How to prepare Teachers Online Monthly Salary Requisition
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Step 1:) Click on TEACHERs' MONTHLY SALARY INFORMATION (Click to expand)
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Step 2:) Click on Teachers' Monthly Salary Details #% %%+ Teachers' Monthly Salary Details >

WAV OVERNMENT OF WEST BENGAL

HOME ABOUTUS DEPARTMENT STUDENT TEACHERS EMPLOYEES RTI GRIEVANCES DOWNLOADS RECRUITMENT

2ot SCHOOL TEACHERS SALARY

= N it or wean o8 psrmumion. Narme of yourschool L jppee—

SEND SALARY REQUISTION fr—

Send Salary Requisition For The Moath:  March [v] 2¢ # [

AR FCEF A GUH AT A >

Az A e @e (@ W Salary Requisition G2 STHa A a4t At wi4fie Salary Requisition % smE
2ed =9 AINR) >



Step 3:) Click on SUBMIT button.  ‘SUBMIT® a5 #1& a%+ >
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Step 3:) A) On this page you need to put the value of Basic Pay, PF, PF Loan & |. Tax (CPF &
Spl. Pay if any) . Use “Tab” key or “Arrow” key to enter DATA. Don’t use “Enter” key.

B) DA, HRA, MA, P.Tax will be calculated automatically.
C) You can also modify the value of above mentioned field.
D) In this page you have to enter the Salary of all staff of your school (Except Para-Teacher).
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E) After verification of all data click “SAVE” button to continue.
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Step 4:) Click on “OK” if you have entered the correct data, otherwise click “Cancel” to edit
again.
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Step 5:) If you don’t need to modify click on “Click here for Finalization”. Remember you can
not change the data after finalization for the month. Else click on “Click here for Another

Entry”.
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You can’t add or modify the Salary details for the month.
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Step 6:) a) Then click on “HOME OF HEAD OF INSTITUTION, XYZ HIGH SCHOOL “
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c) Click on “Print Teachers' Monthly Salary Details”
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Step 7:) Select as per your requirement to download the Salary bill for the month and click
on “SUBMIT” button. Print the downloaded file.
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