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About Ascent Consulting Services Pvt. Ltd.

People Management is a key business function that has a direct impact on competitiveness,
efficiency of operations, and long-term profitability of an organization. Which is why,
organizations have been investing enormous time and resources in the HR function, which

diverts focus from the organization’s core business.

Ascent Consulting precisely addresses this anomaly through its 360 degree HR Management
Solutions that transform the HR service delivery. While these solutions accomplish cost
reduction, greater efficiencies and improved quality, our larger effort is aimed at improving

organizational efficiency and not just creating incremental change.

AscentHR has achieved this by building the right mix of skills and knowledge required for an
effective Outsourced HR Management function. Our solutions employ a matrix of technology,
domain expertise, streamlined business workflow, and highly skilled people to create

tangible, measurable, performance improvements throughout the client's organization.

AscentHR is recognized as one of the most trusted partners in this business by clients around
the world. We work as an extension of our client's business. Our management and delivery

teams are passionate about building efficiencies in our client’s business.

Our bespoke technology solutions for HR Needs are unique in the industry and are backed by
the best of industry practices in Data management, Information Security, Data Privacy,

anywhere access and very user friendly processes.

At AscentHR automation of all the functions is achieved through a robust, configurable and
comprehensible HRMS application which caters to diverse organizational strategies and

standards.
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About this Manual

This manual provides guidelines for the user on Smart Reports — How to generate various

reports using filters — How to download reports in various file format.

Intended Audience

This manual is intended for AscentHR Clients

Document Conventions

In this manual, certain words are represented in different fonts, and sizes.
Bold indicates the name of menu items, options, dialog boxes, windows and functions.

Additionally this document has different strategies to draw User attention to certain pieces
of information. In order of how critical information is to your system, these items are marked

as a note, and tip.

Icon Purpose

@ Note

O Tip
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Login to the Smart Reports (With OTP)

In order to access smart report, follow these steps:

1. Login into PowerHR site.

2. Navigate to HR Support page and click the Smart Reports link.

Home Admin Employee HR Support Company Downloads

r )
HR Support l§ smarT ReporTs [JRLCPEONS
\ h / @ PR Query Management

My Team

@ HR Query Management
Admin Payinfo
@ Leave Management

@ HR Report

Figure 1: User Clicks Smart Reports link

3. Type the OTP sent to the registered email id

Please Enter OTP *

Copyrights | ASCENTHR | © 2018. All rights reserved.

Figure 2: User Enters the OTP

4. Click Submit, to be navigated to Dashboard Page as shown below.

v If OTP authentication is not defined, user navigated to Dashboard page once

he/she clicked Smart Reports link.
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Smart Reports

e Navigation within the application is through menus. Smart Reports has the following

menus

v" Dashboard
v' Report

v" Download

Dashboard

e Post Login, user views Dashboard page as default with various sections as shown in

the below screenshot.

Select the From & To

period from the Welcome UL0O093 v
calendar to view data

Py for the selected period.
Dashboard | ciickheretogoto Aug-2017 =] Jan-2018 =]
. Report page

B Gross Salary & Net Pay Head Count Details
000 50
19L 1L 19L 15L .
000 45
18L 40 £
5000 1L 1L LL 30
0000 L 25
0 20
. 1.6L 15
160000 1
10 —
o
155000 o 55
0000 0000 0000 0000 0000 o [oo
150000 ool
Jul2017 Aug-2017 Sep-2017 Oct2017 Nov-2017 Dec-2017 Jul2017 Aug-2017 Sep-2017 Oct2017 Nov-2017 Dec-2017
NetPay GrossSalary Active Newdoinee [ Resignee HoldSalaryRelease HoldSalary
Male/Female Ratio Tax Paid Details
100
% 15K
80
s 15K
60
15K
20
10
0 0 0 0 0 0
0 Jul-2017 Aug-2017 ISR Sep-2017 EEEEM Oct-2017 Nov-2017
Jul2017 Aug-2017 Sep-2017 Oct-2017 Nov-2017 Dec-2017 S o017
Male Female

Figure 3: User views Dashboard Page

e User views various sections on dashboard page such as:

v' Gross Salary & Net pay
v" Head Count Details

V2
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v" Male/Female Ratio
v' Tax Paid Details

Select the From & To period from the calendar & click Refresh Graph to view details

for the selected period.

e Click Report menu, and will be navigated to ‘Report’ page as shown in the

screenshot below.

