
Prepared by- Chandra Prakash Saini, Lecturer in English, GHSS Arnoda (Nimbahera) Chittaurgarh 
ekxZn’kZu  

 fnus’k oS".ko] ofj"B lgk;d CBEO vjkbZ] ftyk vtesj 

eqds'k dqekj lksuh] ofj"B lgk;d CBEO toktk] orZeku MkbZV elwnk vtesj 

is esustj iz’uksŸkjh 

lkekU; tkudkjh 

1- foHkkxh; fcy Qjojh 2012 ls vkWuykbu gq, gSaA 

2- ih Mh dkfeZdksa ds fcy uoEcj 2016 ls vkWuykbu gq, gSaA  

3- ,l ,l , dkfeZdksa ds fcy ekpZ 2017 ls vkWuykbu gq, gSaA  

vr% blh vuqlkj GA-55 dh fMekaM djsaA dksbZ ih Mh dkfeZd vxj 

;g dgs fd eq>s 2015 ls pkfg, rks vki dg ldrs gSa fd vkWuykbu 

GA-55 uoEcj 2016 ls gh feysaxsaA mlds igys ds GA-55 vkWQykbu 

cusaxsaA 

 

iz’u 1- Add Group Allowances fdl dke vkrk gS \ 

mŸkj % ;fn fdlh xzqi ds deZpkjh fdlh ,d Allowances dks leku 

:i ls izkIr djrs gSa rks mldks ;gh ls lysDV djus ij ml xzqi ds 

leLr dkfeZdksa dks leku :Ik ls Allowances feyrs gSaA 

 

 

 

www.rajteachers.com



Prepared by- Chandra Prakash Saini, Lecturer in English, GHSS Arnoda (Nimbahera) Chittaurgarh 
ekxZn’kZu  

 fnus’k oS".ko] ofj"B lgk;d CBEO vjkbZ] ftyk vtesj 

eqds'k dqekj lksuh] ofj"B lgk;d CBEO toktk] orZeku MkbZV elwnk vtesj 

 

iz’u 2- Add Gropu Deduction fdl dke vkrk gS \ 

mŸkj % ;fn fdlh xzqi ds deZpkjh fdlh ,d dVkSrh dks leku :Ik ls 

dVokrs gSa rks ;gh ls lysDV djus ij iwjs xzqi esa dVkSrh gks tkrh gSA 

 

iz’u 3- Bulk Allowances dk D;k mi;ksx gS \ 

mŸkj % ;fn is esustj ij ,d ls T;knk xzqi gSa vkSj muesa fdlh HkŸks dks 

leku :Ik ls ykxw fd;k tkuk gS rks bl vkWI’ku dk iz;ksx djsaxsaA 
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iz’u 4- Bulk Deduction dk D;k mi;ksx gS \ 

mŸkj % ;fn is esustj ij ,d ls T;knk xzqi gSa vkSj muesa fdlh dVkSrh 

dks leku :Ik ls ykxw fd;k tkuk gS rks bl vkWI’ku dk iz;ksx djsaxsaA 

 

iz’u 5- Employee Detail D;k gS \ 

mŸkj % ;g cgqr gh egRoiw.kZ QaD’ku gSA blesa fdlh deZpkjh dks D;k 

Allowances vkSj Deduction djus gSa mudks ;gk¡ ij insert/edit djrs gSaA 

Employee Detail is esustj ds Master ehuw esa Pay and Bank ds dkWye 

esa Hkjs x, Salary Option ds vuqlkj HkŸks ,oa dVkSrh n’kkZrk gSA 
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iz’u 6- ,d fjVk;MZ dkfeZd dk ekLVj MsVk miyC/k ugha gSA ,fj;j 

