ca10 H @ eI WIBEIM  @dowleBmM MUNdaIM Gal 60003 ¥l aomﬁélmkso'l OalBaHmM @RAlwA
cRAIeFEDM allwo.
1. quN%alMm Galenoud
eI @ENIBsleal ZlaimEImes af)M all gy’ &Sluble: GRSEBM@IMSE MIQIWIMEEME:Cl406em” ales
@@landeamo). mundaim  eainiealds’ cwgo aIEEamMOlN @BGYH  (WIAIRIOWID &SI dlm(gmil_rg]%gg CRIDERTD
qundaim@ianem’ alaieBud ceaAIOASEDM@. @RMIMeEUBHMEM ealmicales’ allaieanrud Somauand R OMIN G TETT
GRIE@E MLNIAINMEIEE QllAIEERUS EEAINAIFTDIM® af)EEREMEWAT’ EMNILHo.

MU0oaIN@@d  e@emdEleniSAl eal@aid ERAIVAE CEAIOAFIDM®’ Salnl@dd BmEoy” e.algmM@lm”
QMIOBHEMo  af)M S0 (ECMido WORLICEM®MIM. Mol @AWAR fMDOBNE 9E3UBlEBM®  ag)MBalagony’
oserl 01/04/2013 go@d 31/07/2015 aee@es 28 adueEm@IeMm. @@ alel (NIRIRIVWTDHU WM& IE@I@d mlam’
806N SleNST OaIBoUB D> ollSlEBdQe @O WLOREOHIERIE af&DD EaN0BRIY @OSEN. BOW 9OB0SOBIGMNE. Ml
@RAWA cEaIOgEDMEIMmeE  mundaimeiear Transaction agn eamaleeal NPS Arear Recovery agimail@d e’
oaqgtﬁ,(aﬂ@d).mc%ouﬁ all@o 1.1 @ MosromMentoaiss MM aldas..

#%. Sthapana Version 2.0

Settings Update  Data [ I History Report  Supplementary Bill Reports  Employment Exchangs Employees Reporks
— Marthly Transaction Fs
{\‘ Edit Monthly Transactions

Change of Duty »

Kala[l” Gra withHeld Salary

Leave Arvear

Suspension Period Pay Calculation
Supplementary Gill

Logged in a

ST

Other Transactions

Generate FayBil Fa

-
£ o Pl oA

® INFORMATION KERALA MISSION
Government of Kerala

all@o 1
OO HAVBHUB AN EHICMUIEENIIGIE Moo HTVHUM HDMEEETOFERH. Employee agan@ilmd dlawre. @e@led@ dlenid]
62I6QEMR  HAMEBHIEHMD Gal@Ee OMOEEOMGERS:. @ogOM® Payment selection @rem. @P@IV® @ dldiilanem
&SlWOlH BOSEEMRD af)(MIEM DDEHIENE OEFUBlEBMD®.
1. Lumpsum - 0@ (@0@e  BQ@AUEMOIX] &:Sludle @S MLIUlER..
2. 10 Equal Instalments - eo@" 10 20MVEI@ &SO@ SHSIUTlE GRSENIMEEMREIT 10 ®aly @AUMIW] @RSENIYYIMNDIEM.
(9B39a0@eM2O@I 80WBES 15 20ueo] 22000 @al ©@RSEHITPEETREITD 2200 @l Qlgf 10 ei®aEm@OIw]
@10S 5JOTBLHOYM®6MY. )
3. Monthly Instalments - 0@ &Sludld @2OMIBIMI0 @RSEBMDIRSS MIQIWIMADEN.

DI oB® ATIEUMo af) TIBROMIEBM@ @RI LI EHIEMI6TY.

= Sthapana - Form for, uploading contributory Pension Details

Section [seneral =
Edit NPS Arrear Recovery
Employee
[#iesh.mT =1
Payment Selection
Arrear Payment Selection & Lumpsum D Bl idanthly
Year | CPAmount |Already recovered from employes | Sent to Directorate through excel

2014 o [} [}
z014 o [} [}
z014 a [} ]
2014 o [} ]
2014 o [} ]
Z014 o [} ]
z014 i7zo (]
2014 i7zo (]
zoi4 o [}
z014 1720 [}
January 2015 1720 (]
February 2018 1720 [m]

