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INTRODUCTION

What is SPARK ?

Service and Payroll Administrative Repository foerla (SPARK) has been
developed by National Informatics Centre based tsteSGovernment decision to
implement an Integrated Personnel and Payroll Mamegt System covering all
government departments in the state. The pilot @hak the package was first
implemented in the Government Secretariat. Aftesléating the success of the pilot
phase, Government have decided to extend the samié dther Departments. Now the
implementation of SPARK is in progress in a loDapartments.

HOW DOES SPARK HELP EMPLOYEES?

Current version of SPARK application can carry thet following functions

1. Registering the Service Book of the employeé altotting Permanent Employee
Number (PEN). Thereafter PEN will be the importeatle to identify the employee
in the SPARK database.

2. Capturing the details of Loans, Advances aherosubscriptions like LIC, SLI, GIS,

FBS etc

Processing establishment Salary and generatisalary bills and schedules.

Processing SDO salary and generation of &ilts schedules.

Bonus Calculation

Festival Advance and Festival Allowance Caltioh

Issuing salary slips

Processing arrear salary, arrear DA etc
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Sanctioning Increment
10. Processing leave salary and generation of bills
11. Assessing professional tax



12. Revising salary on promotion
13. Relieving employees on deputation by the datepartment and admitting in the
recipient department.
14. Sanctioning leaves, other than casual leave
15. Processing Income Tax and generating diffestttitory forms.
16. Issuing Identity Cards
In the next phase the SPARK will incorporate transhanagement, seniority list,

promotion management, budgeting etc any many nmapeitant functions.

Different Levels of User Authorizations in SPARK

As SPARK being a very important government appioeatiogin is allowed only
to the authorized users. There are different lewélsauthorization for security and
administrative reasons. The users can view orcetjt the data they are authorized to do

so, which is department and office specific.

Controller of SPARK
This function is vested with System Administrat@PARK). Controller of
SPARK assigns Department Management authorizaticentofficer designated by the

Head of Department

Department Management User

Department Management User of a specific departrasgigns DDO & SDO
authorizations to the DDOs and SDOs under that dtlyndesignated for the same. If
required, the Department Management user can axghali levels of user authorizations

under his level as shown below

Drawing and Disbursing Officers

Drawing and Disbursing Officers will be responsildlar all payroll related
activities for his office in SPARK. The DDOs willakie privilege to assign right for
process bills to the designated employees under DO can also include Data Entry

Operators and Individual Users.



Establishment Officers

In big offices, there may have separate officershiandling service matters. The
sections of the office dealing with service mattare usually called establishment
sections. Therefore, SPARK has provided facilitytfee Establishment Officers to login
to SPARK system and process service related maitels as new employee registration,

according promotion, transfer etc.

Bill Processing Employee
The employees having bill processing right can @ssanly the bills assigned to
them by the DDO.

Data Entry Operator
Data Entry Operator can register new employee décmr enter new data under

the guidance of the officers concerned. They sialhave any processing rights.

Individual Users
Individual Users can view their pay slip, positiohdifferent advances/ loans etc

and Leave Account. Individual Users cannot edjirocess the data.

Note There are other categories of Officers such asasury User, AG’s Office user etc
also. These modules will become functional onlgrafte connectivity to SPARK from
Treasuries and AG’s Office is established. Theeefineasury and AG’s Office interfaces

are not covered in this Trainer.

Self-Drawing Officers (SDOSs)

SDOs can process their own salary by inputting fiperes from the pay slip
issued by the Accountant General till connectivityestablished with the AG’s Office.
Once connectivity is established the pay slip fer 8DOs will be updated in the SPARK
system by the AG’s Office User.



Annual Property Returns Administrator

The Annual Property returns administrator can viees Annual Property returns
filed by the employees under his filing authority

LOGIN PROCEDURES

Step 1. Open the browser most commonly ‘internptaer’
Step 2. Type the uHttp://www.spark.gov.in

Step 3. Then a window as given below will be digpth

/= Welcome to Service and Payroll Administrative Repository for Kerala - Windows Internet Explorer
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Step 4.In the box for User Code type your PEN (Reent Employee Number).
Step 5.In the box for password, type the passwordigdentially communicated to you
by the officer concerned (take special care to keeywr password secret and

change it frequently. Never use your PEN or Namgaasword).



Step 6.At this a window as in the picture giverolelvill be displayed and it means you

are successfully logged in

= SPARK- Service and Payroll Administrative Repository for Kerala - Windows Internet Explorer
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USING SPARK:

Important Links in the first screen

Following are the important menus in the first page

1. Administration
2. Service Matters
3. Salary Matters
4. Income Tax

5. Queries

6. Sign Out



1. ADMINISTRATION

Important Menus Under Administration Link

Authorisation: This menu lists the authorization types availablSBAPRK system

User Admin: This menu provides facility for user managemerthsas granting and

changing user permissions and stopping the same etc

Password reset on requestThis module is used by Administrator to view thassers
who forgot their password. Their Password couldrésetted by verifying the data
available in the SPARK application.

