*SPARK TIPS-6%
How to process Onam
Bonus, Allowance &
Advance Bill 2021
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> Salary Matters
Processing
Bonus

Bonus Calculation

Select Department

Select Office

Select DDO Code

Select Bill Type

Click on Select Employees
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Eligible employee’s name will be
listed
Select Employee
> Submit
2. Bonus enllmd agsesom allwo

» Salary Matters

Y

Processing

Bonus

Bonus BIll

Month 8/2021

Select Department
Select Office

Select DDO Code
Select Bill Type

Select Bill Control Code

Download Inner and Outer Bills
Download TSB Statement

Click on View Report to
download
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> Salary Matters
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4. Festival

Processing

Festival Allowance

Festival Allowance Calculation
Select Department

Select Office

Select DDO Code

Select Bill Type

Click on Select Employees
Eligible employees name will be
listed

Select Employee

Submit
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Salary Matters
Processing

Festival Allowance
Festival Allowance BIll
Month 8/2021

Select Department
Select Office

Select DDO Code

Select Bill Type

Select Bill Control Code
Download Inner and Outer Bills
Download TSB Statement

Click on
download

View Report to
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6. Festival

Salary Matters

Processing

Onam/Fest. Advance
Onam/Fest. Advance Processing
Select Department

Select Office

Month August, Year 2021

Select DDO Code

Select Bill Type

Loan A/C No: FestAdv082021

Enter Loan Amount

(15000 by default)

Check No. of Installments

(by default)

Check Installment Amount
(by default)

Check Recovery Start Month/
Year (by default)

Select Employees

Proceed
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Salary Matters
Processing
Onam/ Fest. Advance

Onam/ Fest. Advance BiIll
Generatlon

Select Department

Select Office

Select DDO Code

Year 2021

Select Month August

Select Advance Type- Fest Adv.
Select Processed Bill

Download Inner and Outer Bills
Download TSB Statement
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Salary Matters
Processing
Bonus
Bonus Calculation (Retired)
Select Department
Select Office
Select DDO Code
Select Bill Type
Click on Select Employees

Eligible employee’s name will be
listed

Select Employee
Submit
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Salary Matters
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Processing
Festival Allowance
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Festival Allowance Calculation
(Retired)

Select Department

Select Office

Select DDO Code

Select BIll Type

Click on Select Employees

YV YV V VY

Eligible employee’s name will be
listed

Select Employee
Submit
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% Bonus Cancellation
> Salary Matters
» Processing
» Bonus
» Cancel Bonus Calculation
% Festival Allowance Cancellation
+ Salary Matters
+ Processing
+ Festival Allowance
% Cancel  Festival
Calculation
% Advance Cancellation
+ Salary Matters
+ Processing
+ Onam/Fest.Advance

+ Cancel Processed
Advance

oMl MYEs enﬂgdoe;ua Makebill
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Allowance

Onam/Fest.

10. MakeBIll ©.21Q) Qllwo

4 Accounts
+ Bils

+ Make bill from Payroll
+ Select Department

+ Select Office

+ Select DDO Code

+ Select Bill Nature- Bonus/ Festival
Allowance/ Festival Advance

+ Select Bill
4+ Make Bill
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#+ Accounts

+ Bills

+ E-submit Bil

+ Select Department
#+ Select Office

+ Select Bill Nature- Salary/
Arrears/LS/Bonus/Festival Alw/
Festival Adv.

+ Select DDO Code

+ Select Bill

%+ Approve and Submit

+ Sign with DSC
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Allowance for Employees with SPARK ID
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13. Model of Onam Ad-HOC
Bonus, Festival Allowance &
Advance Bill Certificates

% AD-HOC BONUS BILL

Certified that the Ad-HOC Bonus Bill is
prepared as per the Order No. G.O(P)
15/2021/Fin, Dated 13/08/021. They are In
Permanent Government Service on
31/03/2021 and having a continuous
service of six months or more during the
financlal year 2020-21.The amount claimed
In this bill has not been drawn previously.

4 ONAM ALLOWANCE BILL

Certified that the Special Onam
Allowance Bill is prepared as per the
Order No. G.O(P)15/2021/Fin, Dated
13/08/2021. The amount claimed in this bill
has not been drawn previously.

4 ONAM ADVANCE BIL

Certified that the Onam Advance Bill is
prepared as per the Order No. G.O(P)
ne/2021/Fin, Dated 13/08/2021. It will be
recovered in five equal instalments from
October 2021 Salary onwards. The amount
claimed In this bill has not been drawn
previously.
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