Report

¥

Welcome UL0093

Jan-2018 =]

View Report

Bank Advice

Salary Reports

Processing Time

CTC Reports
Master Reports
Statutory Reports

Variance Reports

Figure 4: User Views Reports page

e In Report page, user can view the reports related to following sections.

Bank Advice
Salary Reports
CTC Reports
Master Reports

Statutory Reports

AN N N NN

Variance Reports

e Under Bank Advice section user can view & download the following reports.

v" Bank Advice Active Report
v" Bank Advice Consolidated Report

Ng .
TASCENT.
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Weicome UL0093  ¥¥

8

Aug-2017 =]

Bank Advice View Report
Excel
i 0 Summary Cheque Negative HDFC
Bank Advice Active Y g g B POF

il

i}

Descass @ Delimited
Bank Advice Pay Advice Summary for the month of 8-2017
Consolidated
Bank Name No Of Employees Net Pay
HDFC 4 127657
Salary Reports Cheque 1 45766
Total 173423
CTC Reports
Net pay as per salary register 173423
Master Reports Difference 0
Total of negative salary 0
Statutory Reports
Difference 0

Variance Reports

Processing Time : Osec

Figure 5: Bank Advice Section

e Under Salary Reports section user can view & download the following reports.

Cost Center Report

F and F Register Report

Hold Salary Report

Negative Salary Report

Salary Register Active Report

Salary Register Consolidated Report

Variable Pay Report

DN N NN W N NN

Zero Salary Report

Aug-2017 ]
Bank Advice View Report Export To  ~
“Sale @ Excel
Salary Reports [ ——
® POF
Cost Center report for the month of 8-2017
F and F Reglster SLNO UNIT Basic H.R.A Conv  Medical L.TA Special Allow Tel Reimb GROSS_EARNING PT_DED Income Tax_DED Salary Ad
1 GENERAL 92,947.00 37,180.00 8,000.00 6,250.00 1,971.00 34,548.00  5,000.00 185,896.00  600.00 1.541.00
92,947.00 37,180.00 8,000.00 6,260.00 1,971.00 34,648.00  6,000.00 186,896.00  600.00 1.641.00

Hold Salary

Negative Salary

CTC Reports

Figure 6: Salary Reports Section
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e Under CTC Reports section user can view & download the following reports.

v' CTC Checklist Report

v' CTC/FBP Eligibility Report

Welcome UL0093 w

-

Aug-2017 =]
= Bank Advice View Report
Excel
Salary Reports CTC Detail
@ PDF
CTC Reports @ Delimited
CTC report for the month of 8-2017
CTC Checklist
SLNO EMONTH EYEAR ECODE ENAME EFNAME DESIGNATION EDOJ NEW_JOINEE EDOL EMPL_STAT EPAY_GRADE EE
1 8 2017 SREEKANTH KN SOURCING  03/06/2013 No 31/12/2017 ACTIVE GENERAL BA
CTC/FBP Eligibility G GOPALSWAMY EXECUTIVE
i 2 8 2017 SRIDHARA  TRAMANNA SR 11/10/2013 No ACTIVE GENERAL BA
= - NR ASSOCIATE
Master Reports SHALILY
3 8 2017 BHAWANI  HANUTARAM WAREHOUSE 15/02/2014 No ACTIVE GENERAL Jo
Statutory Reports SHANKAR EXECUTIVE
4 5 2017 NILAP PRATAP Qc 01/08/2013 No ACTIVE GENERAL DE
Variance Reports SINGH SINGH BISHT ~ EXECUTIVE
BISHT S

Processing Time : 0sec

Figure 7: CTC Reports section

e Under Master Reports section user can view & download the following reports.