Code Masters: This menu is used for managing vital codes in dglgstem such as
department list, office list, districts, taluks]lages, local bodies, treasuries, allowances,
bills, recruitment types, service categories etbe TSystem Administrator (SPARK)

manages this page centrally and no body else engizcess.

Slabs and RatesThis menu is used to manage pay scales, profetsxorates, income
tax rates, DA rates, HRA rates, CCA rates etc. Bygstem Administrator (SPARK)

manages this page centrally and no body else engizcess.

New employee recordThis menu is used to add New employee record.
Edit employee record: This menu is used to edit existing employee rexord
Duplicate Employee SearchThis module is created for the Administrator tdetke the

duplicate Employee created and to delete the same.

Lock Employee Record:This module is given to Department Management (D8dL))
or Establishment access staff to lock a particelaployees record after making data

verification. The data once lock can only be edftedh the menu options



Unlock Employee Record:This module is used for unlocking the employeerédor
editing. This can only be done by DMU. AdministvatiTools: This is for Administators
purpose like resetting those employees whose sesslocked and other Administrative

purpose tools.

Generate Data SheetThis menu is used to generate copy of the sereicerds of the

employees.

Property Returns: This menu facilitates online submission of yegmgperty returns by

the employees.

Notice Management: This facility is for the System Administrator (SRK) to
communicate general information, notices on changeslelines etc to the users. The

notices will appear in the home pag@w.spark.gov.in

Complaints/ Suggestions This facility is for the users to post complainéd

suggestions to the System Administrator (SPARK)

Change PasswordThis menu is for the users to manage their pastswvor

User Administration

The logged in Web Page, as seen above, containg lmés for initiating all the
processing modules incorporated in SPRAK. The melsgdayed are: Administration,
Service Matters, Salary Mattes, Income Tax, Accou@hange Password and Sign Out.
While pointing mouse to each such menu you willge¢ting a dropdown list of sub
menus by clicking which specific operations suchaasling new employee, editing
employee record, salary processing, increment psicg etc. The picture of one such
dropdown menu is given below. While pointing theus® to the Administration link you
will be getting a dropdown list of sub menus amseepicture below. The procedure for



adding users will be communicated to those whogaren formal right to add users for
specific departments.

| http:/f210.212.239.25 - SPARK- Service and Payroll Administrative Repository for Kerala - Microsofl Internet E. .. |L||E|EI

P
R ; - A ;
i g-’*.rﬂ Service and Payroll Administrative Repository for Kerala
) Establishment Interface
B Administration B Sarvice Matters B Salary Matters 8 Income Tax B Accounts B Change password B Sign Dut |
Authorisation
o

Code Masters

Slabs and Rates

New employes record
Edit employee record
Generate Data Shest

Salary Processing opton

YLV
@ http:ff210.212.239, 25 sparkiuserslist. aspx

D Internet

4 start il MIC-KLSC-ASGE4-5PA. .. -l LISER-MANUAL-SFAR, . 2§ http:jjzi0.212,

Q:_j;Z B 1215 PM
NOTE: It may be noticed that only employees hawegmanent Employee Number

(PEN) can become authorized users for Departmdittsrefore you should ensure that
the person who has to be authorized as a registesed carries a valid PEN.
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ADDING A NEW EMPLOYEE RECORD

STEPS

1. Select the item ‘New Employee Record’ from tind lAdministration.” Then a

window as seen below will be displayed.
.: 4 12.5] .gov.in - SPARK- Service a c ‘dministrative Reposilory i
2} htip:/ftesting.spark.gov.in - SPARK - Employee Personnel Details

Em

nd Payroll Administrative Repository for Kerala - Microsoft Internet Explorer.

- Microsoft Internet Explorer

loyee Details

Personal I Probation Training Awards Leave Account Perf.Report Quarters

Recruitment Family Details  Quali. Services  Discip. Action Leave Availed Cadre Details Deputations o =
®m administration  [[Qualification  Dept. Tests Regularisation  Nominees Leave SurrenderBenefit Details  Loans Allovrances

Personal memoranda Present service details Contact details

Permanent Emp. No [ Name |

Friaie it |

No, if any | 2]

Service Category | --Selest— ~

Sex |--select- | Nationality i Date of birth | |
1 Dabteof ! EE——
Father's name [ Mother's name | [ |
P
Blood group [ Religion [ | caste I
Caradoiy [“salact- ¥ | Ex-service men? | —Select- | [selact— ~
Nature of handicap | | PANMnumber |

Ration card number | marital status

| Spouse’s religion | —

Spouse’s caste S| fpouse employed ‘ I

Identification marks | [ | Height (em) | |

T

& Internet

4 Internet

s B Ll % 11018 AM

Note:

The page as seen above carries links to differeagep such as Personal,
Recruitment, Probation, Training, Service HistoBresent salary etc. etc. Links are
arranged in three header rows. On first entering thage, the active menu will be
Personal which carries three important linked pages boarder line, below the three
rows of menus, viz Personal memoranda, Presenicgedetails and Contact details, as

seen in the picture above. Filling up of these ¢hpages in the order they are given is
compulsory for registering a new employee.

