Bill Group Bulk Update User Manual

Provision has been enabled in DDO’s Login Finance—> Payroll = Add Bill Group WEBADI

Login with Finance Initiator ID:

HR Employee Self Finan
S..

Announcement -
Welcome to Oracle E-Business Suite!

Dear User, While performing a

transaction in IFHRMS system, request

you to click on the corresponding link or

on savelsubmit button only once in

respective application and wait for the

process to complete. Avoid clicking

same button multiple times, while the

previously submitted request is still

being processed by the system.

Dear User, Our team is working on the
server slowness issues with OEM.
Server is working fine now. However, we
expect there may be slowness during
the peak period. So, we will be
continously monitoring the servers and

take necessary actions to avoid

8 *

MIS Reports
(GTN MIS REPORTS)

Add to Favorites

Ensure all Bill Group has been created in DDO Master (As per Web Payroll) for All Post Type & HOA in

your Office:

Ex: 205400099AA, 205400098AB. Post type: Permanent.

Budget Search Payroll Payroll Service DDO Master Bill Reports

Asset Beneficiary EBCards Rent Telephone = Pay Bill Group | Water Card

Bill Group Details

*DDOJOBID | 75170
* Bill Group Name  Permanen
* postType Permanent qQ
* Account Code 20540009844 ., o

@ TIP Fields marked with asterik (*) are mandatory

Retum to List Page

Click Review & Complete three Level Process:

Approval Hierarchy
Initiator/Verifier/Approver Group

* Approver Groups  Common Approval Group - BILLS - 140 [
List of Performers
Position
Accountant]A1/300921

Superintendent|SECTION HEAD|300961
Treasury OfficerHOOI300946

Approval Level

Attachment Details

Add Attachment

Titla Neerrintinn I act lindatad Ry I act lindatad

Sensitivity: Internal & Restricted

Budget Reports Charged ltems Element Entry Details

Review  Cancel

Approval Pending With
16020132932
16020131140
16020130555

Puhlich fn Catalon



Bill Group Bulk Update User Manual

Then go to Finance = Payroll > Add Bill Group WebADI:

Budget Search Payroll Payroll Service DDO Master Bill Reports Budget Reports. Charged Items Element Entry Details

Process | Results Generate Bil Reporte NSD BulkPrecess  Add Bill Group WEBAD!
Process Payroll R

DDO Code 1701|0092/ TO TIRUNELVELI| Office Name

* Period Name  Jul 2019 Q Employee Number

(01-JUL-2019 To 31-JUL-2019)
Pay Bill Group Q

Search  Clear

Add / Update Bill Group | Calculate Arrears | Process Supplementary Run
Select All Select None
= Details
Select Employee Number Employee Name Pay Bill Group
Personal Elements

No search conducted

» Monitor Request Status

Click Call WebADI:
= = = : = =
Budget Search Payroll Payroll Service Bill Reports Budget Reports Charged ltems Element Entry Details

Process Results Generate Bill Reporis NSD  Bulk Process =~ Add Bill Group WEBADI

Please click on below link to proceed further

Call WebAdi

Copyright (c) 1998, 2016, Oracle and/or its affiiates. All rights reserved. Privacy Statement

WebADI Excel File will be downloaded in Your Desktop and Open the Excel file and wait till
document created confirmation (Close Button):

Information

le will be downloaded to your desktop.
en prompted, choose to open the file and to enable macros. If no prompt appears, ensure your browser security seftings allow files to be downloaded

Return

Copyright (c) 1998, 2016, Oracle andior its affiiates. All rights reserved.

Sensitivity: Internal & Restricted
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HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW Sign in

Clipboard Editing

Download

Confirmation

The process has . Press Close to return to the document.

Sheet2 Sheet1

For the Each Employee, have to choose respective Bill Group in Bill Group Column LOV

- bnerad13708 - Excel (Product Activation Failed) x
Oracle INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW Sign in !

