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1. Site 
Type 20.244.24.149:9010 on your web browser like Chrome, Opera, Edge etc. The Login page is 

displayed as below. 

 

2. Login  
Type your Operations Login and Password. On successful Login, you will be taken to your operations 

Menu. In each of the Menu, user will be displayed the Companies or details of the Companies 

assigned to them by the administrator. 

 

 

3. Masters  
The User will be able to see and modify only those companies that are assigned to him/ her. 

 

 

3.1 Company Master 
EG. User Priyanka has been assigned only 5 companies. Hence she can view only those 5 

companies for viewing, modification and deletion. 
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The user has the option to create new company but can act on the same only when the 

Administrator assigns the company to him/ her. 

 

 

3.2 Client Master 
Here the User is able to view the clients of the companies that are assigned to them. 

 

User can modify, view or delete the details and also can create the clients for the assigned 

companies. 

 

 

3.3 Location Master 
Here the user is able to view the locations/ units of the companies/ clients that are assigned to 

them. 
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User can modify, view or delete the details and also can create the Locations for the assigned 

companies and their clients. 
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Another option is to upload the details from an Excel file. For this download the sample file. Enter 

the details.  

 

Enter some of the fields as indicated below. Like for state, enter the number from the list below. E.g. 

for Assam state enter 3 in the excel file. Next is the client id. E.g. enter client ID as 1 where the client 

is Sketchers South Asia Pvt Ltd. for Schedule industry use the last table. E.g. if Engineering then enter 

‘ENG’ in the excel file.

 

When the Excel file is ready to be uploaded the user will click on ‘choose file’ and select the Excel file 

from its location then upload. After the upload, all the locations that were inserted in the file will be 

reflected in the Location Master individually. 



                                    User Manual for Salary Register for Operations Team 

Page 6 of 27 
 

 

3.4 Holiday Master 
Here the user is able to view the Holidays for the companies/ clients that are assigned to them. 

 

A user can modify, view or delete the details and also can create the Holidays for the assigned 

companies. 

Enter the holiday date, holiday description like Ganesh Chaturti, and Weekday like Saturday, Sunday, 

etc.  

 

Another option is to upload the details from an Excel file. For this download the sample file. Enter 

the details.
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Enter the fields as indicated below.  

 

When the Excel file is ready to be uploaded the user will click on ‘choose file’ and select the Excel file 

from its location then submit. After the upload, all the holidays that were inserted in the file will be 

reflected in the Holiday Master individually. 

 

3.5 Header Master 
The Headers created for Company files are displayed here. The purpose of the Header Master is to 

create a unique header for a mapped column specific to a Company and/ or a state. 

Click on Action, ‘Edit’ for modifying headers, ‘View’ for viewing the details 
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Select the Company, File, and state. The mapped columns for the combination are displayed. The 

column on the left is the mapped database column and the second is the display name. While 

mapping the system keeps the display name as the database column name. In case there is a need to 

change it for a company file or state, change the display name on the right side. So while the reports 

are generated, the headers are picked from the display column name changed or default.  

Note the column ArrDays below. Display name changed to Arrear Days.  

 

 

4. Mapping 

4.1 File to Report Mapping 
This is the first step in designing the monthly salary data uploads for each company. This defines 

which file type uploaded for a company results in which statutory report. 

The below index page displays the company-wise file report mapping done by user ‘priyanka’ for 

companies assigned to her. 

+
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Select the company name, file type that will be uploaded every month and the reports that will be 

generated from the file data.  

 

 

You can select multiple reports by just clicking the items in the dropdown or list. In this case, reports 

like wage register, advance file, damage and loss file, fine file and overtime file will get generated 

from the uploaded wage register for Sketchers South Asia Pvt Ltd. 

 

4.2 Excel or Upload File to Report Mapping 
In this step, the columns in the monthly upload file for a company should be mapped to the report 

columns. 

 

Please note: Steps in 4.1 and 4.2 need to be done only once for a company in the Salary Register 

Software. The monthly uploads would be done smoothly once the correct mappings are done as per 

the instructions provided in this manual and also in some references provided in the software.  
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Click on Create to Map a new Company file.  

 

 

 

4.2.1 Company Report Setup 

Select the company for which the mapping needs to be done.  