2. Fill in Personal Memoranda: Personal memoranda page captures important
basic information regarding the employee such asnéyaDate of Birth, Date of
superannuation (system will display it while emgridate of birth), blood group,

identification marks, name of parents, marital iatdetails of spouse, important
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numbers such as Ration Card, Voter ID card, PANastseen in Picture above. The page
also provides facility to upload the signature gidto of the employee. Though only
some fields are given as mandatory fields (Sexe [D&Birth, Category, Ex-service men,
Physically Handicapped) it is advised that datarespect of all the fields may be
collected and entered. Then PressGbafirm button

3. Fill in Present service detailpage captures the important basic details related
to the service of the employee in the currentlyisgr department such as Department,
Office, Section, Employment Type, Date of joininggovernment service(Mandatory),
Date of joining in the present department(Mand3gto8ervice category, PF type, PF
Number, SDO code if any etc. (If the employee isdeputation while registering the
records for the first time and the entry is beingde from the department where the
employee is working on deputation, the fields belthe lower boarder line reading
Details of parent department, if currently on degion may also be filled in). Then Press

the Confirm button

4. Fill in Contact details: In the Contact details page detailed present and
permanent addresses may be filled in. After fuinigltontact details click the ‘Confirm’
button. Then a confirmation message will be disptawith the PEN number allotted to

the newly registered employee by the System. ThessRheConfirm button

5. After getting the system allotted Permanent Emgéoumber, other pages
such asRecruitment, Qualification, Department tests, Probdéion, Family details,
Benefit details, Leave account, Service history, lams, Present salaryetc may be
filled in carefully with reference to the Servicedk of the employee and other relevant

registers kept in the establishments.
6. In the case of a newly recruited, Service Bodkbe opened only after police

verification etc. But the employee required to bgistered in the system in the first day

of his joining it self because only then his saleay be processed. Therefore in the case
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of newly recruited persons, departments may geffdha given in Annexure-1 to this

manual filled in and filed by the newly recruitedie he or she reports for duty.

EDITING EMPLOYEE RECORD

As part of day-to-day administration and changesthe service such as
promotion, increment, leave, deputation etc fretjeeliting of the registered employee
data in the system would become necessary. FoEtfiaemployee record link is given

in the dropdown menu from the Administration lirkkseen in the picture below.

Steps:

1. Point the Mouse to the Administration link iretfirst logged in page.

2. Select Edit employee record from the dropdownume

3. The page displayed would be like picture below

4. Select the concerned menu to edit the data
5. After editing click Confirm
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Menus Under Employee Record

1. Recruitment (Recruitment Details)

The different details under recruitment details &epartment(Mandatory)
Designation, Sourcé@andatory) SI No with the memo, Typ@Vandatory) Entry
category(Mandatory) Method(Mandatory) Is District Recruitment, App No,
Application Order date, Advice Memo, Advice Memo Dée.

Then Enter the Police Verification DetaiRef No, Verification Report Date,
Police Station, Remarksand then Press tl@onfirm Button.

Picture Shown Below

2. Qualification (Educational Qualifications)

The different details under the Qualification Meare Course Type, Course
Title, Subject, University, Institute, Class, Reg N, Year. Of which the details like
Course Type, Course Title, Subject, Yearare Mandatory and we have to enter to
Confirm the date.

After entering these details Press the Confirmdutt
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Picture Shown Below

3. Probation (Probation Declaration)

The details under the Probation Declaration Repartment, District, Office,
Designation, With Effect From, Order No, Order Date The FieldsDepartment,
District, Office, and Designationare Mandatory. After entering these details Prhes t
Confirm Button

Picture Shown Below
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4. Family Details (Family Details)
On Clicking the Family Details menu a Window wifi@ear with three text boxes

with headingName, RelationandDate of Birth. Here the Name and Relation fields are
Mandatory

Picture Shown Below

We can point the mouse cursor in the text box dic# there to enter the details.
After entering the details click tHasert link to make it confirm. After entering there is
oneEdit and oneéDeletelink on the left hand side and the right hand selpectively. If
we want to make any changes in the previously nesdey just click theEdit link and

make the changes. To delar@entry click thdeletelink corresponding to the entry.

