details carefully.)

Add Payee Details

Dashboard
Name *
Office Email *
Office Contact Number
. —_
Add new Employee Bill Office Address *

Manage Pending Bills
View Action Done Bills PAN Number *

View Paid Bills
Account Number *

View Reversed Bills

Verify Account Number

Beneficiary Name *

~ OK W fdkieh b ¥d BX (Click OK to save the details.)

Note: I8 U U& IR g1 B 8Idl § 919 0 S feced 9&dl a1 (Note: This step is one-time only

unless your bank details change.)



Step 3: Dependent it & feorg:
- Employee Details > Profile > Family Details # M (Go to Employee Details > Profile >
Family Details.)

Dashboard

- Finance
Employee Leave

- Governance Leave Applications

. Academic Education Details Station Leave Applications
Service Profile Apply Leave

- Recruitment Research Publication Apply Station Leave
History My Leaves

» Campus Services
History
- Data Management

- Administration

- Account Settings

1.1 Biographical Details 1.2 Contact Details 1.3 Family Details

1.3.1 Family Details

Drafts

Pending Requests

Actions Member Relation Gender Dob Employement Marital Status Is Pv

IRISEETRy Name . Status

~ Add §¢9 WR fdd &Y (Click Add button.)

1.1 Biographical Details 1.2 Contact Details 1.3 Family Details

orete 1.3.1 Family Details [ oren @ | pencing requess @ |

Pending Requests

Name *
History Enter Name
Gender
Select
Personal Details Relation *
Select
Education & Qualification B
Date of Birth *
Date
My Public Profile
Age
Documents
Is PwBD
Select
Marital Status
. Select
Research PAN ‘
AAAAATIMA

- ¢ 1R qafle B 3R 3Td BT SAR BN (Fill the details, submit and wait for approval.)
Note: T8 U TH R gl AT 811 ¢ o1d 9 Dependent &< gad 78T (Note: This step is one-time

only unless your Dependent details change.)



Step 4: Bill 3UAIS B
-~ f ¥ 89 A H Finance W 94 3R Bill Tracking Y H Dashboard W faTe &3 (Go to Finance

again and click Dashboard under Bill Tracking section.)

- Employee Services Dashboard

- Finance
' <: Bill Tracking Payroll Provident Fund Management

+ Governance
¥ Dashboard Dashboard Dashboard
. icadanic Manage Employee Bills Payroll Details GPF Statement
Salary Slips
- Recruitment Income Tax

Declare Your Income Tax
+ Campus Services

+ Data Management

+ Administration

- Add New Employee Bill R fdeidh & (Click on Add New Employee Bill.)

+  Vendor Bill Tracking

Roles Assigned

+ Dashboard

Vendor Bill

— <:|

- Manage Pending Bills

~ Add Bill WR o & (Click on Add Bill.)

+  Vendor Bill Tracking

New Employee Bills m

Dashboard

#  Actions  Bill Age (in days) Reference No Batch No Employee Bill No Budgetary FY Bill Date D

Add new Employee Bill No results found

Manage Pending Bills



Add Bill

Bill Approval Hierarchy Type *

Employee Bill Identifier
~

Add new Employee Bill Are you raising this bill for your

dependent ? Select

Manage Pending Bills
View Action Done Bills Budgetary FY *
Select
View Paid Bills
View Reversed Bills Bill No *

Bill Date *

Select Date

Form W3

- Bill Approval Hierarchy Type ¥cide @Y (Select Bill Approval Hierarchy Type.)

- Employee Bill Identifier DI WGIel BIS ¢ (Leave Employee Bill Identifier blank.)

-~ 3R 3 fdef 30+ Dependent & feTT ST 7 g dl Yes Talae ®x (Select Yes if you are raising the
bill for your dependent.)

-~ Budgetary FY ¥dide @Y (Select Budgetary Financial Year.)

= Bill Number (ﬁlﬁ 1 gd13Y HeR) STd (Enter Bill Number or Invoice Number.)

- Bill Date 98! ¥ g (Select Bill Date correctly.)

- Type of Payment Jdde B, 9 Medical, Reimbursement 3MTf¢ (Select Type of Payment,
e.g., Medical, Reimbursement, etc.)

- Bill Amount STd (Enter Bill Amount.)

r El'e!ﬁ AT DI "I'sC Payee Details T B (Select the saved Payee Details.)

- Bill Document (PDF) TS B (Upload Bill Document (PDF).)

- Save IR faa® ®< 3R 9@ Faffe < (Click Save and submit the bill.)

Step 4: Bill Submit &3
IEEKEEZE KU CEaE
~ Manage Pending Bills § S¢ (Go to Manage Pending Bills)
~ Action UIRM H "3(Rg (@)" MMEHT IR faaqd &9 (In the Action section, click on the Eye icon)
- BWR fGUTY Verify 9 WR fdedd HY(Click on the Verify button at the top)
- it f$ced ot ea ¥ aRWTE &< (Carefully verify all the bill details)
- Recalculate TR fok7® $3(Click on Recalculate)
- If¢ 99 $ Il § dl Submit | &P H(Click on Submit if everything is correct)



