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Loans and Advances

Navigation:
Portal Launch HCM Application Self Service Loans & Advances

2. Loans & Advances Request

Navigation:
Launch HCM Application Self Service Loans & Advances Raise Loan Request

Tabl: Find an Existing Value

Find an Existing Value : You can search the existing Loan by usingthe oneo  fthe
following different searching criteria i.e.

1. EmplID: shows the employee id of logged in user
2. Loan Id: You can search the existing Loan by entering the Lo  an Id.

3. Type of Loan : You can also search the existing Loan by entering t  he types of
loans are listed below.

a) Festival Advance

b) Moped Advance

¢) Motor Cycle Advance

d) Motor Car Advance

e) Personal Computer Advance
f) Scooter Advance

-

Search:

. 1®

> Wy Favorites Loan Requisition Form

g Etmpluyee Infarmation Enter any information you have and click Search. Leave fields blank for a list of all values,

yatem

v Self Genice - ==

) LTC SelfGenice f FidanExisting Vali | 4603 New'ale | A. Enter the Loan Id

7 Loans & Advances
i Loans and Advances Empli: 13

Renorts Loan D: o o
T heging with ¥
3 Type of Loan: |- v

Home | Workist | MukiChannelConsle | AddFavortes | Sionout

Menw Window | Help

B. Select the type of
Loan

fion
[ Paytall and Campensation 2
[ Benefits [case Sensitive

' Performance Management

= Book Car ;
=t Search | Clear | Bagic Motor Cycle Advance
= Initizte Pension —l !

= Transport for Staff Children Personal Computer Advance
= Emplaves House Fird an Existing Value | Add a Navooter Advance

Requests
= Review Transactions




Loan Requisition

Tab2: Add a New Value

Click on the Add a New Value Tab

1. Shows your employee id
2. Click on Add button

M‘ Warkiat \ MutiChannel Console | A b Favorites | Sigm out

il New!tindu | el
[ My Favortes Loan Requisition Form
[ Employee Information
Biysten ‘ o
Find an Existing Value | Add a New Value
7 Blf Beniee - g \
[ LTC 3aff Senice
1. Shows your Employee Id
v Loans & Advances Epll: 1133 y Py
g Lnarrlm andAdencas | Typeof Loan:‘ MotorCycle Advance ‘d
eports
[ PersonalInfarmation il
[ Payroll and Compensation
[ Bengfts : Ggy
) Parfmance Manayement Find an Edsting Value \AddaNewvalue
= Book Car

2. After Clicking the ADD button

A. Shows Employee Details

3. When you apply for a Loan in that case Loan ID s  tatus always be as ‘NEW’ as
below.



QDL

Gearch:

1

[: My Favoritas
[ Employee Infarmation
System
[ 3eif Senie
[ LTC Self Senvice
7Laans & Advances
[ Loang and Advances
Reports

= Raise Loan Request
[ Persanal Information

i Payrall and Compensation
[ Rrngfts

M| Warkfst | tiCharnel Canzole

ewtinda | Help | Customize Page. &

Aufdto Favartes | Sion out

Apply for Loans & Advances

EnplD: 1133 VICMALHOTRA

Designation: 55E

3. Loan ID as ‘New’

Basic Salary: 41440 GradePay:
Date of retirment:  30/03/2013 o OF Birth: 17,061 953
Loan ID: NEW

B. Loan details

4. Enter the Amount of Loan required
5. Enter the number of installment to be repaid.

1 LIGHED

ST EETEEL W oan Detils

= Book Cat

= e Pension 4. Enter the Loan

amount required

Typeof Loan; otor Cycl Advance

= Trangportfor Saf Chilchen

= Erploee House "Loan Amount Required: il 5. Enter the number of
Rajuests | Installment to be repaid
= R Trangattons Istallmets to b Repayed: SU"/
| Manager Gef e



Vehicle/Computer details

10.
11.

Select the type of vehicle/Computer i.e. OLD/NEW
Enter the name of the vehicle/Computer manufactu
below screen shot.