5. Department Test (Department Test Passed)

On Clicking the Department Tests Menu a window agpear with the options to
enter details likdDepartment, Testname, Month, Year, Reg No, Certifiate No, and
Certificate Date. Here theDepartment andTest Nameare Mandatory.
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Picture Shown Below

We can point the mouse cursor in the text box dic# there to enter the details.
After entering the details click tHasert link to make it confirm. After entering there is
oneEdit and oneéDeletelink on the left hand side and the right hand selpectively. If
we want to make any changes in the previously nesdey just click theEdit link and

make the changes. To delareentry click théeletelink corresponding to the entry.

6. Training (Training Programmes Attended)
The Training window will contain details lik&itle, Sponsored By, Conducted

By, City, Country, and Qualification, From Date andTo Date. Here all the fields are
mandatory

Picture Shown Below

We can point the mouse cursor in the text box dic# there to enter the details.
After entering the details click tHasert link to make it confirm. After entering there is
oneEdit and oneDeletelink on the left hand side and the right hand selpectively. If
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we want to make any changes in the previously nesdey just click theEdit link and
make the changes. To delareentry click théeletelink corresponding to the entry.

7. Qualifying Services (Previous Qualifying Servicg
In the Qualifying Services menu the details @féice, Post held, Dater from,

Date toandReason for Termination.Here all the fields are mandatory.

We can point the mouse cursor in the text box dic# there to enter the details.
After entering the details click tHasert link to make it confirm. After entering there is
oneEdit and oneDeletelink on the left hand side and the right hand selpectively. If
we want to make any changes in the previously nesdey just click theEdit link and

make the changes. To delar@entry click thdeletelink corresponding to the entry.

8. Regularization (Regularization Details)

In the Regularization menu the details are entdreldw the Selected Details
Heading. The Details af@epartment, District, Office, Designation, Date ofEntry in
Dept, Regular wef, Order No, Order Date. Here all the Fields are mandatory. After

entering the details press t@enfirm button make it confirm.
If you want to cancel the entry before confirminggs theCancel button to clear

the data and if you want to delete an existing ddt@ady entered just click tt&elect

link on the left hand side of the window then tlmatents will appear below the selected
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details heading. Click th®elete button next to the confirm button the data will be

removed.

If it is necessary to update a data already enteigicclick theSelectlink on the
left hand side of the window then the contents appear below the selected details
heading. Make the appropriate changes and clickCiafirm button the data will be
updated.

Picture Shown Below

9. Awards (Awards Obtained)
In Awards Menu the details af@epartment, District, Office, Nature, Purpose,
Date. Here all the fields are Mandatory.

If you want to enter a particular details enterth# data and click th€onfirm

Button. If you want to cancel the entry before @oning press th€ancelbutton to clear
the data and if you want to delete an existing ddt@ady entered just click tt&elect
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link on the left hand side of the window then tlmatents will appear below the selected
details heading. Click th®elete button next to the confirm button the data will be

removed.

If it is necessary to update a data already enteigicclick theSelectlink on the
left hand side of the window then the contents appear below the selected details
heading. Make the appropriate changes and clickCiafirm button the data will be

updated.

Picture Shown Below

10. Disciplinary Actions (Disciplinary Actions)

On clicking the Disciplinary Action menu a windowlmappear with the details

like Reference No, Reference Date, Nature of Charge, Emgy Officer, File No,
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Penalty, Remarks, Penalty wef, Order No, Order DatePenalty revoked wef, Revoke
Order No, Revoke Order Date, Release Salary for Paity Period, Remarks. The

Mandatory Fields are Ref No, Ref Date, Penalty an&enalty wef.

If you want to cancel the entry before confirminggs theCancel button to clear
the data and if you want to delete an existing ddt@ady entered just click tt&elect
link on the left hand side of the window then tloatents will appear below the selected
details heading. Click th®elete button next to the confirm button the data will be

removed.

If it is necessary to update a data already enteigicclick theSelectlink on the
left hand side of the window then the contents wappear below the selected details
heading. Make the appropriate changes and clickCibfirm button the data will be

updated.

Picture Shown Below
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11. Nominees (Nominations for PF, Pensionary andlogr claims)
In the Nominees Menu the details &enefit Name, Nominee Name, Nominee

Address, Relation, Invalid in the happening of, Amant Portion. Here all the fields

exceptinvalid in the happening of are mandatory
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Picture Shown Below

We can point the mouse cursor in the text box dic# there to enter the details.
After entering the details click tHasert link to make it confirm. After entering there is
oneEdit and oneDeletelink on the left hand side and the right hand selpectively. If
we want to make any changes in the previously nesdey just click theEdit link and

make the changes. To delarentry click théeletelink corresponding to the entry.
12, 13 & 14 Leave Account, Availed and Surrendered
Leave Account page is for initializing the leavee@ant. That is, updating the

leave accounting module with as-on-date balancéipo®f Earned Leave and Half Pay
Leave.
The Details of the availed Leave can be seen inLdéee availed page. The

Leave surrender page is used for encashment cédeav

Picture Shown Below
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15. Performance Report (Annual Performance Report)

To check the Annual Performance Report is submiteabt.