Save | Cancet |

Total Amount
Recovered
Balance

_ij]@01. 1



OMEGETINZO SAMENIEM RIWIM H.21Q) QAIBAUNJ BIMIQJ YEAINET OGBS  HIEMILRMN@. DI CP amount  ajmye
BSMOMM@ QIBROTVEBBREOR!  TVAdAIM emmjl%oa:gﬂ@ MJall alslepoommoem. afeameE Hoenem® gadmomuargloal
aUAdAIM emsrﬁl%ﬁg]mﬂ Ml aflslyjmoem” Baje already recoverd from the employee agam@i@d Sle’ modes” B06MEQo
©alQo. DEBEOM 208K 62QD HAUNEBIEM Cldos: OGO Sle 208 BIAUIHIIG BGIWoS:..
@R@IMEUWHe Mial afORDENE af)iM EHISOIT @R@IT MITVe BRSEMNR D CRAIOAUSTDS. aBOMELIRJe AITVEODD
allaeasud (llullQie ag@aje @R alOQOB” WOGEOdlealss” o llgeer@l@ Sent to Directorate through
Excel agn e.al@Beniog’ M@miawniqe sl a3 6.a1glalenemo (all@o1.1.1).

Section [General -
Edit NPS Arrear Recovery
Employee
|ajesh.mT ~
Payment Selection
Arrear Payment Selection & Lumpsum - JUE g~ Honthiy:
Instalments Instalments
View

Month Year CPAmount  Already recovered from employee | Sent to Directogfte throuljh excel
March 2014 [ [}
April 2014 100 [} [}
May 2014 100 [ (]
June 2014 100 O ]
July 2014 100 O (=]
August zo14 100 (] (W]
September 2014 i7zo =~
October 2014 i7zo v [C4)
MNovember 2014 100 O [}
December z014 1720 =2 =
January z01s 17zo Ic2) O
February zo1s 17z0 i~ O

Save cancel
all@ol.1.1

GSOSM af)OAVETEIMEMER @YOD DHWY Clencauiite emee JMI aleUOREOD alsly) @B enoaidmile emee o
@RSHOMBS DHTQe MIMIemmo. 10 Equal Instalments agammoen’ e6meesmgon’ 6Mal £ Qe al@. 12 @
06NN EI0LBS a'glcra eideR.. oO®I@d save instalment details in case of 10 Equal Instalments agom@i@d 10 o@el
©@AIEM®es  QlaIEERUS  CGEAIBAISETMIRMIET. G@RMIT AMVOIMPEMe®E instalments Nno  edoemIoEEIOGI@TIlMoo
OMEIRIWBHAM OMEEETINGEREH. @7 DMETRIVBEAW IGEI ATVQk af)@® DHWIOENMAT @EHITMIER.. CR@IV® 15
@omueomes 22000 @l  @RSQISS B0EIWBL @RYBIPO® @0Mo 1 oM  OMEIRYIWBERW  EOEEETINGONICS
0()ea0MEmemee 2200 afm’ &:06MlER.. @O AIMVOIMEMOR alemele 1 aim METRIBERW OGEHETHFTNITCI
89600 MOMVEBIMPEMeE®. 1100 afmMowidles. d:oaless. mearam 10 mMeIRIWBERW BEMINE AITVETINMIET af)om’
emeesTmgOEm Save instalment details agM@I@ Gl 6.41Q) GTVAN 6.21Q)B:.

= Sthapana Form for uploading contributory Pension Details

Swction [oenera ] =

Edit NPS Arrear Recovery
Frplayee

[AieshmT =i

Payment Selection

- 10 Equal Monthiy
arrel® Payment Selection  © Lumpzum ~ 10Equat o~ Monwniy

Month Year
March zo1a
April 2014 2000

from employee | Sent to Directorate through excel ~
[o)

N
o
2
1y

YNNRE
0
o
o

N

3

i

Y

3

3

3
0ooConoa
noo

NN
500
BEE
s
NN
200
900
900

N
a
g
@
N
g
]
g
80
<

IO AUN R

August

e

Qj]@o1.2
sodaRd R slameoee® mil all GREWA sraOqgEM allwoe

vl all ®Relwad CRAIOAIEOMETED®  SIMand (W) sflamensem gGaoud emoelle.aigyan
cansm@emiocwlaflenem’. v slamerem @rdlwd ®iciwgalmesldd cueo scaiosa@emoslalcd  emoel
ealgigemmlad @p nomvasgloal @RGEIWAE WleQUiMaY’ Deqjoud emoeloagm eao®m®d emioslaienem”
aBoB a1’ OBHIGEHMR®.. @ wWameEoead gm’ emoal eaglem a0 @emnioslold alamo
©HCWINSIaje OB ecmcwaui @B®oeMI6M ( alfRAIDAT WROLHBEOJIOR! GlBaIMm @&iR.) @Y GIaiwgalea
@ ol erCl@d AUleQElmd sraeqgeEmm®.. Mo alaeanrd geeldd aladlfdesm doloiadomem
CRAI6|FEOMETRMIET..