Enter the Model name and cost of the Vehicle/Com
Select the FC-4 form as Yes

Enter the remarks if any

ring company as shown in

puter respectively

Select the terms and condition checkbox and cli ck on submit button for the

submission of loan request as shown in below page

I Loans and Advances
Reports Vehicle/lComputer details

= Raize Loan Request

7. Enter the name of the
vehicle/computer manufacturing
company

Tieofvelicle_y)0LD -y NEN
/

6. Select the

type of vehicle 4
yp make: |BAJA) MODEL: Pulsar Cost:| 64000

i.e. OLD/NEW

= TAE FETSIT
= Transport for Stat Children FC-4 details

- Enoosee ouee SumitedFCAFm ~ © O
Recuests
= Review Transactions
> Manager Geff Senice Remarks

8. Enter the Model and
cost of the
vehicle/computer

9. Select the FC -4
Form as Yes

= by Personalizations
= by Siystern Profile

[ Housing
[ Loans & Advances
> Set Up HRWS AN
[ Yarklist . ] ‘
i Certified that | have not taken delivery of any computer inator TS TOOTET UM aCC oo
[» Reparting Tonls ) ) .
) PeopleTooks which I have applied for the a(m!lce and| shall conmlgte neuoﬂ@m
- HRVE User Manual and pay finally and take possession of the moter cycle/motor cariscooter

date of the drawal of the advance and that | shall ensure it from the date of takin

10. Enter the
remarks if any

= iy Dictionany M Agree  Submit

11. Select the terms and

button

and click on Submit




After Submitting the Loan request

12. After submission of request a pop is populate t
necessary documents based on the type of loan reque

shot
13. Click on OK button

S earch;

[®

[+ My Favarites

[+ Eminloyee Infarmation

System

[~ Belf Service

[ LTC Self Service

7 Loans & Advances
[» Loans and Advances
Reparts

an Reques

[ Persanal Infarmation

[ Payroll and Compensation

[ Benefits

[> Perfarmance Management

= Boak Car

= Initiate Pension

= Transpott for Staif Children

= Employee House
Renuests

= Review Trangactians

[+ Manager Self Semice

[ Housing

[ Loans & Advances

[ Bet Up HRMS

12 Wi rkliet

EmpliD;

Designation:
Basic Salary: i

Date of retirment: 3
Loan ID: 1

Loan Details

Type of Loan: Moto

Loan Amount Requjj

Installments to he

Vehicler(:ompuler (i

Type of vehicle

within 1 month fram the date of laan withdyéwal Far any of the

Follawing:-

£) Computer ;

B) Scooter |

Cicar:

OLD

Note: - After clicking on the Ok button the Popup d

1) Cash Receipt
2) Mortgage Deed

1) Cash Recsipt
2) Insurance Copy
3) Registration certificate

1) Cash Receipt

2) Insurance Copy

3) Registration Certfficate
4) Martgage Deed

NEW

o intimate for the submission of
st as shown in below screen

12. After the su bmission

of request a popup

populates to intimate for

the submission of
necessary documents
based on the type of
Loan request

\

13. Click on ok
Button

etails also populate below your Loan

request details

Remarks

Wiorklist MMultiChannel Consocle

Please approve

Certified that | have not taken delivery of any computer’'motor cycle/motor car/scooter on account
of which | have applied for the adwvance and | shall complete negotiations for the purchase of
wehicle and pay finally and take possession of the motor eycle/motor car/scooter within one
month from the date of the drawral of the adwvance and that | shall ensure it from the date of taking

delivery of it.

| Agree Submit

Loan Trans Date/Time:

101142010 12:51:45PM

To avail a relrate of 2.5% over the standard rate of interest after the purchase of
Computer/Motor/Scooter, please submit the followwing documents within 1 month from the
date of loan withdraweal for any of the followsing:-

A) Computer :
1) Cash Receipt
2) Mortgage Deed

B) Scooter :

1) Cash Receipt

2) Insurance Copy

3) Registration certificate

ClCar:

1) Cash Receipt

2) Insurance Copy

3) Registration Certificate
4) Mortgage Deed

*




14. After the submission of loan request ,loanidi s generated as shown below

ODLy

o |

BIED New Window | Helo | Customize Page A
[ My Favorites
) Emglojez rfamaion Apply for Loans & Advances
djstem Employee Details
(7 3ef Senice
I LTC Gelf Senice - .
o Loats & Advances Eopl 1135 VK WRA0TRA 14. After submission
b Loans and Advances Designation: ~ 54E _of request, Loan ID
Reports BaicSday, 51440 GradePay is generated
= Raise Loan Request —
P — Date o refiment: 300672013 EOTBIME: 7061953
[ Payoll and Cornpensafion| | LoanID: 11
I Benefts




Approval Process:-

After submission of the loan request by the user, t he request is submitted in the
worklist of First approver for the approval process as shown below.