Picture Shown Below
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16. Cadre Details (All India Service Cadre Details)

This Option is for All India Service Officers

Picture Shown Below

17. Benefits details

It shows the different types of Benefits enjoyedliiy employee

Picture Shown Below
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18. Quarters

It shows the details of Quarters in possession thithemployee

19. Deputations

It shows the deputations details like how many sirttee employee had gone on

deputation, the deputed department, rejoining trerg department etc.

Picture Shown Below
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20. Loans

In the Loans page we can see the active loanshendlosed loans details. For
active loans we can enter the loan details anditimaunt will be deducted from the salary
every month.
21. Service Details

We can enter the service details of an employee.

Note: While entering the Data, the information dldduee of at least one year old
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22. Present Salary
In the present Salary details we have to enteBtmac Pay, The Bill Type, Last
Pay Change, The Next Increment Date And The Acquiince Group which are

mandatory. Here we can insert the allowance othan tDA,HRA, CCA and the

deductions other than loans and advances

23. Allowances (Allowance History)

This page shows the types of allowance obtained &garticular date
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CHANGING THE PASSWORD

The password changing option can be taken frondtbpdown menu from the

Administration link as seen in the picture below.
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Click on the change password Menu then a new winddvappear as shown

below

Then Enter your Current Password’ in the space given foEnter Old
Password Then Enter youlNew Passwordin the space provided folEhter new
Password’ again retype th&lew Passwordin the Confirm New Passwordand click
Confirm.

Now your new password is stored in the system

Note:

1. New password must be minimum eight charactersnigtte (Longer is generally
better.)

2. New password should be different from existing wass and 2 previous ones.

3. Password like user name, PEN, date of birth, moattd standard word should
be avoided.

4. Password will be expired after Every 60 days, sange your password before
that.
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2.SERVICE MATTERS

Important menus under Service Matters Link

Personal Details
Generate Data Sheet
Employee ID Card
Probation Clearance
Vacation Duty
Regularization
Increment Sanction

Promotion

© ©® N o g s~ NP

Appointment to higher post
10. Transfer

11.Deputation

12.Leave

13.Retirements

14. Sanctioned posts

15. Reporting Officer

16.DDO Changes
17.Controlling Officers

18. Property Returns

The functions of the Personal Details Link are aies as we have seen under
Administration Link.
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INDIVIDUAL DATA SHEET

Steps:
1. This menu can be taken from the dropdown menuibkioh the Service Matters

Options as shown in the figure.

2. On clicking the Individual Data Sheet option shawithe above picture a new

window ill came as shown in the figure shown below
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3. Enter the corresponding Department, Office, Empdagmed click the Generate
Report button.

4. Then a Window will pop up as shown in the figuréole Then click on the

Generate Report Button

5. A message will display as shown below.
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6. Choosing the appropriate option the report caniéwed by clickingopen,
downloaded by clicking theavebutton and can be cancelled by clicking the

canceloption

7. By the same procedures we can generate Data sh&stsignation wise

EMPLOYEE ID CARD

1. This menu can be taken from the dropdown menu ibiich the Service Matters

Employee Id Card Options as shown in the figure.
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2. On clicking the Employee Id Card option a windowl appear as shown below.
3. Select the Department, Office and Designation diatt the ‘Initialize ldentity
Card Number’ link on the right hand side
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4. Click the f1nitialize Identity Card Number ' link on the right hand side a new
window will appear with details asking for the Depaent, Office and the Card
Number.

5. Enter the details and click the proceed button.

6. A message will appear on the bottom left hand sidewing ‘ldentity Card

Number Initialised’.

>

7. System will generate ID cards in the preloaded &rnit can be printed and

laminated.

PROBATION CLEARANCE

1. This menu can be taken from the dropdown menuibkiot the Service Matters

and Probation Clearance Options as shown in tluedfig

36



2. On Clicking theProbation Clearance Option a window will appear as shown

below.
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3. Enter theDepartment, Office, Designationa list will appear on the right hand
side showing the list of employees in that designat

4. Tick the check box of the corresponding employwhese probation is cleared.
Then enter the probation cleared Date, Order NoCrnaer date.

5. To Update the Date click the Confirm and Updateaddio cancel, click the

cancel option and to print click the Print Draftd@r option

VACATION DUTY

Steps
1. The Menu can be taken by clicking the Vacation Dtk in the Service Matters

as shown in figure below.
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2. On Clicking the Vacation Duty a new window will aggr as shown below.

3. Enter the correspondifgepartment, District, Office andYear.
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4. Assign the duty either for all the employees or tloe selected employees by
clicking the button ‘Add All Employees’ or ‘SeleEmployee’ respectively.
5. Enter the Duty Assigned from and to Date and piies€onfirm button.
Note: If there is any exemption for an employeedetails can be given in the Exemption

from and to date and the reason can be given agd®eason option and press the

confirm button

REGULARIZATION

The regularization process is happened after alogngcleared the probation Period.