Tahoma -lo @ Blen- H

Insert Delete Format
- - - & Clear~

Font Alignment Number Cells Editing
Accountant|Al| 300938

E H

Upl TO CODE Office Name Employee Numbei Employee Name Post Name Post Type HOA Bill Group
Text o Tem “Tent “Tert Tent “Tent Text *List- Teat
1701 DT Tirunelveli 16020132933 SELVIM Accountant|A1|30CP 205400097 AA
1701 DT Tirunefveli 16020132812 Shanmugasundari V Accountant|A1|30CP 205400097 AA
1701 DT Tirunefveli 16020131119 Subbulakshmi P Assistant Treasury (P 205400097 AA
1701 DT Tirunelveli 16020130603 RAMAKRISHNAN V' Superintendent| SE(P 205400097 AA
1701 DT Tirunelveli 16020131079 YOUSUF SULAIKA E Accountant|A1[30CP 205400097 AA
1701 DT Tirunelveli 16020133313 ANU A Additional Treasury P 205400097 AA
1701 DT Tirunelveli 16020133468 RAJATHI § Accountant|A1|30CP 205400097 AA
1701 DT Tirunelveli 16020133418 KASTHURIBAIV  Accountant|A1[30(P 205400097 AA
1701 DT Tirunelveli 16020131140 PAKKEER MOHIDEE Superintendent|SE(P 205400097 AA
1701 DT Tirunelveli 16020133498 Muthukurmari N Junior Assistant|ALLP 205400097 AA
1701 DT Tirunelveli 16020131338 UMAMAHESWARI S Accountant|A1[30CP 205400097 AA
1701 DT Tirunehveli 16020131667 RAJESWARI S SU%EHHtEHdEHt SEP 205400097 AA
1701 DT Tirunehveli 16020131855 Pandi M Accountant|Al \EEI[.P 205400097 AA
1701 DT Tirunehveli 16020131870 DEVADASON R Accountant|A1|300P 205400097 AA
1701 DT Tirunehveli 16020131819 MARIAMMAL P Accountant|A1|30(P 205400097 AA
1701 DT Tirunehveli 16020132990 MANDHINI N Accountant|A1|30(P 205400097 AA
1701 DT Tirunehveli 16020132538 ARUMUGAM M Accountant|A1|30(P 205400097 AA
1701 DT Tirunehveli 16020133021 KAVITHA K Accountant|A1|30(P 205400097 AA
1701 DT Tirunelveli 16020121371 Senthil Ganesan B Accountant|A1|30(P 205400097 AA
1701 DT Tirunelveli 16020131565 VIDAYALAKSHMI] Superintendent|SEIP 205400097 AA
1701 DT Tirunelveli 16020131426 Tamil Chelvan P Accountant|A1|30(P 205400097 AA
1701 DT Tirunelveli 16020131425 POOTHATHAN K Accountant|A1|30(P 205400097 AA
1701 DT Tirunelveli 16020132794 Satheesh A Accountant|A1|30(P 205400097 AA
1701 DT Tirunelveli 16020131749 SANKARGANESH P Superintendent|SEIP 205400097 AA
1701 DT Tirunelveli 16020133127 Aarthi Isabellah V  Junior Assistant|ALLP 205400097 AA
1701 DT Tirunelveli 16020132474 Sivagami P Accountant|AL|300P 205400097 AA

WebADI

Sensitivity: Internal & Restricted
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Oracle INSERT PAGE LAYOUT FORMUL 2 cle Web ADI: Select Bill Group Sign in

Tahoma Select Bill Group ik

Fill -

Insert Delete Format m

Search - - - £ Clear~
Clipboard [ Cells Editing
Select a filter item in the Search By list and enter reduction criteria in the text field,
then press the Go button. To see a list of all items, clear the text field and press the
Go button.

search by [EIEETA ~| % Go

Upl TO CODE Office Name Bill Group
Tew “Tew “List-Tent
1701 DT Tiruneiveli Results
i;gi g¥ ;:;:;:t:“ Results table contains 8 items.
1701 DT Tiruneiveli
1701 DT Tirunelveli Select ltem  Select ~ Cancel
1701 DT Tirunehveli Bill Group &