 

Select the state and the report or register for which the mapping needs to be done.  
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All the report columns are displayed as below on the right hand side. Right below the report columns, 

there is another table displayed with already mapped columns. These are a few default columns which 

the system maps on its own. These columns are mandatorily required in the Reports. Users need not 

and should not map these columns again. The user must also ensure that the default columns mapped 

in ‘Excel Name’ column, matches with the corresponding column headers in the excel file used for 

upload, e.g. the default column ‘Location’ mapped in ‘Excel Name’ column, should also be ‘Location’ 

in the column header inside the excel upload file and not ‘Unit name’ or any other name. 
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4.2.2 File Format Upload 
Click on choose file to upload the file (e.g. wage file here) for the intended Company (e.g. Sketchers 

here. 

Please ensure the file uploaded for mapping should be in the same format as the file you will upload 

monthly, the column names should be the same. Also the header should be the first row of the excel 

file. 

 

 

Click on ‘Reference’ button to follow certain steps for mapping. 
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Now click on upload button. The excel columns are displayed on the left hand side. 
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4.2.3 File and Report Columns Mapping 
Select the column from the left and select the matching column from the right and click on merge 

button. Continue in similar fashion. At a tome ten columns (1 page) are shown on each side for 

convenience of the user. Click on the page numbers to see the next set of columns. Search option is 

provided on both the sides for searching the columns. Kindly check the specific report formats while 

doing this activity. Because the right hand columns are derived from the report.  

As you click on ‘Merge’ button, the mappings are displayed in the bottom table as below. 

 

 

There are few columns in the report which are required in the report but are not in the customer 

files. These columns hence cannot be mapped. Such columns need to be selected from the Database 

columns table on the right-hand side and then click on ‘insert’ button. They get added to the table 

below as ‘Calculation’. For e.g. SrNo is required in the report to show the  incremental sequential no. 

Hence it is inserted as a ‘calculation’ column. System generates the Serial Number when the report is 

generated.   

Click on ‘Save’ button to save the mapped or merged data. 

Please Note: Mapping of excel columns to report columns for a file type needs to be done for each 

state where the company operates. This is one time activity, but can be updated or modified at any 

point of time.  

 

4.2.4 Mandatory Report Columns 
There are few columns in the report which are required in the report but are not in the customer 

files. These columns hence cannot be mapped. Such columns need to be selected on the right-hand 

side and then click on ‘insert’ button. They get added to the below table as ‘Calculation’. For e.g. 

SrNo is required in the report to show the in incremental sequential no. Hence it is inserted as a 

‘calculation’ column. System generates the Serial Number when the report is generated.   
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4.2.5 Add New Column 
In case there is a new column in the excel file which is not in the report during the first mapping or 

even on a later date, user can add a new column to the report. Click on ‘Add’ button below.  

 

Enter the name of the field in the Column name field and click on Add Button. 

The user while adding new Column must ensure that column name Has No Spaces or Special 

Character and that the column name Doesn't Already Exists. 
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Please check if a similar column is already existing before you add a new column as done below. For 

e.g. if the report column name is ‘Provident Fund’, but your customer file has header as ‘PF’, do not 

create a new column as ‘PF’. Instead map the column to ‘Provident Fund’ and then change the 

display name for the company in the Header Master Menu as described in the Masters section. 
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If the column you have entered is already present, below error is displayed.  

 

 

 

Addendum for the mapping of Monthly Form B: 

The proper mapping of the columns for calculation of "Others" and "DeductionOthers" in the 

Monthly Form B, is to be done as mentioned below:  
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For calculation of "Others"  

Excel Name  Database Name 

Others Others 

Total Total 

Basic Basic 

SpecialBasic SpecialBasic 

DA DA 

PaymentsOvertime PaymentsOvertime 

HRA HRA 

LeaveEncashment LeaveEncashment 

Gratuity Gratuity 

Bonus BonusStatutory 

  
For calculation of " DeductionOthers" 

Excel Name  Database Name 

Deduction Others DeductionOthers 

Total Deduction  DeductionTotal 

PF  DeductionPF 

ESIC  DeductionESIC 

Society  DeductionSociety 

Income Tax  DeductionIncomeTax 

Insurance  DeductionInsurance 

Others  DeductionOthers 

Recoveries  DeductionRecoveries 

Fine  Fine 

Damages  Damages 

LWF LWF 

Professional tax DeductionProfessionalTax  

Please Note: 

1. The name of the column in the Excel Upload file can be changed given that the same 

column is remapped with the changed name.  
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2. Make sure that the Excel Upload file consist the “Others” & “Deduction Others” column 

with null value. 

