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STEP 1: 
Log in into PEMS and go under  Payroll module

 

STEP 2:  
You will find two parts in the LPC screen:   

1. Search by LPC reference number and TPN 

The receiving agency can use this option to generate the LPC certificate  issued by any other agencies. 

2. LPC generation  

The relieving agency will use this option to issue the LPC certificate 

 

 You will also find two radio buttons 

1. Active Employees 

2. Inactive Employees- that means LPC has already been issued (the list includes employees made inactive from 

employee master). 

      NOTE: LPC cannot be generated for employees made inactive from employee master.  
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First select Department. 

 

 

STEP 3: 
On selection of department, the active employees under that department will be loaded on screen.  

Click on the button "Process LPC" issue LPC for individuals.  
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You will find that most of the employee details are automatically fetched by the system.  

You will select the REASON for LPC issuance, enter information for RELIEVING ORDER, RELIEVING DATE, 

TRANSFERRED TO etc.   

If there is any outstanding advance, it will be captured as well.  
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NOTE: Mandatory fields 
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STEP 4: 
Once Step 3 is complete, you will find three steps to be completed thereafter. 

1. Save: 

Save the LPC data. The "save" button is found at the bottom of the screen. 

 
 

 

Once saved, you  notice that the employee detail under  "Active Employee" list is highlighted.
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2. Approve: 

Once the LPC data is saved ,Approve  

 
 

3. Print: 

 The certificate can only be printed after "Approval" 

 

 
 

STEP 5: 
Once Approved, system will automatically switch to "Inactive Employee-LPC Issued"  list. You will find the employee for 

whom LPC was issued in that list. You will also find  an LPC Reference number auto-generated by the system for that 

employee. 
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STEP 6: 
Now you can click on "Process LPC" link, and then click on "Print" button to generate the LPC certificate. 

 

 

 

  



LPC-USER MANUAL 
 

Created by Yeshey Peden (ICT)and Kezang Jamtsho (TWG)         1/1/2017 Page 8 
 

STEP 7: FOR RECEIVING AGENCY INCASE OF EMPLOYEE TRANSFER 
The first step for receiving agency will be to add the transferred employee in the "Employee Master". In the "Employee 

Master", you will find the option to fetch the employee detail from the last working agency of that employee. For that you 

require the LPC reference No and the TPN of that employee. 

 

 

STEP 8: 
By entering the LPC reference number and TPN and clicking on the search button, system will automatically fetch the 

details of that employee except for the TPN number. The reason being, agency has to first enter TPN detail under TPN 

master and then select it during addition of the employee.  

If any of the deductions, allowances or loans do not apply for that employee in the receiving agency, then you will 

need to first add the employee with the details auto-generated by the system. Then EDIT, delete the irrelevant 

deductions, allowances or loans and finally update. 

 

 

 

 

 


