LPC-USER MANUAL

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

PEMS V.2

Public Expenditure Management System

ACCOUNTS PAYROLL CHANGE PASSWC.AD

Master - Grade

Master - Allowance Loan Deduction
Master - Financial Institutions
Master - Designation

Master - Department

Master - Employee

Master - GIS

Master - GEPF

Master - Health Contribution

Transfer Department to Department (Same LC/PLC)

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.

Welcome Wangm o
PEMS V.2 Fiscal Year : 2015-2016
Public Expenditure Management System

IOTICE MASTERS PAYROLL CHANGE PASSWORD

Home - PAYROLL = LPC

Search by LPC reference number and TPN for Transfemed emplpyees:

LPC Reference No: and TPN: ~

®) Active Employees (lnactive Em ployees-LPC Issued
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LPC-USER MANUAL

First select Department.

Welcome Wangm o

PEMS V.2 Fiscal Y ear : 2015-2016

Public Expenditure Management System

BR RD NE 19

OTICE MASTERS TREASURY RELEASE ACCOUNTS PAYROLL REPORTS CHANGE PASSWORD m

Home -» PAYROLL = LPG

Search by LPC reference number and TPN for fransfe med emplpyees:
LPC Reference No: and TPN: ~
Select Department:
Department: [Eaiie e

-8B

Employee(sk

@) Active Employees (Inaclive Em ployees-LPC Issued

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.

Select Department:

(®) Adiive Em. ployees Clinactive Em ployeesd PC lssued

D Emp Ho. Employee Name BasicPay Designation Process LPC LPC Issue Status Empsais  Reilo
17502 3901020 13850.00 Iccounts AssistantIV @ HotSaved iche
55784 | 20120000754 864500 Drierll @ HotSaved iche
51690 200605034 21795.00 Program Oficer @ NotSaved icie
15934 200501085 23995.00 Senior Accoun's Oficer @ NolSaved che v
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Last Pay Certficate For the Month of :

LPC-USER MANUAL

Reference No: Paid up to (Month): Paid up to (Fiscal Year):
Employee ID: Citizen 1Dz Employee Type:
Name: Gender: Designation:
Bank: Bank Branch: TPN No:
Position
Saving A/C No: LeveliGrade & Pay Basic Pay:
Scale:
The Following advances are due from him/her for
recoveryladjustment
Reason:
) Transfer Particular Amount Remark
' Resignation
_) Superannuation a Personal
GIS AIC Noz GEPF AIC No: ) P Advances
() Secondment
C Others p, | WA
" | Advances
Rocvery |
c Recovery
Relieving Order: | | Relieving Date:
- Leave (TICK if LE has been
Transfered to: | | Encashment: Paid)

Code Description Amount
Code Particulars Amount

HRA House Rent Alowance 4500.00
GIs Govemm ent Insurance Scheme 400.00
HC Health Contribution 288.00
PF Provide nt Fund 2639.00
05 TaxD educted at Source 1995.00
Code Description Account No. Financial Institution Amount  Percentage
555 | SalarySaungs Schemes |ME-NW2011/7271  Royalinsurance Comorafion ofBhutan 1,447.00 0
555 | SalarySavings Schemes |ME-N\2010/5036  RoyalInsurance Gomorafion ofBhutan 1777.00 0
SW5 | StaffWelfare Scheme SWS5 Treasurer 250.00 0
EDL Education Loean 000100226728 N ational Pension Board 12,000 00 0

Other details:

1. Leave Travel Concessionhasbeen |S==ct ¥ |to himier for the year ending.

2. Before getting relieved, he ishe ha s handed over the ¢ harges held by him.

Copyio:

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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LPC-USER MANUAL

NOTE: Mandatory fields

0 # Enter Reliev ing Order
®  SelectDate.
®» Enter "Copy To™

- Enter Relieving Order
La st Pay Certhicate For the Month of Oc - Select Date.

- Enter "Copy To:"

Bank: [1-Bark of Bhutan | Bank Branch: oz -Thirphu | TPN Nox
' X .
Saving AICNo: ] . Grade Pay Scale: gﬁi;‘;ﬂpgﬂﬁ%m*ﬁm . BasicP:

MES SAGE: ]

SelectReason ©rissuing LPCI
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LPC-USER MANUAL

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.
Allowance:
Fixed Deductions:

Code Particulars. Amount
GIs Government Insurance Scheme

HC Health Contribution

PF Provident Fund

DS Tax Deducted at Source

Floating and Loan Deductions:

Other details:
1 Leave Travel Ci ion hp€been | Select  “|to him/her for the year ending.
2 Before getting reli e /she has handed over the charges held by him.