Steps:

1. This menu can be taken from the dropdown menuibkiot the Service Matters

and Regularisation Options as shown in the figure.
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2. On clicking the Regularisation Option a new windeWl appear as shown below.
Then Enter the Department, Office and Designati@mta list will appear on the
right hand side showing the list of employees &t thesignation to be regularised.
Tick the check box of the corresponding employeles are regularised.

Enter the Regularisation cleared Date, Regulaosd@irder No and Order date.
To Update the Date click the Confirm and Updatada

To cancel, click the cancel option and to printkctihe Print Draft Order option

o g k& w

INCREMENT SANCTIONING

Steps:
1. Point mouse to the link Service Matters and sdlemrement Sanction from the

drop-down menu. A new window will pop up as seelowe
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2. Select Department, Designation, Office, Select Fapale option (Revised/
Prerevised), Month and fill in the Year.

3. The system will show the list of employees to whbrarement is due in the
selected month in the selected year in accordaitbetive service history already
entered with basic pay and rate of increment duseas in the picture given
below:
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. Choose the employees from the list or select all.

. If the increment is processed by the Officer Deaigd to do, the order number
may be entered and the default date will be the da&t which increment is

processed in the system and click the button ‘@onéind update data’.

. The system will generate an order which can betgulimnd the system registry

will be got updated.

. If the increment is processed by an officer asgjstine sanctioning officer, select
the employees to whom increment is due and cliekbiitton ‘Print draft order’.
After obtaining the approval of the SanctioningiCdf he may repeat the process

and click the button ‘Confirm and update data’,ggilie name and designation of
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the approving officer and add the list of peoplevttom the copies of the order
required to be sent.

Note: For prompt processing of increment, the lastement details with basic pay and
next increment date should be correctly furnishethe Service History/ Present Salary.
The system will checkup the scale of pay, basi¢ lpayincrement date, next increment

date and will sanction increment.

PROMOTION, TRANSFER & DEPUTATION

Since all the Offices are not covered in SPARK g0, facility for online
processing of Promotion, Seniority List, Deputatidransfer etc are not provided in the
SPARK now. However facility to revise the pay anesignation based on promotion
orders, relieve on transfer/deputation and jointramsfer/deputation etc are provided.
However it may be remembered that in order to lgeptimum benefit of the option for
relieving on transfer/ deputation effective, th&aaf to which the employee is relieved to
should also be online in SPARK. These functionsam@essible from the menu Service

Matters.

Updating the promotion details

1. Go to the Service Matters menu and select the srurfiPromotion’.

2. Select Department and Employee in the window traild/be displayed then.

3. Then a screen carrying the current details of thpleyee and fields for inputting
the promotion details will be displayed as seeowel
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4. Input the details based on promotion order aneéstant of pay fixation based on

the promotion.

5. Finally click Confirm button.

Note-1: While initializing promotion transfer eti, part salary for the period
prior to promotion or transfer required to be prased separately, the filed “Whether
part salary to be processed” required to be selécés “Yes” as seen in the picture

above

Note-2: When an employee is appointed to a higbst fhrough appointment by
transfer or a fresh appointment, the data of suppantment should be updated using
the sub-menu ‘Appointment to higher post’ that vaikable in the ‘Service Matters’

menu. The window then displayed would be as gietawb
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3.SALARY MATTERS

Important menus under Salary Matters

SDO Salary

Establishment Bill Types

Present Salary

Allowance

Deductions

Loans

HRA/CCA during Leave Without Allowance

Changes in the month

© © N o g A~ NP

Subsistence Allowance

10. GPF Subscription Details
11.ECS

12.Salary Processing

13.Bills and Schedules

14.Bonus

15. Festival Allowance

16. Quarters

17.Profession Tax Computation
18.0nam / Festival Advance

19. Cooperative Recovery

20. Stop/ Release Salary
21.Employees in Pre-revised Scale
22.Manually Drawn Salary

23.Pay Revision

24.Stop HRA/CCA on Half Pay Leave
25.Batch Diasnon
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All the important processes relating to salary iastuded in the Salary Matters link as

seen in picture below:

SDO SALARY PROCESSING (SDO SALARY)

Basically there are two major systems for salagbdisement in Government.
They are establishment salary and Self Drawingc@ff’ Salary. Normally all the
gazetted officers will be Self Drawing Officers (SB). They are called Self Drawing
Officers, because they them selves prepare thgibps based on the pay slips being

issued by the Accountant General and submit thetimetdreasury for salary.

In order to process salary in SDO mode, the offslesuld have the following

details:
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1. Avalid pay slip issued by the Accountant Genemdidating Basic Pay, DA etc.

2. A Gazetted Entitlement Register number issued &y Al (The salary and
service records in respect of SDOs are being maedaby the AG (A&E) in
registers called Entitlement Registers, insteatth@fService Books).