1701 DT Tirunetveli
1701 DT Tirunehveli - ATO BILL GROUP
1701 DT Tirunetveli
1701 DT Tirunehveli -
1701 DT Tirunetvel D Baa
1701 DT Tirunetveli
1701 DT Tirunelveli -
1701 DT Tirunefveli ~J  JanBiLL
1701 DT Tirunetveli
1701 DT Tirunetveli
1701 DT Tirunetveli
1701 DT Tirunetveli
1701 DT Tirunetveli Staffs
1701 DT Tirunetveli
1701 DT Tirunefveli
1701 DT Tirunelveli O a
1701 DT Tirunetveli
1701 DT Tirunetveli
1701 DT Tirunetveli
1701 DT Tirunetveli

WebADI|

SENITIFNITN

e

Eqtrisiiie

© @

5]
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Note: In Excel Template, Only Bill Group matched to Employee's Post Head of Account
(HOA) & Type (Permanent/Temporary) will be listed in the Bill Group LOV.

Select the Bill Group for respective Employees:

bnerad13708 - Excel (Product Activation Failed)
Oracle INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW Sign in

Tahoma

Fill =
Insert Delete Format m
- - - & Clear~

Clipboard [ Font Alignment Number Cells Editing

Jan BILL

Upl TO CODE Office Name Employee Numbei Employee Name Post Name HOA Bill Group
Terr - “Tem “Tewt “Teut Tem - Terr “List Tent
R 1701 DT Tirunelveli 16020132933 SELVIM Accountant|A1|30CP 205400097 AA Jan BILL )

1701 DT Tirunefveli 16020132812 Shanmugasundari V Accountant|Al|30CP 205400097 AA

1701 DT Tirunefveli 16020131119 Subbulakshmi P Assistant Treasury (P 205400097 AA

1701 DT Tirunelveli 16020130603 RAMAKRISHNAN V' Superintendent|SEIP 205400097 AA

1701 DT Tirunelveli 16020131079 YOUSUF SULAIKA E Accountant|A1[30CP 205400097 AA

1701 DT Tirunefveli 16020133313 ANU A Addtional Treasury P 205400097 AA

1701 DT Tirunelveli 16020133468 RAJATHI S Accountant|A1|30CP 205400097 AA

1701 DT Tirunelveli 16020133418 KASTHURIBAI'V  Accountant|A1[30CP 205400097 AA

1701 DT Tirunelveli 16020131140 PAKKEER MOHIDEE Superintendant| S P 205400097AA

1701 DT Tirunefveli 16020133498 Muthukumari N Junior Assistant|ALLP 205400097AA

1701 DT Tirunelveli 16020131338 UMAMAHESWARL § Accountant|A1[30CP 205400097AA

1701 DT Tirunelveli 16020131667 RAJESWARI S Superintendent|SE'P 205400097AA

1701 DT Tirunefveli 16020131855 Pandi M Accountant|Al|30CP 205400097AA

1701 DT Tirunelveli 16020131870 DEVADASON R Accountant|A1|30CP 205400097AA

1701 DT Tirunelveli 16020131819 MARIAMMAL P Accountant|A1|30CP 205400097AA

1701 DT Tirunelveli 16020132990 MANDHINI N Accountant|A1|30CP 205400097AA

1701 DT Tirunelveli 16020132538 ARUMUGAM M Accountant|A1|30CP 205400097AA

1701 DT Tirunelveli 16020133021 KAVITHA K Accountant|A1|30CP 205400097AA

1701 DT Tirunelveli 16020121371 Senthil Ganesan B Accountant|A1[30(P 205400097AA

1701 DT Tirunelveli 16020131565 VIAYALAKSHMI] Superintendent|SE(P 205400097AA

1701 DT Tirunelveli 16020131426 Tamil Chelvan P Accountant|A1|30CP 205400097AA

1701 DT Tirunelveli 16020131425 POOTHATHAN K Accountant|A1[30CP 205400097AA

1701 DT Tirunelveli 16020132794 Satheesh A Accountant|A1]|30CP 205400097AA

1701 DT Tirunelveli 16020131749 SANKARGANESH P Superintendent|SE(P 205400097AA

1701 DT Tirunelveli 16020133127 Aarthi Isabellah V Junior Assistant|ALLP 205400097AA

1701 DT Tirunelveli 16020132474 Sivagami P Accountant|A1]|30CP 205400097AA

‘WebADI

~one W

‘oo

=

i

© @

5]