Copy to:

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

Deparment

Employee{s):

(®) Active Employees () Inactive Employees-LPC Issued

(] Emp No. Employee Name BasicPay Designation Process LPC Approve LPC Issue Status EmpStatus RefNo

e

~

15924 Accounts Officer @ NotSaved Active
17253 Messenger @ NotSaved Active
75423 Accounts Assistant IV @ NotSaved Active v
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LPC-USER MANUAL

2. Approve:
Once the LPC data is saved ,Approve

Select Depariment:

Deparment

Employee{s):
®) Active Employees () Inactive Employees-LPC Issued
D Emp No. Employee Name BasicPay Designation Process LPC Approve, LPC Issue Status EmpStatus RefNo A
@ Approve

15034 Accounts Officer @ NotSaved Active

17253 Messenger @ NotSaved Active

75423 Accounts Assistant IV @ NotSaved Active v

3. Print:

The certificate can only be printed after "Approval"

Employee{s):

) Active Employees ®) Inactive Employees-LPC Issued

D Emp No. Employee Name BasicPay Desjghation Process LPC LPC Issue Status EmpStatus RefNo
17602 Accopfits Assistant IV @ ISSUED InActive LPC.2016.1
15491 lef Accounts Officer @ ISSUED InActive LPC2016.3
58784 Driver IIl @ ISSUED InActive LPC2016.2
707 Accounts Officer [E] ISSUED InActive LPC20164
39971 Assistant ICT Officer [E] ISSUED InActive LPC2016.6
41188 / Dy.Chief Accounts Officer [E] ISSUED InActive LPC2016.7

/

ou can PRINT only after approving!) (Click on 'Process"to generate details of the employee before clicking on 'Print')

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.

() pctive Em ployees ciive Em ployees-LPC Issued

[ EmpHo. Enmployee Name BasicPay Designation Process LPC

LPClssue Status EmpSiatus Refilo

Approve
A }V .
pprove IS3UED IMhctive LPC.3015.1

15491 28460.00 DeputyCheifAccounts Oficer @

v
1593 2399500 Serior Accouns Offcer @ IS5UED InAcive LPC2064
s 4853000 [ ] @ 1SSUED Inicie PG 20152
15505 3161000 ChiefP rogram Offcar G ISSUED InAdive LPC.20153
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LPC-USER MANUAL

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

Employee(s):

() Active Employees (@) Inactive Employees-LPC Issued

D Emp No. Em Name BasicPay Designation Process LPC LPC Issue Status EmpStatus RefNo
17602 13950.00 @ ISSUED InActive LPC.2016.1
15491 30990.00 @ ISSUED InActive LPC2016.3
58784 9015.00 IE, ISSUED InActive LPC.2016.2
7707 21795.00 @ ISSUED InActive LPC2016.4
39971 19245.00 @ ISSUED InActive LPC.2016.6
41188 29005.00 @ ISSUED InActive LPC.2016.7

(You can PRINT only after approving!) (Click on 'Process"to generate details of the employee before clicking on "Print')
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LPC-USER MANUAL

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.

Searchby LPC reference number and TPM for Tranzfemed emplpyees:

LPC Reference No: and TPH: A

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.

Search by LPC reference number and TPN for Transferred emplpyees:

LPC Reference No: LPC 20161 and TPN: BAP15541

Add/Edit Employee: NN

Employee ID: I:I Status: @ Active ) InActive Email ID I:I
Nationality: ®) Bhutanese () Non-Bhutanese Citizen ID: I:I Tax Exemption: ® No () Yes
Name: [ Sex: ®Male O Female Designation: [Accounts Assistant IV vl
Employee Category: [Civil Sevanl  [v] Employee Type: [Regular ||  Grade Pay Scale: [[GRADE. O1]/10725/215/ 13950 ]
Basic Pay:  13950.00
Pension Scheme: @) Tier1 () Tier2 PIF AIC: I:I GIS AIC: I:I

TPNAIC: [Select TPN [v |

Transaction Type: () Cash ® Bank

Bank Code: [Bhutan National Bank[ ] Branch Code: [01-Thimphu v]  savingsacNo: [ ]
Allowances

Fixed Deductions:
Code Particulars Amount

i GIS Government Insurance Scheme 200

imi HC Health Contribution 165
PF Provident Fund 1534

Loan Deductions = | 1pg Tax Deducted at Source 0
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