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1. HOMEPAGE 
 

To access the Online Salary Bill Module, enter the URL finassam.in  in the address bar as shown below. 

Give the correct Username and Password of the Drawing and Disbursing Officer (DDO)  in the space 
provided and click on the Login button thereafter. 
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2. BILLS Tab 
 

After logging in with the correct username/password combination, the following page appears. Now click 
on the Bills tab. 
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3. EMPLOYEES Details 
 

Click on the Employees Tab. The concerned user can see all the employees in that office as shown in figure. 
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4. Remove EMPLOYEE from the list 
 

If a person/s is not in their office or got transferred, retired etc., that person can be removed from the list 
by clicking on [R] button as shown in the figure below. 

 

 

A popup menu comes, Select the Reason for removing the person and enter the Remarks in the space provided 
and then click on Remove Button as shown in the figure. 
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5. Add / Edit EMPLOYEE 
 

If a person/s name is not present in the list or if the details of employee like PAN, GPF/NPS, Bank Account 
Number etc. need to be corrected, the same can be done by clicking on [Add/Edit Employees] button as 
shown in the figure below. 

Popup menu appears, and now click on Download. An excel sheet will get download. Save and open the 
downloaded excel sheet. 

 

The excel sheet contains all the names of the employees of that office. In that Sheet itself, the user can 
check and update the details of all the employees. 
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If a person(s) name is not available in the list, the user can add the employee(s) in that sheet itself in the 
below rows giving the next Sl. No’s and the concerned person(s) details as circled in the above figure. 

After the Adding and editing employee/s details, save the excel sheet to a particular location.  

To make that details available in the software, click on Browse and locate the location where the edited 
excel sheet is saved. Then click on Upload. 
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6. POST tab 
 

Click on the Post Tab. All the post in that office will be listed down. Click on each of the listed post and the 
particulars of that post need to be filled up (pay band, Grade Pay, Sanction No. and date, etc). 

 

 

After filling the Details click on SAVE button.  

**For Multiple Sanction No for a particular post, save the details as many times needed using the above 
steps. 
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7. BILL FORMS 
 

This tab is used for creating the different pay bills and allotting the concerned employees to the respective 
Bills.First, search for the Heads of Accounts in the space provided for HoA and select the other 
combinations (GPF/NPS, GROUP, SCHEME, STATUS) for a particular bill and click on SAVE button.  

 

  

   

 

Then click on OK. 
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**For Multiple bills, select the save the combinations as many times needed. 

The following page appears after saving multiple bills. 

Next is to add respective Employees to the concerned pay bills. For this, click on [Add/Edit Employees] on 
the respective bills.  
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Then select the employees for that particular pay bill in the checkbox shown below.  After selecting, click 
on Add Employees to Slot. 

 

**For Multiple bills, select the employees in this manner. 
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8. PAY BILL 
 

Click on Pay Bill  [DDO Basic Details]. Here, the particulars of the Office need to be entered (e.g DDO 
Name, Designation, Office Name and Address). Fill the details, Click on Save. 
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Select the month and year for which the salary is to be prepared as shown below. Then click on download 
button for entering the pay and allowances, deductions and recoveries for the employees present in the 
Office. Click on submit button.  

 

 

 

 

 

 

 

 

An excel sheet will get downloaded. Save and open the downloaded excel sheet. The excel sheet contains 
all the names of the employees of that office. In that Sheet itself, the user can update the details of pay 
and allowances, deductions and recoveries against each employee(s).  
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After adding the details of pay and allowances, deductions and recoveries against each employee/s., save 
the excel sheet to a particular location. To make that details available in the software, click on Upload and 
then Browse and locate the location where the edited excel sheet is saved. Then click on Upload. 
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9. PAYBILL Generation 
 

For Generating Pay Bills, Click on [PB], then the details (Bill Number, Bill Date, Budget details) for that 
particular bill need to be filled up as shown below. Now click on Generate. 

 

While clicking Generate button, the particular bill of that month will be generated along with the 
Annexure, Challans etc. 

Below is the screenshot of the 1st page of the bill. 
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10. Edit PAYBILL 
 

After generating Paybill, the below screen will get displayed and the [PB] button will appear in green. For 
any editing in pay and allowances, deductions and recoveries against each employee(s) of that generated 
pay bill, click on [x] symbol as shown. Then click on ok. 
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Click on edit icon in the page. 

 

 

For editing, click on Allowances or Deductions, wherever changes need to be done. After making changes, 
click on Update. 
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Again the edited bill can be Generated by clicking on [PB], then the details (Bill Number, Bill Date, Budget 
details) for that particular bill need to fill up as shown below. Then click on Generate as shown earlier. 
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Preparing bills for the subsequent month, login with your concerned user name and password.  

Go to Bills  Paybill, switch to the month for which the bill is to be prepared as shown in figure. 

Then click on [Copy] as shown then click on OK. 

 

 

 

Now the last month salary details will get copied to the present month. Thereafter editing of the pay and 
allowances, deductions and recoveries against each employee(s) can be done in a similar manner followed 
by Generating of Pay Bills giving the details (Bill Number, Bill Date, Budget details) for that particular bill. 
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