Employee Master Report
Employees with PAN Report
Employees with UAN Report
Employees without PAN Report
Employees without UAN Report
Head Count Report

Hold & Release Report

Missing Account No Report
Missing Email ID Report

New Joinee Report

AN N N N Y N N N N N

Resignee Report

V2 :
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Welcome UL0093 ¢

-

Aug-2017 =]
- Bank Advice View Report
2
Excel
Salary Reports Employee Master
@ POF
CTC Reports @ Delimited
( Master Reports \
SLNO EYEAR EMONTH ECODE ENAME EFNAME MAILID EBRANCH EUNIT  EMPL STAT ECITY ESTA
Employee Master 1 2017 August SRINIVASAMURTHY GOPALA RAO BANGALORE GENERAL RESIGN
HG
Empl with PAN
Tpryees W 2 2017 August SREEKANTH G KN BANGALORE GENERAL ACTIVE
GOPALSWAMY
Employees with UAN 3 2017 August SRIDHARAN R TRAMANNA BANGALORE GENERAL ACTIVE
gm‘“‘“ees eticRl 4 2017 August BHAWANI HANUTA RAM JODHPUR ~ GENERAL ACTIVE
AN SHANKAR s

Employees without
UAN

Processing Time : 0sec
Head Count

Hold & Release

Missing Bank
Account No

Missing Email ID

New Joinee

Statutory Reports

Variance Reports

Figure 8: Master Reports section

e Under Statutory Reports section user can view & download the following reports.

ESI Report

LWF Report

PF Checklist Report
PT Report

AN N NN

TDS Report

V2 :
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&
Bank Ad

B an vice
Salary Reports
CTC Reports

Master Reports

[ Statutory Reports \

=]
LWF

PF Checkist
T

TDS

N/

Variance Reports

View Report

ESI Detail

ES| Report for the month of 8-2017

SLNO ESISUBCODE ECODE ENAME WDAYS ESIWAGE ESI ESIEMPLOYER

0.00 0.00 0.00

Figure 9: Statutory Reports section

v’ Salary Variance CM LM Report

v’ Salary Variance CTC_ CM Report

Welcome ULOD93 77

Aug-2017 =]
ExporiTo ~
Excel
PDF
B Delimited

STATUS ESICODE EDOL EBRANCH ESIREASON

Processing Time : Osec

Under Variance Reports section user can view & download the following reports.

Welcome UL00S3 b+d

&
Bank Advi

- ank Advice
Salary Reports
CTC Reports

Master Reports
Statutory Reports

Variance Reports

Salary Variance-CM
M

Salary Variance-CTC
cm

View Report

Salary Variance CM LM

Salary Variance CM LM report for the month of 8-2017

SLNO CODE NAME BRANCH EMPL_STAT_CM

! SREEKANTH BANGALORE ACTIVE ACTIVE
G

2 SRIDHARA  BANGALORE ACTIVE ACTIVE
NR

3 BHAWANI JODHPUR ACTIVE ACTIVE
SHANKAR

4 NILAP DELHI ACTIVE ACTIVE
SINGH
BISHT

Figure 10: Variance Reports section

To download any report, follow below steps:

Example: Salary Variance CTC_CM Report
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Aug-2017 =]

Excel
PDF
B Delimited

EMPL_STAT_LM DOJ_CM DOJ_LM LOPD_GM LOPD_LM GROSS_EARNING_CM GRO

40,064 00

3443800

32,376.00

31,718.00

»

Processing Time * Osec
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1. Click Salary Variance CTC_CM Report link as shown in the below screenshot.

2. Select the period from the calendar & click Enter to view details for the selected

period as shown below.

Select the period from Weicome UL0093 ¥

®
= Bank Advice
)
Salary Reports
CTC Reports

Master Reports

Statutory Reports

Variance Reports

Salary Variance-CM

M

Salary Variance-CTC

CM

the calendar to view
data for the selected

period
Aug-2017 =)

View Report 3 -Em

@ Excel
Salary Variance CTC_CM
- PDF
Daseaa @ Delimited
Salary Variance CTC CM report for the month of 8-2017
SLNO CODE NAME STATUS DOJ If New Joinee LOP DAYS ARREARDAYS CTC TOTAL PAYSLIP CTC GROSS SALARY VARIANCE VARIA
1 DS0002 SREEKANTH ACTIVE 0.00 0.00 43.313.00 40.064.00 40064 0
G
2 DS0003 SRIDHARA  ACTIVE 0.00 0.00 37,231.00 34,439.00 34439 0
NR
2 DS0004 BHAWANI ACTIVE 0.00 0.00 35,000.00 32,376.00 32376 0
SHANKAR
- DS0005 NILAP ACTIVE 0.00 0.00 34.290.00 31,718.00 31718 0
SINGH
BISHT