MR R MR

BhRER

Sensitivity: Internal & Restricted



Bill Group Bulk Update User Manual

Choose Oracle in Top of Page -> Click Upload:

bnerad137D8 - Excel (Product Activation Failed)
INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW Sign in

YT @@ v =

Show Upload Download Switch Monitor
Filters Responsibility
Data And Graphs Editing Upload And Download Roles Request  Setting

fe Jan BILL

D

DDO CODE Office ame Employee Humbe: Employee Name  Post Name Post Type HOA Bill Group
. . . . o .

Tens e Tew Text Tem Ten Ten *List - Tent
TG301 DT Tirunehveli 16020132933 SELVIM Accountant|A1|30(P 205400097 AA Jan BILL .
TG301 DT Tirunelveli 16020132812 Shanmugasundari V Accountant|A1|30CP 205400097 AA
TG301 DT Tirunelveli 16020131119 Subbulakshmi P Assistant Treasury (P 205400097 AA
TG301 DT Tirunelveli 16020130603 RAMAKRISHNAN V' Superintendent|SEIP 205400097 AA
TG301 DT Tirunelveli 16020131079 YOUSUF SULAIKA E Accountant|A1|30(P 205400097 AA
TG301 DT Tiruneiveli 16020133313 ANU A Additional Treasury P 205400097 AA
TG301 DT Tirunefveli 16020133468 RAJATHI § Accountant]AL|30CP 205400097 AA
TG301 DT Tirunefveli 16020133418 KASTHURIBAIV  Accountant|A1[30(P 205400097 AA
TG301 DT Tirunefveli 16020131140 PAKKEER MOHIDEE Superintendent| SE/P 205400097 AA
TG301 DT Tiruneiveli 16020133498 Muthukumari N Junior Assistant|ALLP 205400097AA
TG301 DT Tirunefveli 16020131338 UMAMAHESWARL S Accountant|A1[30(P 205400097 AA
TG301 DT Tirunelveli 16020131667 RAJESWARI 5 Superintendent|SE'P 205400097 AA
TG301 DT Tirunelveli 16020131855 Pandi M Accountant]AL1|30CP 205400097 AA
TG301 DT Tirunelveli 16020131870 DEVADASON R Accountant]AL1|30CP 205400097 AA
TG301 DT Tirunelveli 16020131819 MARIAMMAL P Accountant]AL1|30CP 205400097 AA
TG301 DT Tirunelveli 16020132990 MAMDHINI N Accountant]AL1|30CP 205400097 AA
TG301 DT Tirunelveli 16020132538 ARUMUGAM M Accountant]AL1|30CP 205400097 AA
TG301 DT Tirunelveli 16020133021 KAVITHA K Accountant|AL1|30CP 205400097 AA
TG301 DT Tirunefveli 16020121371 Senthi Ganesan B Accountant|AL|30(P 205400097 AA
TG301 DT Tirunelveli 16020131565 VIAYALAKSHMI] Superintendent|SE/P 205400097 A4
TG301 DT Tirunefveli 16020131426 Tamil Chelvan P Accountant|ALl|30(P 205400097 AA
TG301 DT Tirunelveli 16020131425 POOTHATHAN K Accountant|A1[30(P 205400097 A4
TG301 DT Tirunefveli 16020132794 Satheesh A Accountant|ALl|30(P 205400097 AA
TG301 DT Tirunelveli 16020131749 SANKARGAMESH P Superintendent| SE/P 205400097 A4
TG301 DT Tirunefveli 16020133127 Aarthi Isabellah v Junior Assistant|ALLP 205400097 AA
TG301 DT Tirunefveli 16020132474 Sivagami P Accountant|Al|30CP 205400097 AA
‘WebADI

