Annexure-ll to the letter No.500-163/2019-20/CA-111/BSNL dated 12.03.2020

Following procedure for leave encashment processing:-

1* stage:-

Last Basic pay should be validated with Basic pay accepted by CCA and if any discrepancy found
then kindly correct the Basic pay in ITO008 of SAP and run t code ZHR_VRS HR_CHECK so

that all calculation of Leave encashment , Ex-Gratia and Gratuity .

For down loading the data of Leave encashment kindly run the following
tcode ZHR_VRS _LE_SANC_PROC then following screen will appear:-

Kindly fill the PA and PSA as shown below

VRS LE Sanction Process Report

>

Input Selection
Personnel Number to ||J_-? |
Personnel area 3000 to ||J_-? |
Personnel subarea 3001 to |5> |

then execute the report then following screen will appear. kindly without select all checks , kindly
down load the data in excel .

9 " «HIQGe alaliv]
SAP
EL SELECT ALL CHECKS - DeSelect Al
AFE EEE R OEED R ALY B FE B W
~%er  PersMo. C/C EmpName Substa PA  |PArea | Subarea PSub | Basic Pay DA Perc \ﬁ‘E’LBS___ ELDO_HPL HPLD TotalL DOTPayme BSNLPay BSNL+ Se Separated On Pan Ho
1 98006293  SATYANA SDE 3000 Rgjast 3001 CO, 46460.00 15730 7308200 0 267 0 3 300 12189442 (.00 11894 15 0L02.2020 ADZPG3914B
2 98008259 NAVAL KIS DGM (3000 Rajast 3001 CO,. 60,620.00 157.30 95,395.00 0300 0 0 300 1,558,750, 0.00 1,559,715 01.02.2020 ABBPG7219D
3 98009862 MITTHU K, Assista 3000 Rajast, 3001 CO,. 19,640.00 157.30 30,8%4.00 178 12 0 0 300 205,504.93 299,835, 505,340 15 01.02.2020 ALZPK4334A
4 08009930 MAHESHK  Assista 3000 Rajast, 3001 CO,. 19,640.00 157.30 3080400 215 85 0 0 300 143,179.67 362,160, 505,340 15 01.02.2020 BASPSBG29E
5 98106791 RAMITLAL _ Office 3000 Rajast 3001 CO, 24,950.00 157.30 3924600 58 242 0 0 300 517847.73 124,112, 641,960 15 01.02.2020 ADCPM15L
b 98110522 VED PRAK . Office 3000 Rajast 3001 CO,. 31,550.00 157.30 49,628.00 72 228 0 0 300 616,952.80 194,827, 811,780 15 01.02.2020 ABNPG320
v 08110811 SHANTI LA Office 3000 Rajast 3001 €O, 31,550.00 157.30 49,628.00 3 mo 14 174 303,004.33 10,8237 313,888 15 01.02.2020 ADDPS4898L
0 08111501 SHANKAR DGM 3000 Rgjast 3001 CO, 59,690.00 157.30 9389200 13 2867 0 0 300 1469267, 66,5522 15358 15 0L02.2020 ABSPMBT14C
] 0 08111669 BHURAMA_ AO 3000 Rgjast, 3001 CO,. 48,690.00 157.30 76,589.00 106 1% O 0 300 810,137.53 442,652, 1,252,715 01.02.2020 ABMP4Z30G
1| 10 98111687 SITARAM _ DGM( 3000 Rajast 3001 CO,. 59,740.00 157.30 93,971.00 112 18 O 0 300 963,255.60 573,834, 1,937,115 01.02.2020 AFPPS3124K
1 11 98111929 RAM KISHA  Office 3000 Rajast 3001 CO,. 31,520.00 157.30 49,581.00 116 184 O 0 300 49741947 313,500, 811,010 15 01.02.2020 AGLPMO829]
B 2 98112066 RAMAWTA A0 3000 Rajast, 3001 CO, 53,610.00 157.30 8432000 83 217 0 0 300 99773877 381,631, 13793 15 01.02.2020 ADHPK2O05F
1 13 98112460 JAYESHKU SDE 3000 Rajast 3001 (O, 41,350.00 157.30 65,044.00 96 203 0 1 300 721,705.96 340460, 1,0621 15 01.02.2020 ABFPB3BS0K
|4 98112933 PREMPRA  Office 3000 Rajast 3001 CO, 31,550.00 157.30 49,628.00 224 79 0 0 300 213,768.73 598,011, B11,780_ 15 01.02.2020 ACFPGO746G
7[5 98113381  SHANKAR Senior 3000 Rgjast 3001 €O, 35900.00 157.30 5647100 101 199 0 0 300 61272763 310,982, 923710 15 01022020 ACCPMI02
1| /16 98116628 SURESHK_ AO 3000 Rgjast, 3001 (O, 53,610.00 157.30 8432900 16 284 0 0 300 1,305,822, 735674 1,3793. 15 01.02.2020 ACWPKS6(
1 17 98200700 UMRAQ 51 Office 3000 Rajast 3001 CO,. 31,550.00 157.30 49,628.00 102 198 O 0 300 2535774.80 276,005, B11,780 15 01.02.2020 AAEPYS82
1] 18 98201104 KAMLESH ~ Office | 3000 Rajast 3001 CO,. 31,550.00 157.30 49,628.00 o300 0 0 300 811,780.00 0.00 811,780 15 01.02.2020 ACIPV4987G
1 19 98201335 BHAGWAN  Office 3000 Rajast 3001 CO, 31,550.00 157.30 49628.00 15 283 O 0 300 771,191.00 40,589.0 811,780 15 01.02.2020 APGPS7027C
| 20 98201684 RAJENDRA DGM (3000 Rajast 3001 CO, 61,540.00 157.30 96,802.00 10 290 0 0 300 1,530,639, 52,7806, 1,5834 15 01.02.2020 ADWPGI6O
1 21 98208907 RAMBAKA ~Office 3000 Rajast 3001 CO,. 32,500.00 157.30 51,123.00 03 0 0 300 836,230.00 (.00 836,230 15 01.02.2020 ACWPKB63