 

4.2.6 Mapped or Merged Columns 
In table below with mapped columns there are few steps to be followed which are crucial for the 

generation and display of the Reports or Registers. 

 

 

1. Display column is by default ticked means the column is displayable. In case you do not want 

to display the column, deselect the display column. 

2. The 8 System mapped columns are order starting from 10 to 80 in multiples of 10. Rest of 

the mapped columns start from 90 and incremented so on. User need not bother about the 

order while mapping the column. But later should refer to the respective report format and 

set the order. In case a column needs to be inserted in the middle of 2 columns just put a 

greater number than the first number. It can be in decimals too. Like if you want to insert a 

column between order numbers 30 and 40 you can change the order of the said number to 

30.5 or 31 or 35. You need not change all the numbers in the sequence. Also while changing 

the order numbers do not push Space Key or Enter Key and just click out of the field. 

3. In case any of the mappings are incorrect, you may delete the mapping using the delete 

button against the column and remap. 

For header or sub header change for any company or report, refer to the master section. 

 

5. File Upload 
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5.1 Monthly Upload 
Select the Company from the dropdown for whom you want to upload the file. 

 

Select the File, whether it is a wage file, muster, leave book, fine and damage file etc.  

 

Select the month year for which the file needs to be uploaded. Click on chose file, select the file from 

the folder as directed and click on upload.  

 

The statistics of the uploaded file will be displayed. In case the count is 0, that means the file has not 

been uploaded. You can check the error log to see the latest error.  
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Click on ‘HELP’ button to check the instructions before uploading.  

 

 

5.2 Monthly Files Uploaded 
The details of the files uploaded are displayed here for reference of the user. 

 

 

5.3 Monthly Report Generation 
Select the Company, Month and Year for report generation. Report is generated and downloaded as 

a zip for the company for the selected month and year. On opening the zip file you can drill down to 

the clients, state and units. 

 

5.4 Monthly Report Generated 
All the reports already generated for the month are displayed. 
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5.5 Monthly Report View 
View and download the generated reports or registers. 

 

Reports can be drilled down upto the state level and can be downloaded state wise and then unit 

wise. Click on the ‘Download’ button to download all the reports of displayed units. 

 

Click on the ‘Download’ button to download all the reports of 1 unit. 
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6. Annual/ Returns Upload 

 

Select File like PW, Maternity or consolidated etc. Click on ‘Download Sample’. The format for 

selected Annual file is downloaded. The file is self-explanatory. It has headers highlighted in various 

colours. One set of colours represent the data that needs to be entered by the user for the company, 

the other set of colours represent data that will be automatically picked from the monthly registers. 

User should not enter this data unless and until the user wants to override the monthly data. Third 

set of colours represent the data from the masters, which the system will pick automatically.  All the 

legends have been placed in the screen for the benefit of the user. 
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Select Company  

 

Then select File type  

 

Select ‘from’ and ‘to’ date from the calendar. If you want to generate a half yearly report for 2023 

starting from January, then select ‘from’ as 01-jan-2023 and ‘to’ as 30- Jun-2023. Even if you select 

03-Jan, the month will be taken as January.  
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Click on Upload. 

 

6.1 Periodic/ Returns Files Uploaded 
Already uploaded Periodic or Return Files statistics are displayed here for the reference of the user. 

 

 

 

6.2 Report Generation 
 

 

6.3 Periodic Report Generation 
Please ensure that the monthly registers are uploaded for the period, masters are updated and the 

Periodic files are uploaded (Section 5 above) before Periodic Report Generation. 
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Select Company and Client Name. 

 

 

All the file types uploaded for the Company and Client are displayed in the drop down. Select the File 

Type. 

 

 

All the periods for which the annual data was uploaded is displayed. Select the period and then click 

on generate. Zip file is downloaded for the selected combination of Company, Client, file Type and 

Period.  
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6.4 Periodic Report Generated 
All the Returns or Periodic Reports already generated are displayed with statistics. 

 

 

6.5 Periodic Report View 
View and download the generated periodic reports or returns 

 

Reports can be drilled down upto the Period level and then downloaded. 

 

 

 

 

 

******** 
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