sual ay &dleomocd dleinlcd emesatmgem  Hameoee® @ elmildad @l adland.. el
Bl ):c4=1M ocmc‘goa:ua oeme@lcd @ Edit NPS Arrear Recovery agm enigeml@gles’ 2@ (al@01.3) claoma)eud
QBEODEE@E. ENAI £.21Q ERUIGBIGES AlEERUS 20@REM agiully” MM ¥l aidesmo (al@-1.3.1) emoggml
6EAIOAISTI® aB® allaiee GaleMeaBIaj  BOGE AIYIQYM@IE.

) Sthapana - Form for uploading contributory Pension Details

Section General -

Edit NPS Arrear Recovery

Employes
jesh. T -

Payment Selection

10 Equal ~ Monthly

Arrear Payment Selection  Lumpsum Instaiments Instalments

month Year | CPAmount |Already recovered from employee | Sent to Directorate through excel
z014 0 [m]
2014 0 o
2014 1 o
2014 0 o
2014 0 o
2014 0 o
September 2014 1720 m}
October 2014 1720 [m}
November 2014 0 o
December 2014 1720 o
January 2015 1720 o
February 2015 1720 a

Save Cancel |

Total Amount
Recovered

Qj]@o1. 3

=" Sthapana - Form for editing contributory pension arrear details

Section [General = |
Employes [ajeshmT = |
Arrear Pay y
= 10 Equal Monthly
& Lumpsum " Instalments " Instalments

Year Already from Sent to Di through excel
2014 100 [m] ]
2014 100 [ ] ]
2014 100 ) ]
2014 100 o )
2014 100 ] )
2014 100 ) ]
2014 1720 v e
2014 1720 =] v
2014 100 ] )
2014 1720 Wl 1
2015 1720 =] ]
February 2015 1720 v 1
= ==

Total Amount
Recovered
Balance

QJ']@O'I. 31



DEROM HOR Halg) AlQIEERUE afalde GEAIOAISTITIMERH. TUNdAIM STS afMm @BgJedEmaum Dalc@ouilgoey
alaiesrud eanlcalss’ EPEBMD. BM&HICK EMiG Wallesmer®  STS a¥l alar. eaemicais”’ somdayd
0PI allom aclege @Ry alaEEB @0&" ©aQI@ modlssly. STS @omo@ a l@. 14
H06MaNEaloajes MM aidls.. @@ Upload CP Arear agam enigeniled Kl ©.aiqyd.

Select Employees: [ All [] Section wise [] Designation wise

SanctionedPosts  OrderMo

Senior Clerk.
Clerk
Overseer Gr. Il
Accountart
Assistant Secretary
Office Attendart
Pari Time Sweep
Ful Time Sweep

Desi i i ~ Edit Save Upload Master Data Upload Bill Data Upload CP Amear Reports.

Order date has to be entered through local Sthapana application only!

Confirm the details by Secretary before upload.

_f'xj]@o'L 4



WI2a1RIVIDH ST MIUM@ OalBaud Mflall@d (NPS) rundait eaieni” 6mviqg oaiad Ayl erdled
alaieanrd ceaioagamm allwo.
2.un9alm afBallagav’
DD BRYJeE M@ 60a]c0QB, HEAUGNOWE, @ro@émca ag)amil gam’ eel0UTle @86’ (VI IROWID G| OB

00J60QA ealouilmd
@pAAd alluiesanud eanlcd ceaInnSEBMMINeGAITE 630a]e0Qd eaRUllmlmd @eudlead (al@o 2.1).