Hkqxrku dSls djsa \ 

mŸkj % ;fn dksbZ e`r ;k lsokfuo`Ÿk dkfeZd Qjojh 2012 ls iwoZ dk gS 

vkSj mldk is esustj ij ekLVj MkVk ugha gS rks mls ,fj;j Hkqxrku 

ds fy, vki mldk ekLVj MkVk rS;kj dj ysaA blds fy, ml lsokfuo`Ÿk 

dkfeZd dh ,EyksbZ vkbZ Mh gksuk t:jh ugha gSA 
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iz’u 7- eq>s is esustj ij esjk cSad [kkrk ifjofrZr djokuk gSA D;k ;g 

laHko gS \ 

mŸkj % ;g dk;Z DDO ds ek/;e ls gksxkA DDO vius dkfeZd ds cSad 

[kkrs esa ifjorZu gsrq dks"kkf/kdkjh dks i= fy[ksxk ftlesa iwoZ cSad esa 

fdlh izdkj ds cdk;k ugha gksus dk izek.k i= nsuk gksxkA lkFk esa u, 

cSad [kkrs dh lqikB~; dkWih layXu djuh gksxhA 

iz’u 8- is esustj ij esjk uke@firk dk uke@tUefrfFk xyr gSA 

la’kks/ku dSls gksxk \ 

mŸkj % blds fy, DDO }kjk lacaf/kr dkfeZd dh lsokiqfLrdk ds izFke 

i`"B dh lR;kfir izfr yxkdkj dks"kky; fHktok;saA 

iz’u 9- eq>s ,d dkfeZd dk 5 fnu dk osru cukuk gSA dSls cukÅ¡ \ 

mŸkj % vxj fdlh dkfeZd dh vkaf’kd lsysjh cukuh gS rks vki  

Bill Processing > Salary Preparation > Employee Pay Detail > Partial 

Salary esa tkdj fcy cuk nsaA 
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iz’u 10- eq>s ,d dkfeZd dk v)ZoSrfud vodk’k fcy cukuk gSA dSls 

cukÅ¡ \ 

mŸkj % vki lcls igys Bill Processing esa tk;sa vkSj Employee Half Pay 

lysDV djsa vkSj fcy cuk ysaA  
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iz’u 11- is esustj ij lcls egRoiw.kZ D;k gS ftlls fcy cukus esa 

lqfo/kk gks \ 

mŸkj % dkfeZd ds Master Option esa Employee Detail ds leLr dkWye 

dh iwfrZ djsa rks fcy cukus esa dHkh fnDdr ugha vk;sxhA vxj vkius 

bls viw.kZ j[k fn;k rks ;g vkids fy, nqfo/kk cu tk;sxhA 

 

iz’u 12- is esustj ij Master ds vUrxZr D;k iwfrZ djuh iM+rh gS \ 

mŸkj % bls Hkjus ds fy, fUkEu pj.k iwjs djus iM+rs gSa 

Personnel . Status. Pay and Bank. Contact Detail. Employee Dates 

Family Details . Scheme . Images . Corp Details 
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iz’u 13- eSa Bonus dk fcy cuk jgk gw¡ ysfdu fcy ,yksds’ku ds le; 

Bill Yype eas Bonus gh ugha vk jgk gSA D;k djsa \ 

mŸkj % vki loZizFke Master esa Add Bill Role esa tkdj Bonus ,sM djds 

Submit dj nsa vkSj fcy Vkbi esa tkdj Bonus psd dj ysaA vc Bonus 

vk tk;sxkA 

                      

iz’u 14- dofjax ysVj dc tkjh djrs gSa \ 

mŸkj % fcy dks Vªstjh QkWjoMZ djus ds fnol dks NksM+dj vkxkeh nks 

dk;Zfnolksa rd fcy dks dks"kky; esa Hkstuk vfuok;Z gS vU;Fkk 

Autuorization esa tkdj Covering Letter tkjh fd;k tkrk gS ftls DDO 

ds gLRkk{kj djokdj fcy ds lkFk yxkuk gksxkA  

                      

www.rajteachers.com



Prepared by- Chandra Prakash Saini, Lecturer in English, GHSS Arnoda (Nimbahera) Chittaurgarh 
ekxZn’kZu  

