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3. Enter the reliving details of the employee as shawn in the below screen and click on Save button.

Note. - Jgining Treasury, Joisng Departtnent and Joining Office shall be selected carefully As einployee after approving the tPC out will be
shown in the Employee Maimtenance Maker/Checker of the particular office oniy.
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Figure 3 Sample Screen for Generai Details - LPC Qut.

4. Click on the tast Salary Details button, to check the employee last salary details of the employee.
Check the Earning, Deduction and net amount of the employee. Click on save button.

HT R Ea

L s § OR My % ey —
B D [ A O ) ettt e — e - - ——
[ pres— -
R R o
Moty Dy v T —— .
i s s
AR [Fp—— Ea .
§ et Py g S e omater b — 2 - ,_JI

[ emwz ] ((aamomt ] [Bemvieni] [msimm] [Crwm

P e A arm - ~ £ Rerana
I_,, PrawEon
i ' > || T TCC.
“ma [y . - ®e || Tow ]
we i Jomt i pa |- —e

FATA S veLEl AN OS] Y

Figure 4 : Sample Screen for Last Salary Details - LPC Qut.

5. Click on the Salary of Financial Year button, to check the rmonth wise salary disbursedto the
employee. Check moth wise Earning, Deduction and net amount of the employee for the entire EY.
Click on save button. Then again click on general detail button.




Figure 6 Sample Screen for search - tPC Out Request

9. Select the LPC Out request 1D from LoV , The Employee LPC Out Request 1D is mentionedin the LPC
Out report as submitted by ernployee while joining the Office. Click on Search button.
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10. BeJow screen will show Employees Basic details as

Figure 7 : Sample Screen Details of Employee- LPCIN Request

maintained in the system, Please enterthe Joining

details and Pay Entitlements detail as per joining office of the Employees as shown in the screen as
per this office. Click on Save button after filling all th required details.

Note -- Please select the following details carefully whi

| Group : frem which Employee salary needsto be disbursed fromthis office.

salary master details will getupdatedin systemon pro-rata basis.

office.

Governement Quarter Flag : Change to Yes/Noas pernew office joining.
HRA Rate : Change the HRA rate (if applicable) as per new office joining.
City Transport Allowance - Change the City transport Allowance {if applicable)as per new joining

efilling the joining de tails of the employee:-

Joining Date in this office date: as this is the date based on which the employee master and
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ngre 10 Sample Sereen for verifying Salary of F:nancuai details of Employee - LPCIN

13. Click on the Pay siip button, to attach any pay siip (if appli cable] Then at,-m click on general detail

button.
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Figure 11 Sample Screen for attaching Pay Slip - LPCIN
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14. Select the ‘Assigned to’ drop down and click on forward button to send the LPC IN request to the

higher authority for further processing of the request.