L SThARANA

Sthapana is the HR management software developed by Information Kerala Mission for Local Self Government Department
of Govt of Kerala. This application is to be designed for disbursement of salary for all the emplayees of local badies of Kerala.

o
e s Staff strength Status Report
LOGIN v .
Instructions to Users
= UserName TR
= Password
: :

_ Better Wiewe in Mozilla FireFox, Google Chrome and IE & & above

Designed, Developed and Maintained by: Information Kerala Mission

QJ’]@02.1
§00Je0Q@ aUllMld (eablalomd @ 2.2 @ @oememMeala)ss MM aldde. af)®B ol am) ErRA®A agm eamealsd
dlan” erdled deaadl eeEeMmGERE:. GROITE EIVHUM EHICMIO GO Tl HTVEHUM EOMEeIOFOD View
Employee agam  eugemil@d  gles 6.2lQ)d.  @OEOUD @RAlWA G@PSEmm @UB®IMes Al &i6Mm.. G@PGICE @

SOMTVANB H2ICQYETE @ROUBLHIMHS HAVAIY af)Me.ald GNIOEGIT & a1 erual M Kl 6213 Saved

Sucessfully agm emcrved’ eidase  @ROIMEAU  6nI0B SIMBITVoHM®D QlaIEEBEE cEaIeNgEMGIMEMTE 6nioEs’
Gommuoat®  UlOQ@I@MMY eugaml@d Kl EalQd. @EIWd al@e 2.3 @ HIMVANCAISYSS  6NI0H:  SIMWTVIAHMB
WleQ@ll@day’ ag)m Galgd aidleso.

| STaapaNa B |
Home Incumbency Detatis PRAN & EmployecType wes Logout

prema (Cperator)
Kalady Grama Panchayat

Contributary Pension Arrear

Seetion [ - View Employee
vellow  =»Row represents the arrear of employees that are directly send through excel (Please enter the DD details in bank transation page).
Grey —-Row represents the arrear to be pr d(Please enter the bank challan details in bank transation page).

all@o2.2

so@l@d Branch name, Branch, BranchCode, Date of Deposit, Amount Deposited agamicu COELOASTD . @ROIMEUDHo
60200 MMIB  EEAIOAIFEDS:. 0anOMIY MMIB M@ 8@  OWGEINIFIM )@ GalBes @Sy gy
erAlQM@ImennEwosm’ @om enios:ldd mlom’ aiclesam mmId ErIdlEs.. EREM BIGEI SIABTVIHUM. EREUOFTDS:.
@P@MEWaHe BTVl euSeMImd Hles” 6.aiQ” save Bank Details agmm enugaml@d &l ea1qs. @oolteeuoads  List of



employees to update the reference number agMM@I@d 6060 HAUMENIEEPQe GalE@IM EMOE OanOMMY MMUB agom
GB06MI0 GeNIIEl@d Moo 6@IZ’ PBHEIE GEAINAISTIIW 0anMIY MMIB EMEEEVOFERE:. OIS 0D HAUMENIGM nBD
61108’ SOMATVIAH sloem’ @RS 4|’ ammilensenod BFIQo. @ROIPEUDAHo
Save Details and Foewarded to Verifier agam enugenilad £les’ 6a1Q)s. @oolmewato 6QIdla0@@ e2ulimlod @eaiudlens:.

B stHapana

Home Incumbency Details PRAN & EmployeeType [ [9 HPS arrear Staff Strength Logout

ammu (Operator)
Alanallur Grama Panchayat

Bank Transaction Details

I. e sfdeRestt S epesited ‘
001 1

1 | CATHOLIC SYRI&N BAP % [kollam 04,/08/2016 15000 O

2 | DHANLAXMI BANK LTD # [kollam 003 01/09/2016 1DEID| 3 O

3 | THE FEDERAL BANK LT % |alappuzha 002 06,/10/2016 25000 2 O
ADD

[ Save Bank Details ] [Delete ]

List of employees to update the reference number

EmpName | PRAN | Month | Year | Reference No |M SELECT
31727 RADHIEKA P 110004807324 11 2015 1 v
31716 Sreechithra. K. 4 110047403049 3 2015 2 S O
31716 Sreechithra K. 4 110047403049 4 2015 2 S O

Save Details and Forward to Verifier

Al@o2.3

eadlan@d eauilmiad

6QAla0@A3 UM  GeJeUWls] aB ol MV @RAIAR oM eamald ol @edlwd desaid
OMEEEUIOGERD @RI HAVEUMD emeesumgom View Employee agam enugemiled gles” 6alQdh. @0COUB 630)E0QA
@PWs4| ol aides.. @@l Details of Emp agmmaleal @oeeo@l@d(>>) e 6aQo@d 60ajeng@d ecaoudlmiad
emual’ ©21Q Hlomeimes alaieesud &emom quowles. allaiEEBud alEleueoulls] tedlonemelad ervalg’ eIgE s’
©21Q)" GaNIBEAIW O2ILIRIG D alaiee @REJAIeS eenUllailealss’ oo oo Details are saved successfully and
forwarded enemud’ eidles.. 6@Q® alaieacesme:ldd Reject Reason ceeauengoml Return agam enigeml@d £les” 6.a1@o@d
§0a]60QQes GNUIMIEaIEs Galddso(all@e2.4).