1. Click on the on the worklist list link to opent  he request as shown below

QD-LSUH

Personalize Content | Layout

Link to FSCM UAT =
Link to FECM UAT Application

Home MultiChan Add fo Favorites | Sign aut

Menu -Jx]

[Search:

__® ) .

b MyFavortes 1. Click on the Worklist
[> Employee Information System .

b Self Sewice / Link

[> Manager Self Service

[ Housing

[ Loans & Advances
[> Set Lp HRMS
> okl
[> Reporting Tools

[* PeopleTools

= HREMS User Manual
- It Personalizations
= It Systemn Profile

2. Click for the detail view and link as showninb  elow screen
3. To open the Loan request choose Submitted loanr  equest from the worklist filter
4. Find the required request number and click on th e link to open the request for approval

ODL gy

! 2. Click for the detail

Search:

l:l 6 View and Link

[» My Favorites .
» Emplovee Infarmation Worklist for 1102 NIRANJAN MALIK
System

[» Belf Service - M
b Manager Self Senice Click for the Detail View and Link Work List Fiters: | Subritied Loan Request v |
[ Housing

[ Loans & Advances
I 5etUp HRMS

7 Worklist

3. Select submitted loan
request from the Worklist filter

Date From Work fem Priority Link

Submitted Loan
i
- VKMALHOTRA - 24itianto o o IGN_SUB_LOAN_ES3 114 1006, CY Mark

= Warklist Details
= Mavigator
I Reporting Tools

[» PeopleTools .
- HES User Manual 4. Click on the Request
= My Persanalizations | k

= My Syzterm Profile In

Worked By Activity




After clicking on the Request number link

Employee details:-

5. Click on the Approve loan request tab for the de  tails, shows the employee details
and loan detalils filled by the requestor

QDL

o @ 5. Click on the Approve

sddioFavortes | sin ill

inarch: i A
e 9 Loan Request Tab Jelp | Custarnize Page 4
+ My Favarites | Raise Loan Request | Approve Loan Refflest

» Employes Information

Jstem Shows the Payroll

» Belf Service

Nensger Sl S Worksheet for Loan Approval status as Not

 Housing : Approved and

+Loans & Advantes Emplyee Delais Sanction status as

» SetUp HRM3 .

Worklist EmplD: 1133 VK MALHOTRA pe ndi ng

= Worklist Designation;  59E GradePay: 2300

= Worklist Details ) )

- Naigator Basic Salary: 41440 Date Of Birth: 17106)953

>Een0|m$gT‘DDIS Date of refirment:  3018/2013 Payrall Approved: - NofAppipded

» PaopleTaals

* HRMS User Manual LoanD: 1005 Sanctioned Status: Pen

* My Persanalizations -

« My Systern Prafile Repaymert Details

* My Dictionary Type of Loan: Motor Cycle Advance Shows the Required

< loan details

Loan Amount Required; 50000 Desired Installments: 5

‘There are no previous loans availed



For sanction Loan please refer below Screen

Sanctioned Loan Details:-

Enter the Sanctioned loan amount

Enter the number of installment

click on the Calculate Principle installment Amo unt button

. After clicking the button it shows the Monthly amount and last installment if any
10. Enter the number of installments in interestde  tails as shown in below screen shot
11. Set the loan period

12. Enter the remarks if any and click on Approve b utton for the approval of request

© 0N

Note: - If approver not finds the request according to the terms and conditions, it can be
rejected by clicking on the reject button by the ap prover as shown in below screen

6. Enter the Sanctioned

Loan amount 8. After entering

7. Enter the Number of the installment
» My Favorites ’ / PrinCip'G
Installment amount
11. Enter the *Sanctioned Loan Amount \QaIBU\atePrmcmle istalimeitamount button
Start Month of |SUDUU N | "Installments: | Monthly Amount: |1000 g0
Salary dedUCtlon N Last Installment{if any): m&
il 9. After clicking the
“bh’}fnrkliitDetails Start Monthof sy deduction TG Calculate Interast Amaunt | button |t ShOWS the
- Mavigator art Month of salary deduction: |TTAGi2010
+ Reporting Tools Installments: | 50 Momlll_vmnoum:r monthly amount and
[ el End month of salary deduction: 31032019 |5 -| the Last installment
+ HRMS User hanual d Last Interes! ||sl.1|||nem|IfAnyl:[

* My Personalizations
* Wy Systern Profile

My Dictionary Rebate Sanctioned
Remarks: 10. Enter the number of
DK/" installment in the Interest Details
7

First Ill 1af 1 Ill Last
Comments
ok

Custornize | Find | B
DateTime
2411101 2:09:1 4PM

Worked By
11133

Name
WK MALHOTRA

Submitted

12. Enter the remarks and If any problem, request can
Click on Approve button also be cancelled by clicking
on the reject button