3. An SDO Code

4. Treasury Specimen Signature card number

Before commencing online processing, the SDO aigaton required must obtained
from the Department Management User. It involvésaiization of the SDO record with
SDO Code, Entitlement Register Number, Specimenaige Card Number, salary head
of account etc. Once authorization is issued byDMU, the SDOs can login to the

SPARK system to process their salary.

Steps:

1. Enter PEN and password

2. Then the following screen will appear

3. Point the mouse to the link Salary

4. Select SDO Salary Processing

5. A screen will be prompted to enter month and.\y€ater the same

6. You will get the processing indictor.

Printing SDO Salary Bill and schedules.

Menu for printing bills and schedules are also lawde in Salary link. Bills and

schedules can be printed after selecting year antimof a specific bill.
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ESTABLISHMENT OF BILL TYPES

Steps:
1. The Establish a Bill Type option dataken fronBalary Matters  Est Bill

Typesas shown below

2. On clicking theest Bill Typesa new window will appear as shown below
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3. Enter theDepartment, District, Office andDDO Code.Then the information

will appear on the same window as shown in theréiggiven below.

Note: The details in the information window dtelit, Bill Type, Description, head of

Account, Description of Head of Account, Plan/Norldh, Voted/Charged and Delete.

Editing a Bill type
Steps:
1. Click theEdit link on the Left Hand Side
2. Edit theBill type already entered
3. Click the update link to save the entries made acahcellink to cancel the

entries made
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Deleting a Bill type

Steps
1. Click theDeletelink on the Right Hand Side
2. Select thaBill type which we want to delete

Note: If a salary is already processed with a byfpe then it cannot be deleted or edited

PRESENT SALARY:

Present salary menu gives provision to add andtledidifferent constituents in
the salary of each employee live allowances andictexhs like LIC subscription etc.

Last and next increment dates also can be iniédlfar the first processing.
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Details Under Present Salary

1. Allowance: Allowance menu provides facility to add or delatwances to the
salary of employees.

2. Deductions Deductions menu give facility to add or deletelutgions like LIC
subscriptions etc to the present salary of eachame. It also gives facility to
add a specific recovery items based on slabs/faxted/amount/for a few days of
basic pay/ for a few days of last months salaryiettvidually or to all and
remove deduction from all employees.

3. Loans: This menu gives facility to add loan items to leeluicted from the salary
of the employee. Once all the required details sashtotal amount, date of
sanctioning, number of installments, installmenbant etc, and the system will
manage the recovery. This menu also provides fa¢di except recovery during
particular periods as being decided by Govt. ardudeit in equal installment as

being required.
4. HRA/ CCA during LWA : Normally all allowances to the employees will be
stopped during Leave without allowances. Howevengushis facility, specific

allowances can be granted during LWA, as woulddmdid by Government.

5. Changes in the Month This menu gives the DDO to watch the changesdgoein
made in the payroll each month.

6. Subsistence AllowanceThis provides the facility to grant subsistentteveance

to the employees during suspension.
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SALARY PROCESSING

Prerequisites

1.

N

The respective DDO should have a Permanent EmpNyegber

. A Drawing and Disbursing Officer for the office sd be added in the DDO

code master.

The DDO should have given DDO authorization in 8®ARK application

The DDO should have given bill processing rightbitbprocessing assistants

The bill group should have been created with caredibudget head of account
through the Establishment Bill Types menu.

Sufficient acquittance groups should have beertetea

The present salary, benefit, deductions, loansktcld have been updated with

current data.

In the present salary page of related employeeslghie updated with specific

bill types and acquittance groups in the colummwided for that.

If all the above prerequisites are satisfied go to
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MONTHLY SALARY PROCESSING

Steps:
1. The Monthly salary Processing Menu can be takercllmking the Salary
Matters Salary Processing Monthly Salary as shown in figure below

2. On clicking the Monthly salary link a new window liwappear as shown

below.
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3. Enter the Month and year for which the salary tplmcessed.

4. Enter theDepartment, Office, DDO CodeandBill Type.

5. Click the ButtonAll Employees or Select Employeeswill get activated by
entering the details given in step 4.

Note: Simultaneously a small window on the botteftHand side showing the
Total Number of Employees, No of Employees Procdssad the Remaining

No of Employeesiot processed.

6. To process the salary of the entire employees ditkEmployees and for
processing selected Employees click 8etect Employeeoption and press
the Submit button.