Select Flagged Rows and choose Upload:

Oracle INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW Sign in

Y ®® u
Show Upload Download Switch Monitor

Filters Responsibility
Editing Upload An

Upload Page
% || JanBILL Upload Parameters

D
O AllRows

Rows to Upload

upl TO CODE @ Flagged Rows
Text

R 1701 [ Validate Before Upload
1701
1701 [ Autematically Submit Import
1701 S o

1701 All Rows
LA01 Commit Rows.

1701 (O Each Row
1701
1701
1701
1701
1701
1701
1701
1701
1701
1701
1701
1701
1701
1701
1701 DT Tirunelveli 16020131425 POOTHATHAN K Accountant|A1[30(P 205400097AA
1701 DT Tirunelveli 16020132794 Satheesh A Accountant|ALl|30(P 205400097 AA
1701 DT Tirunelveli 16020131749 SANKARGAMESH P Superintendent| SE/P 205400097 A4
1701 DT Tirunefveli 16020133127 Aarthi Isabellah V  Junior Assistant|ALLP 205400097 AA
1701 DT Tirunefveli 16020132474 Sivagami P Accountant|ALl|30(P 205400097 AA

WebADI|

Close  Upload

it

Sensitivity: Internal & Restricted
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Oracle INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW Sign in

Y ®® u

Show Upload Download Switch  Monitor
Filters Responsibility

Data And Graphs Editing Upload An
P ¢ P Upload Page

£ || JanBILL Processing: Upload

D Uploading the document
‘Your document is being uploaded to the server. Press Cancel to stop this process.

upl TO CODE +  Data on deskiop sent
Tew o The upload process has started.

R 1701
1701
1701 Cancel
1701
1701
1701
1701
1701
1701
1701
1701
1701
1701
1701
1701
1701
1701
1701
1701
1701
1701
1701 DT Tirunelveli 16020131425 POOTHATHAN K Accountant|A1[30CP 205400097AA
1701 DT Tirunelveli 16020132794 Satheesh A Accountant|A1|30CP 205400097AA
1701 DT Tirunelveli 16020131749 SANKARGANESH P Superintendent|SE(P 205400097AA
1701 DT Tirunelveli 16020133127 Aarthi Isabellah V Junior Assistant|ALLP 205400097AA
1701 DT Tirunelveli 16020132474 Sivagami P Accountant|A1]|30CP 205400097AA
‘WebADI

SN

w o

o=

© G
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Bill Group for the Employee is Successfully Uploaded:

HOME Oracle INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW Sign in

Y o o =

Show Upload Download Switch  Monitor
Filters Responsibility

Data And Graphs Edit] Upload Ar
ata And Grap! diting PIOad AN |1 Page

f Jan BILL [F Confirmation

D The upload process has completed with the following status:
+ 1 row(s) successfully uploaded

upl TO CODE Please select Close to return to the spreadsheet.
“Terr
1701
1701
1701
1701
1701
1701
1701
1701
1701
1701
1701
1701

CEiENt

Budget Search Payroll Service DDO Master Bill Reports Budget Reports Charged items Element Entry Details

Process  Resulls Generate Bill Reporis NSD BulkProcess Add Bill Group WEBADI

Process Payroll

DDO Code 1701]0092|TO TIRUNELVELI| Office Name
* period Name  Jul 2019 Q Employee Number
(01-JUL-2019 To 31-JUL-2019
Pay Bill Group  Jan BILL Q

Account Number :205400097AA Post Type
Permanent

Add | Update Bill Group ~ Calculate Arrears  Process Supplementary Run
Select All Select None
. Details
Select Employee Number Employee Name Pay Bill Group Office Post
Personal Elements

O 16020133418 KASTHURI BAI V JanBILL DT Tirunelveli Accountant/A1|300937 ;8 3

O 16020132933 SELVIM JanBILL DT Tirunelveli Accountant/A1|300905 ;8 3

» Monitor Request Status

Sensitivity: Internal & Restricted