 fnus’k oS".ko] ofj"B lgk;d CBEO vjkbZ] ftyk vtesj 

eqds'k dqekj lksuh] ofj"B lgk;d CBEO toktk] orZeku MkbZV elwnk vtesj 

iz’u 15- eq>s onhZ ds fcy cukus gSaA fcy Vkbi esa D;k Fill djuk gS \ 

mŸkj % vkidks onhZ dk fcy cukrs le; fcy FVC Vkbi esa esa tkuk 

gksxk fQj Bill Sub Type esa Liveries dks lcfeV djuk gksxkA  

 

iz’u 16- eSaus ,d osru fcy flrEcj 2018 esa cuk;kA vDVwcj 2018 esa 

DDO QkjoMZ fd;kA uoEcj 2018 esa Vªstjh QkjoMZ fd;kA vc eq>s 

fcy LVsVl psd djuk gS rks dkSulk ekg lysDV djsa \ 

mŸkj % vkius ftl ekg esa fcy cuk;k mlh ekg dks lysDV djsa ;kfu 

vki flrEcj 2018 eghuk lysDV djsaA 

iz’u 17- eSa fdlh dkfeZd dh is esustj vkbZ Mh VªkaLkQj dj jgk gw¡ 

ysfdu uke Mkyrs gh No Data Found vk jgk gSA ,slk D;ksa \ 

mŸkj % ml dkfeZd dk osru Stop gksus ds dkj.k No Data Found vk 

jgk gSA vki lcls igys mlds osru dks fjyht dhft, vkSj Transfer 

Employee esa tkdj VªkalQj dj nsaA ,d ckr dk /;ku j[ksa DDO dksM 

Mkyus ds ckn lpZ djus ij Next Office ;k School dk uke psd dj 

ysa vkSj iw.kZ lUrqf"V ds ckn VªkalQj dj nsaA 
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iz’u 18- D;k ,d xzqi ds leLr dkfeZdksa dk ,d lkFk GA-55 fudkyk 

tk ldrk gS \ 

mŸkj % gk¡A fcydqy fudkyk tk ldrk gSA vki lcls igys Reports 

esa tk;s fQj DDO Reports esa tk;saA mlds ckn Employee Related 

Reports esa tk;saA mlds ckn fQj GA-55  esa tkdj iwwjs xzqi dkfeZd ds 

,d lkFk GA-55 fizUV djsaA 

 

iz’u 19- eq>s esjs vkWfQl ds is esustj ls o"kZokj VªkalQj gq, deZpkfj;ksa 

dh tkudkjh ysuh gSA ;g dSls izkIr gksxh \ 

mŸkj % vkidks Reports > DDO Reports > DDO related Reports 

>Employee Transfer Detail esa tkus ls o"kZokj VªkalQj gq, deZpkfj;ksa dh 

lwph fey tk;sxhA 

Screen  
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iz’u 20- eq>s esjs vkWfQl ds is esustj ls ekgokj ikfjr fcyksa ds T.V. 

uEcj dh tkudkjh ysuh gSA ;g dSls izkIr gksxh \ 

mŸkj % vkidks Reports > DDO Reports > DDO related Reports >TV 

Number Report esa tkus ls All Type Bills dh tkudkjh fey tk;sxhA 

blds fy, vkidks All Type Bills ij fDyd djuk gksxkA 
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iz’u 21- eq>s is esustj ls esjh [kqn dh is fLyi fudkyuh gSA eq>s D;k 

djuk gksxkA 

mŸkj % blds fy, vkidks is esustj lkbZV ij tkdj User Name esa 

vkidh Employee ID Mkyuh gksxhA vkids }kjk cuk;s x;s ikolMZ ¼igyh 

vkj esa vkids cSad [kkrs ds vfUre pkj v{kj½ Mkyus gksaxsA fQj dSIpk 

Mkydj ykWfxu djus ij vkids lkeus GA-55 vkSj is fLyi ds vykok 

vkSj Hkh dbZ fodYi gksaxsA vki fizUV ys ldrs gSaA 

 