7. After clicking the Submit button a new window wéppear on the top right
hand side showing the status of the salary givenpfocessing as shown
below. Same time a message will appear on therd#ti hand side showing

the message of the no of Employees Salary giveprtaressing
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8. After the process is successfully completed thecgssing status will show
Process Completed

9. Go to Salary matters Bills and schedules Pay Bills and Schedules

10. Select Department, Office, DDO Code, Year and Month

Note: Al the bills processed by the DDO for the givenryaad month will be
displayed with a SPARK code and other details

11.select a particular bill and print inner bill, outall and schedules will appear

in the right hand side of the window as seen inpilcture below:
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12.While clicking on the required items, the syster generate PDF files of the
same for printing. Before printing save a copytd pdf file to your computer

so that, you can easily access the same for subsegerification etc.
13.This Printed Document is given to the Treasury @rcashment. The

Encashment details are given in the Salary MatterSalary Processing

Encashment Details. The Picture is shown below
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14.Here enter the Department, Office, DDO code, Yewt Bonth then details
regarding the processed salary will be shown irbthteom left hand side.

15. Select the corresponding month’s entry and cae the encashment details

on the right hand side. After Entering the Encagfitnideetails press Confirm.

Note: Details once entered in the encashment detaihnot be modified.

16.Then Again go to Salary Matters Bills and Schedules salary Slip.

17.There the salary slip can be printed Individual &YiBill Wise, Acquittance
Wise or Bill Wise Slip-Short.
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Picture shown below (Individual wise)

CANCEL A PROCESSED SALARY
Steps:
1. The Cancel Processed Salary Option can be takem $aary matters

Salary Processing Cancel Processed salargs shown in Figure Below
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2. On Clicking theCancel Processed Salara new window will appear as

shown below.
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3. Enter theMonth and Year for which the salary processed wants to be
cancelled.

4. Then Enter th®epartment, Office, DDO CodeandBill Type.

5. The details of that particular month will be shown the bottom of the
window with the details likdBill Contril Code, Bill Nature, Bill Gross, Bill
Net, Processed by whom(PEN), Processed on(Daw)d a check box to
select the appropriate entry.

6. Click the proceed button to cancel that entry.

Note: Encashed salary bill cannot be deleted

ALLOWANCES

Add allowances to all
Steps:

1. The Add Allowances to all menu can be taken bykalig Salary Matters

Allowances Add Allowances To All as shown in figure below
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On Clicking the Add Allowances to all a new windomil display as shown
below.

Enter the Department, Office, DDO Code, Type obalance.

Select Bill wise or Designation wise

Enter the Bill type

Type in the Allowance Amount

Select the Allowance to Current Month only or apalile till further order

If it is Till Further Order then enter the With Efit from Date

Press Proceed
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Allowance Updation For An Employee

Steps:
1. Select the allowance Updation menu from Salary &att Allowances

Allowance Updation. A new window will display ascstn below.
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2. Enter the Department, Office and Employee

3. A new window will appear to enter the details likgpe of Allowance, Amount
and With Effect From

4. Click the Insert link to save the entry.

How to Delete an Allowance
Steps:
1. To Delete an entry Click on the Terminate Link

2. Enter the date to Terminate
3. Click Ok To delete that allowance

65



How to remove Allowances/ Advances From all Employes

Steps:
1. The Allowance remove option menu can be taken fr8adary Matters
Allowances Remove Allowances from all. Then a new window wliplay

as shown below.

2. Enter the Department, Office, DDO Code, Bill Typ®esignation and
Allowances.
3. Click the Remove Button
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DEDUCTIONS

How to Add, Edit and Delete Deductions

Steps:
1. Click on the Salary Matters Deductions Deductions. Then a new window

will display as shown below

2. Enter the Department, Office and Employee. A nefermation window will
appear below

Enter the S| No, Type of Deduction, Amount, Detalsom Date and To Date.
Click the Insert Link to save the details entered

To Edit the Details Entered Click the Edit link thre left hand side

Make the changes and click Update to save and ktamceancel the entered
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details.
7. To Delete a particular deduction click the Delét bn the right hand side’
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Add and Delete Deductions to All

Steps:
1. Click on the Salary Matters Deductions Add Deductions to All . Then a

new window will display as shown below

Enter the Department, Office, DDO Code and The Regoltem
Select the Option whether it is Bill wise or Desgon wise
Select the Bill type and enter the Recovery Amokram Date and To Date
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Click Proceed to update the Information

Delete Deduction from All
Steps:
1. Click on the Salary Matters Deductions Del Deductions from All. Then a

new window will display as shown below.
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2. Enter the Department, Office, DDO Code, The Bilp&ynd The Recovery ltem
3. Click the Remove Button

LOANS

How to Enter and Delete a Loan Entry

Steps:
1. Click on the Salary Matters Loans Loan Details. Then a new window will

display as shown below

69



2. Select the Department, Office and Employee.

3. Alist showing the Active loans will be displayedfiresent) otherwise Enter the
Loan Details given on the right hand side.

Press Confirm to save the details.

To Edit an active Loan click the Select link on té hand side

The details will populate in the text box on thghtihand side

Make the changes and press Confirm
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To Delete an active loan do the step from 6 tod dick Delete

The Exemption menu is used to exempt the loan recewy for a particular period
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