Then compare the Basic pay of CCA with Basic pay down loaded. In both data PAN number is
unique. Then two scenario will happened ,

1. BASIC PAY of CCA and BASIC PAY of SAP both are same, then such data is correct and ready
of issuing leave sanction memo.

2. BASIC PAY of CCA and BASIC PAY of SAP both are differ then in such type of cases at first
kindly correct the 1TO008 basis pay, then run t code ZHR_VRS HR_CHECK and again down load
the data through t code ZHR_VRS_LE _SANC_PROC and compare again the basic pay then you
will found that both Basic pay are correct.

After correct the basic pay, run t code ZHR_VRS HR_CHECK again with pernrs which are fit for
leave encashment in all respect. For example pern 98908998

VRS LE Sanction Process Report

(&
Input Selection
7l ————
Personnel Number 98903998 tao Ebl
= L S
Personnel area 3000 to
Personnel subarea 3001 to E’l

Then following screen will appear:-

SAP

[ELSELECT ALL CHECKS  [Ef-DeSelect Al

Q) 2] [=[DEL=) [DEED) & F]@IE L) (& Ll ) (2] JE ) D) G

Status Seral = Pers.Mo. Change On|Changed By Employee Name Substantive Designati  PA  Personal Area Text Subarea|P5y
B 1 98908998 BABU SINGH RAJFOOT AO 3000 Rajasthan Telecom Circle 3001 CO

Then click press save button.

M -I:M 56 0=

SAP

[ SELECT ALL CHECKS  [fDeSelect Al

HEE) [=RELD) DREED EEFRERL E L L 2 J& ) ) [

Status Seral | Pers.Mo. Change On Changed By Employee Name Substantive Designati PA  Personal Area Text Subarea PSub Text  Basic Pay DA Perc
¥ 1 98908998 BABU SINGH RAJPOOT AO 3000 Rajasthan Telecom Circle 3001 CO, Jaipur 54,610.00 157.30

Then following screen will appear:-



[= Information *

r T
|1| I_LE Sanction Updated Successfully .