13. After the approval of first approver a popup is populate with the message “Request
has been sent to next level of approver”

10



14. Click on Ok button

Mt e e Start Month of salary deduction; |0

by

I Loang & Advances
) 8t Uy KNG En moth of salary deduction: - 3110372019

={Winrist
:W Relate Sanctioped | Fesuesthes been sen ot levelof appover
[ Reporing Toals Rematks;
[ PeopleToals

= HRIE User Manugl

Vg Installinents; Monthly Amount;

Ml  The page al imsua.odlsoft com:8765 says:

Galoulate Interest Amount

= 3 e Ay

14. Click on
Ok button

i

= Ity Personalizations
= My Bystern Profle .
= I Diinary Awwal Rejet |

13. After Clicking on the appr ove button, Pop
up populates with the Message that “Request
has been sent to next level of Approver”

Next Level of Approval

After submission of the loan request by the user, t he request is submitted in the

worklist of First approver for the approval process

1. Click on the worklist link to open the requesta  fter the first approval

Link

1. Click on the Worklist

2. Click for the detail view and link as shown belo  w screen shot
3. To open the Loan request choose Loan approval wo  rklist from the worklist filter

11




4. Find the required request number and click onth e link to open the request submitted by
the first approver

3. Select loan Approval
Worksheet from the Worklist
2. Click for the detail filter

View and Link

/

4. Click on the Request
link

Shows Employee details

5. Click on the Approve loan request tab for the de  tails, shows the employee details
and loan details filled by the requestor

/ 5. Click o n the Approve
Loan Request Tab

Shows the Payroll
status as Not
Approved and
Sanction status as
Processing

L

\ Shows the Required

loan details

12



Below screen shows the sanctioned loan details fill ed at first level of
approval

6. Enter the remarks
7. click on Approve button

Note: - If approver not finds the request according to the terms and conditions, it can be
rejected by clicking on the reject button and can b e send back to first level of approver by
the second level of approver as shown in below scre en

Shows the
sanctioned

loan details
% filled at first
level of
/ Approval
PEE

If any problem
Request can be
send back to second

6. Enter the approver or can be

7. Click on
remarks Approve button rejected accordingly

8. After the approval by the second level of appro  ver a popup is populate with the
message “Request has been sent to next level of appr  over”
9. Click on Ok button

13



8. Click on
Ok button

—

9. After Clicking on the approve button, Pop
up populates with the Message that Request
has been sent to next level of Approver

Final Level of Approval

After submission of the loan request by the user, t he request is submitted in the
worklist of First approver for the approval process

1. Click on the worklist link to open the request s ubmitted by the second level of
approver

1. Click on the Worklist
Link

14



2. Click for the detail view and link as shown belo  w screen shot

3. To open the Loan request choose Loan approval wo  rklist from the worklist filter
4. Find the required request number and click on th e link to open the request
submitted by second level of approver

3. Select loan Approval
Worksheet from the

2. Click for the detail Worklist filter

View and Link

T

4. Click on the Request link

Employee details

5. Click on the “Approve loan request tab” for the d etails, shows the employee and
loan details filled by the requestor

Shows the Employee and required loan details as bel  ow

/ 5. Click on the Approve
Loan Request Tab

Shows the Payroll
status as Not
Approved and
Sanction status as
Processing

L

\ Shows the Required

loan details

15



Below screen shows the sanctioned loan details fill ed at first level of
approval

6. Enter the remarks
7. click on Approve button

Note: - If approver not finds the request according to the terms and conditions, it can be
rejected by clicking on the reject button and can b e send back to second level of approver
by the final level of approver as shown in below sc reen

Shows the
sanctioned
loan details
filled at first
level of
Approval

If any problem

6. Enter the 7 Click on Request can be

remarks A.pprove button send back to second
level of approver or

can be rejected

accordingly

8. After the approval by the second level of appro  ver a popup is populates with the
message “Loan is finally approved”
9. Click on Ok button

16



\ 14. Click on

Ok button

13. After Clicking on the approve button, Pop
up populates with the Message that “Loan is
finally approved”

Note: - After the final approval of loan, expense s heet is created by the first level of
approver .Request is submitted in the worklist of f irst approver as shown below

1. Click on the worklist link to open the request s ubmitted after the final approval of
loan for the creation of Expense sheet

1. Click on the Worklist
Link

2. Click for the detail view and link as shown belo  w screen shot
3. To open the Loan request choose Loan approval wo  rklist from the worklist filter

17



4. Find the required request number and click on th e link to open the request again
submitted after the final approval of loan by the | ast level of approver