ibreOffice Calc

Home Incumbency Details NPS Arrear Staff Strength Logout

‘rancis (Verifier)
Alanallur Grama Panchayat

Contributary Pension Arrear

Section General s View Emplo_yee
S1 Branch Branch Trans No. Emp LB Total Trans Details of m Reject
No Name Code Date Emp | Amt(Rs) | Amt(Rs) | Amt(Rs) Ami(Rs) Emp Select| Reason
1 tve 1 02/11/2016 1 2000 2000 4000 5000 >> L1 Reason
Forward | Return
[ SINo | EmpID ] Emp Name | DDO Code [ Month | Year | EmpAmt | LBAmt |
[ 1 | 31716 | Sreechithra.K.A [ SGV187448E | 2 [ 2015 | 2000 [ 2000 |

nﬂ@oz 4



®RgJaid calo Uil

mqmt& canulmilealss ey afB ol ey @RAlWA agmm eamaldd oy GRAEIWA  denad
OOEEEUOGERH  GROIT HTVHUB OOEesOgOoD  View Employee agom enigerl@d e’ G)QJ(%cﬁa(_fzﬂ@oz.fS). @MoEAJOUd
6dla0@A@ OAEeea0 62l GPWgl AlaiemBud aiEes.. @ooicd Detalls of Emp agomdiear ereeowicd(>>) e’
62T OAUB0®A eeRUlrlad Al B HameImes alaEsud &oemom qLowles. AllaieEBrud aldleweouls]
RAWIOMEHIT  OTVaIE SIS Gl ©aQ’ Eanidenw eaocd ©D allaee WROHEOFEa  BIalt0QQReS

canUllaiealss’ Galdd. ©MQIW alaieacesms:led Reject Reason ceeueagoml Return agam enugemlcd Lo 6.a1@owd
60aJe0QQes caloullailealss’ Galodse.

Home Incumbency Details HPS HPS Arrear Staff Strength Logout

0 U Suresh Babu {Approver)
Alanallur Grama Panchayat

Contributary Pension Arrear

Section | General ~ | I View Employee ]
List of FORWARDED transactions for approval
Sl | Branch Branch Hrans Date| M9 Emp LB Total Trans Details of Reject
No Name Code Emp | Amt{Rs) | Amt(Rs) | Amt{Rs) Amt{Rs) Emp Select | Reason
1 kollam oor  |ogqfoBfzo18] 1 1250 1250 2500 15000 > ] Reason
= | alappuzha ooz |obfiofeoi1d] = ooo ooo 14000 5oooo > ] Reason

_"Jj]@02. 5



How to do Transferred employees details

19-12-2016 @ @RUWlaaem@d W®OHAB Wl LD @QIMMIIMY EPAIRHEHS ERALIGHUOWITS @SV

dlouSl@d, munele @ddleato® NPS 988 sllaim@IB4) oAeS alOQAN HIYERUS 6.2 EIEEIM.

af)3eo®

1. 806 an6rél@d NPS @@ aldla]soe® SoMMRA@ @T@@lgg@ HAnNE:Imes SO Mirinlesal
alsmIo@oD e eaney @ (LB contribution) esesmmrmo alv@ almpET@ almoo

@ G @al 6216QEMED@a06M’

2. dleialad NPS @6 606m aned@d aldlafls’ ©oMBMRA @@@3@@ HaInNEIBOS HIOOTNTD al®®
AleIQOD oJOIQ AlERUIQOTIM Db> 6)09:1(\1)%(!3 Ma0l®o ORI ofOIQ AlEROQOT Dd>

enEl@d Bge6l @ allaiee MUNJAIM ealen! alfl SOMTRA 6.216QYER®A0EM’

3. 01/08/2015 o GUOAHQSS NIOES GRIDYY D EREIONFOMIMSS HMVDEHE DSAME QUGN (MVAdAIM

update @ eig@ossM@IET