After processing the leave sanction for perns then same will not be appeared again the run
tcode ZHR_VRS_HR_CHECK .

For example when run tcode again following screen will appear:-

[= Information

Ii' ZND Data ,

It means Leave encashment has been processed for pernr 98908998 After leave encashment
processing, Now 2nd authority will verify the leave encashment . For which another t code will be

run ZHR_VRS_LE_VER_PROCS

when run the t code then following screen will appear:-

SAP
ELSELECT ALL CHECKS [ DeSelect Al
@2 @G DERD EEEtFIEy LIEe B JE W&
Statws Seral Persio, Change On Changed By Sajction Varfication Status Employee Name Substantive Designati PA  Personal Area Text  Subarea PSub Text Basic Pay DA Perc D

0 1 98906998 12.03.2020 12:39:3 = 968906938 & BABU SINGH RAJPOOT A 3000 Rajasthan Tekecom Crcle 3001 €O, Japur 34,610.00 157.30 85,902.00

For each record , verifier should select through drop down , either correct or incorrect. there
after click on select all checks then following screen will appear.



SAP

[EL SELECT ALL CHECKS  [5-DeSelect Al

&3 DR DEROEERIERL)ELs ) (26 & ) G ]

Status Seral .| Pers.No. Change On Changed By Sanction Verification Status Employee Name Substantive Designati_  PA|
[?] 1 08008998 12.03.2020 12:59:5 08008098 SANCTION AMT CHECKED AND FOUND CORRECT £ BABU SINGH RAJPOOT AO 30
or
SAP

R SELECT ALL CHECKS  [ERDeSelect Al

[Qlee]2) [=RIELo]) DIRERD) & ERE L) B L (]l J& ) b))

Status Seral | Pers.No. Change On Changed By Sanction Verification Status Employee Name Substantive Designati  PA
¥l 1 098908998 12.03.2020 12:53:5_ 983080308 SANCTION AMT INCORRECT E] BABU 5INGH RAJPOOT AD 3000

Note :- if Sanction amount incorrect then each time this data is again and again appear for correction
and leave sanction memo will not be generated.

There after click on save button.

[E System  Help
& -
SAP

eae HE @

[ELSELECT ALL CHECKS  [F-DeSelect Al

][22 [&E]ELR] [CIEEID] [&F]@)E L B L] [2]e & ] k)
Status Seral | Pers.MNo. Change On Changed By Sanction Verification Status Emplor
=] 1 98908998 12.03.2020 12:59:5 98908998 SANCTION AMT CHECKED AMD FOUMD CORRECT Z BABLU

if following error is comes

i Mo Authorization for Verification

That means leave encashment processing and verifier both same. There is a check in system that
processing and verifier both should not be same.
when 2" authority run the t code and save the data then following screen will appear:-



[= Information

|1| LE Sanction Updated Successfully

Note: - Above both work can be done either by accounts wing or HR wings.

Now Leave sanction memo can be issued for which t code ZHR_VRS _LE_SANCTION will be run.
When run the tcode, then following screen will appear. Fill only personal area and personal subarea

without any pernr

VRS LE Sanction MEMO Report

&
Input Selection
s e
Personnel Number | to E“l
Lo L —
Personnel area 3000 to
3001 -

Personnel subarea

Input Selection
[ |Re-Print MEMO Report
MEMO S5eq Mo

and execute the tcode then following screen will appear. At this stage, you can stop the memo for
particular employee by selection NO otherwise you have to select yes and tick all checkbox

SAP

ELSELECT ALL CHECKS  [fDeSelect Al [ ) Sanction MEMO

&) 2] 2] [ DimLE) DR EERIEEL &L L) =6 & )0 ]

Change On|Changed By Sanction Amout Is Corre  Remarks For Sancti | Employee Name

4

Status Seral | Pers.No.
[ 1 500551 06.03.2020 09:29:1 PARTHOO2 NO ] DIMESH CHAMDRA SHARMA
[ 2 98003816 06.03.2020 09:29:1 PARTHOOZ YES g SURA] MAL
[ 3 08908998 12.03.2020 12:59:5 PARTHO02 YES g BABL 5IMNGH RAJPOOT

Note:- At a time only Maximum Six employees sanction memo can be generated hence kindly ticked
only six . If you ticked more than six, system will give error and click on sanction memo button.