Processing Time : 0sec

Figure 11: User Exports Report

3. Select the Export To type file format to export the report successfully.

Salary Variance CTC CM

Page | 14

H ©- = CTCCMVARIANCE 2017_Aug.xdsx - Excel Prasanth R.
Insert  Pagelayout  Formulas  Data  Review  View  Help O Tell mewhat you want to do

2 ¥ Calibr Suoeaa = - S WiepTet General SR i ’;5 gim Bx @ Zautosum - Acy p

Past: B Copy - =a= o 09 Conditi | Fo nt Cell IEErt DEE\Iat F it F‘H' SZrt&F d &

T e ® 1 U S Buewacm - §-% 0 |03 S OTIE 0 b ol g, e R

Clipboard F] Font F] Alignment ] Number 7] Styles Cells Editing ~
B9 v 5 -
A B C D E F G H 1 ] K L M N -

1 |Client Name

2 Salary Variance CTC CM report for the month of §-2017

3 |SLNO CODE NAME STATUS |DOJ If New Joinee |LOP DAYS [ARREAR DAYS |CTCTOTAL |PAYSLIP CTC |GROSS SALARY |VARIANCE |VARIABLE PAY |REIMBL PAY |CTC ARREARS |1
4 |1 2|SREEKANTH G ACTIVE 0.00 0.00) 43,313.00 40,064.00| 40,064.00 0.00 0.00 0.00 0.00|
52 3|SRIDHARA N R ACTIVE 0.00] 0.00] 37,231.00 34,439.00 34,439.00 0.00] 0.00] 0.00] 0.00

6 [3 4|BHAWANI SHANKAR |ACTIVE 0.00 0.00) 35,000.00 32,376.00 32,376.00 0.00 0.00 0.00 0.00|
74 5|NILAP SINGH BISHT _|ACTIVE 0.00] 0.00| 34,250.00 31,718.00 31,718.00 0.00] 0.00] 0.00] 0.00

8 [5 v ACTIVE 0.00 0.00) 51,133.00 47,299.00| 47,259.00 0.00 0.00 0.00 0.00]

9 200,967.00 185,896.00 185,896.00 0.00] 0.00] 0.00 0.00
10

1

12

13

14

15

16

17

18

19

20

21

22
2l -

Figure 12: Salary Variance CTC_CM Report — Sample (Excel)
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CTCCMUA - [of
File Edit Format View Help

ClientName,salary variance CTC M report for the month of 8-2017,

1,2, SREEKANTH G,ACTIVE,0.00,0.00,43,313,00,40,064.00,40064,0,0. OO 0.00,0.00,0.00,No Change,
2,3,SRIDHARA N R,ACTIVE,O. UO 0. UU 37 231. UU 34 439, UU 34439,0,0.00,0.00 0. UO 0. UO NO change

3.4, BHAWANT SHANKAR,ACTIVE,0.00,0.00,35,000.00.32,376.00,32375,0,0.00,0.00,0.00,0.00,No Change,
4,5,NILAP SINGH BISHT,ACTIVE,0.00,0.00,34,290.00,31,718.00,31718,0,0.00,0.00,0.00,0.00,No Change,
5,050010, SRINIVAS V,ACTIVE,0.00,0.00,51,133.00,47,299,00,47299,0,0.00,0.00,0.00,0.00,No Change,

Figure 13: Salary Variance CTC_CM Report — Sample (Text)

e Click Download menu, and will be navigated to ‘Download Report’ page as shown in

the screenshot below.

Download

Welcome UL0O093 w

@
Download Report
Select the period from
= the calendar to view
data for the selected
period
B Month

Report

@ Auw2017 =] —Select— -@ m 3

Sl. No. Report Name Month File Name Download

No records to display

0 of 0 pages (0 items)

To download any report from download report section, follow below steps:

1. Select the period from the calendar.

2. Select the report that user want to download from Report dropdown options & click

Filter.

Weicome UL0O093 ¥

8 Download Report
B Month Report
Aug-2017 ] Client_Signofi_August 2017 1418 v Q Filter
Sl. No. Report Name Month File Name Download
1 Client_Signoff_August 2017 Desc: Aug 2017 Client_Signoff_August 2017 _418.pdf
Click here to § 1 0f 1 pages (1 items)
download the
report
2
H ‘ ’
e Click Download’ to download the report successfully.
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