iz’u 22- eSa esjs is esustj ds ikloMZ Hkwy x;k gw¡A D;k d:¡ \ 

mŸkj % vkidks ?kcjkus dh t:jr ugha gSA is esustj lkbZV [kksyus ij 

vkidks Forgot Password dk QaD’ku utj vk;sxkA vki bl ij fDyd 

djsa vkSj tks vko’;d lwpuk Hkjuh gks og Hkj nsa vkSj ikloMZ iqu% lsV 

dj ysosaA 

Screen  
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iz’u 23- eSa 15 fnu ds lefiZr osru ds fcy cuk jgk gw¡A Select Order 

Number esa D;k Fill d:¡A 

mŸkj % vki lysDV vkMZj uEcj esa Pay Comn 7 9 Per/7/9.00/44 QhM 

djsaA 
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iz’u 24- eSa vkt dh MsV esa osru fcy cukuk pkg jgk gw¡ ysfdu vkt 

dh MsV esa is esustj fcy Accept ugha dj jgk gSA eq>s D;k djuk 

pkfg, \ 

mŸkj % vxj is esustj ij dksbZ fcy cukrs le; vkt dh MsV lysDV 

djus esa dksbZ fnDdr vk jgh gks rks ,d ckj dksbZ ihNs dh MsV lysDV 

djdj okfil vkt dh MsV lysDV dj ysaA vkidh leL;k gy gks 

tk;sxhA 

iz’u 25- Delete Pending Bills dk D;k mi;ksx gS \ 

mŸkj % dHkh dHkh fcy rks cu tkrs gSaA Vªstjh Hkh QkWjoMZ gks tkrs gSa 

ysfdu Vsªtjh Hkstuk Hkwy tkrs gSaA eq[; leL;k rd vkrh gS tc fdlh 

dkfeZd dk LFkkukUrj.k gks tk;s vkSj mldh vkbZ Mh VªkalQj djuh gks 

rks ml oDr fcy Pending jgus ls flLVe vkbZ Mh dks VªkalQj ugha 

djsxkA 
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iz’u 26- eq>s lHkh xzqi esa DA dh jsV 9 % ,d lkFk djuh gSA D;k ;g 

lEHko gS \ 

mŸkj % th gk¡] fcydqy laHko gSA vki DA Rate Update esa tkdj is 

deh’ku vkSj Select Order Number viMsV djsaA ,slk djus ij lHkh 

xzqi esa DA viMsV gks tk;sxkA 

                     

iz’u 27- FCA fcyksa ds vkmVj vkSj buj dSls fudkyrs gSa \ 

mŸkj % blds fy, vki Reports > Other Bill Report esa tkdj Advice 

Inner vkSj  Advice Outer fizUV dj ysaA 

Screen  
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iz’u 28- Pay Register Detail dk D;k mi;ksx gS \ 

mŸkj % ;g lHkh dkfeZdksa dk vkWuykbu is iksfLVax jftLVj gSA blesa 

dkfeZd ds osru] HkŸks vkSj dVkSfr;ksa dk fooj.k TV uEcj lfgr gksrk 

gSA  

,d fo’ks"k ckr blesa fdlh dkfeZd dk is jftLVj fudkyuk gks rks 

fdlh xzqi dk p;u djds ml dkfeZd dk uke Show gks tkrk gSA  
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iz’u 29- eq>s ,d dkfeZd dks is fLyi nsuh gSA dkSuls QaD’ku esa tkuk 

gksxk \ 

mŸkj % blds fy, vki fuEu QaD’ku dke esa ysosa  

Reports > Employee Details > Pay Slip Bill Wise 

 

iz’u 30- esjh Ldwy esa ,d dkfeZd dh is esustj vkbZ Mh LFkkukUrfjr 

gksdj vkbZ gSA mls dSls Accept d:¡ \ 

mŸkj % blds fy, vki Authorization > Accept Transferred Employee esa 

tkdj lko/kkuhiwoZd leLr iwfrZ djds Accept dj yhft,A 
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