SAP

[ELSELECT ALL CHECKS  [f-DeSeléct Al [ Sanction MEMOQ

S22 [ [DiE0) DRIED) EF] )5 ) B L

([Ee J& )&= ) &)

F]

Status Seral | Pers.Mo. Change On Changed By Sanction Amout Is Corre_ | Rermarks For Sancti Employee Name Substs
] 1 500551 06.03.2020 09:29:1  PARTHO02 MNO g DINESH CHAMDRA SHARMA AOQ
[ 2 98003816 06.03.2020 09:29:1  PARTHOOZ YES ] SURAJ MAL ASSIS)
[_..r] 3 08908998 12.03.2020 12:59:5  PARTHO02 YES g BABU SINGH RAJPOOT AQ

then system will generate the leave sanction memo button only for two employees for which yes is
selected

Note:- if you select No then remark is required otherwise system is give error

1 F

i) Please Maintin Remarks

SAP

[ELSELECT ALL CHECKS  [5LDeSelect Al [ Sanction MEMO

S22 [xD]ELD] [DEED) [ EF] R E L) (2@ J& =) k)

Status Seral | Pers.No. Change On | Changed By Sanction Amout Is Corre  Remarks For Sancti . Employee Name Substantive Designati  PA
v 1 500551 06.03.2020 09:29:1 PARTHO0Z MO e} [BY |Court order jDINESH CHAMDRA SHARMA AD 3000
¥l 2 08003816 06.03.2020 09:29:1 PARTHO0Z YES e} SURAJ MAL ASSISTANT TELECO_ . 3000
¥l 3 08908998 12.03.2020 12:59:5  PARTHO0Z YES e} BABU SINGH RAJPOOT AO 3000

then again click on sanction memo then following screen will appear:-




e g9 Frm fafes
{ 417 §FEQ W IR
EHARAT SANCHAR MIGAM LIMITED
A Gmt. Of m-a&'r:w--m
MNo. VRS-2018/3000:3001 /L eave Encashment 0000300008

Daile 12.03.2020
ORDER

Sanction of the competent authority is hereby conveyed for payment of Rs.  1881130.000- { EIGHTEEN LAKH EIGHTY OME
THOUSAMD ONE HUMDRED THIRTY Rupees Only), to the following Executives/Mon-Executives, who are retiing on WRS on 31.01_.2020
(ASM) towards leave encashment as per details given below:-

| | =
o M’ P oW leascray  (Deamount |Thay o lBsnL [DoT |BsnL[poT |poTam [Bsmiam |cacuLsmon Howiebr ot
3 Feriod |Perind |Feriod|Fesind
SB003E16 - SURA) EL-2{300F £7e0.00V30
1 BAA ! AESISTANT 3000 00 12500.00 241 00 4780100 |52 48 o 1] IS0IFE0 BS&SZ 00 | HPL-- 478040.00
TELECZTH TECHMICIAN (D00 £7501.00/2 V30
- BL-0{300r 14051200020
2 ?A%EE. AT 3000 o SAsN0.00 SS90z 00 10512 00| 193 107 o 1] S0 180 SOF=S1.00| HPL- =lE120.00
? (OO0 140=12.007 §30
{ EIGHTEEN LAKH SIGHTY ONE THOUSAND ONE HUNDRED THIRTY Rupess Only) Total 1881130 00

3 The expenditure involved is debitable to major head "S010311"-DOT and "S010312" -B5ML Leave encashment and will be meat
from the sanctioned grant for the cument financial year.

Copy to:-
1. Executives ! Mon-Executives concemed. ES amtiaaae 38
2. Pay Bill Section/Cash Section/(R&P)BSHNL CO. Chief Accounts Officer (L /A)
Mobile Mo, Do,
3. Order Bundle.

Now kindly start leave encashment processing work up to issuing leave sanction memo.

This activity has to be completed by 16™ March 2020.

Note :- Leave encashment payment processing will be issued shortly. If any issue, kindly
contact to core team member.