2. Click for the detall
View and Link

l

3. Select loan Approval
Worksheet from the
Worklist filter

l

T

4. Click on the Request link

5. After opening the required request a popup is po  pulate with message that “Please

Click on Create Expense Sheet Button”
6. Click on OK button

Pop up populates with the Message that
“Please click on Create Expense Sheet

5. After Clicking on the request link  button,

Button”

7. Click on Create Expense Sheet Button as shown be  low

6. Click on Ok

/ button

18



7. Click on Create

/ Expense Sheet
Button

8. Click on Goto Expense Sheet ID link for the crea  tion of Expense Sheet number

8. Click on Goto
Expense Sheet ID
link

Note:-After the creation of Expense sheet, request is submitted in the worklist of salary
section approver’s Id

19




1. Click on the worklist link to open the request s

ubmitted as shown below

1. Click on the Worklist
Link

2. Click for the detail view and link as shown belo  w screen shot
3. To open the Loan request choose “Loan approval wo rklist” from the worklist filter

as shown below

2. Click for the detail
View and Link

3. Select loan Approval
Worksheet from the

Worklist filter

l

20



5. Click on Approve Loan Request Tab

Shows the expense sheet Id number
Shows the Employee and Required loan details

5. Click on the Approve
Loan Request Tab

T

Shows the Expense
sheet ID number

|

Shows the Payroll
status as Not
Approved and
Sanction status as
Sanctioned

Shows the Required

/ loan details

21



Sanctioned Loan Details are as below

Note: - Calculate Interest Amount button is enabled only in case of Salary Section
Approval

6. Click on the Calculate Interest Amount Button
7. Enter the remarks
8. Click on the Payroll Section Approved Button

Shows the
sanctioned loan
details filled by
first level of
Approval

\

6. Click on Calculate interest
Amount button in Interest
details, It is enabled in case of
salary section

\

7. Enter the Remarks

8. Click on
Payroll Section
Approved
Button

22



After clicking on the
Payroll Section
Approved, Payroll
Approved status
changes as
“Approved .

Note:-After the Payroll section Approval, request i s submitted for Loan Rebate Process
Approval at first level approver’s Worklist

Loan Rebate Approval Process:-

1. Click on the worklist link to open the request s ubmitted as shown below

1. Click on the Worklist
Link

2. Click for the detail view and link as shown belo  w screen shot

3. To open the Loan request choose “Loan Rebate Appr  oval” from the worklist filter as
shown below

4. Find the required request number and click on th e link to open the request

23



3. Select loan Rebate

2. Click for the detail
View and Link

Approval from the
Worklist filter

5. Click on the Approve Loan Request Tab

4. Click on the Request link

5. Click on the Approve
Loan Request Tab

g

24



6. Select the Rebate Sanctioned Check box
7. Enter the remarks
8. Click on the Approve Rebate Button for the appro  val of rebate

6. Select the Rebate

/ Sanctioned Check Box

7. Enter the Remarks

o

8. Click on the
Approve Rebate
Button

25



9. After the approval, a pop is populate with the m  essage “Rebate Request for the
Loan has been sent to the next level of approver”.
10. Click on Ok button

\

10. Click on
Ok button
9. After Clicking on the Approve Rebate
button, Pop up populates with the Message
that “Rebate Request for the Loan has been
sent to the next level of approver”
Atfter first level of approval, request is submitted to the next level

approver’s worklist

26




11. Enter the Remarks
12. Click on approve rebate button

Note: - If Rebate request is not according to the t

erms and conditions, it can be send back

to the first level approver’s worklist by clicking

on “Send Back Rebate Request Button " as

shown below

11. Enter the Remarks

12. Click on Approve
Rebate button for approval

/

If any problem, Request can be s end
back to first approver by clicking on
Send Back Rebate Request Button

27




Note:-After approved by second level of approver, r ebate approval request is submitted in
the worklist of next approver

13. Click on the worklist link to open the request submitted as shown below

13. Click on th e Worklist
Link

14. Click for the detail view and link as shown bel  ow screen shot
15. To open the Loan request choose “Loan Rebate Ap  proval” from the worklist filter
as shown below

16. Find the required request number and clickont  he link to open the request

14. Click for the detall

15. Select loan Rebate
View and Link

Approval from the
Worklist filter

l

|

16. Click on the Request link

28



17. Enter the Remarks
18. Click on approve rebate button

17. Enter the Remarks

18. Click on Approve
Rebate button

/

After the Approval by the last approver, loan rebat e is finally approved

29



Rebate Finalization:-

Note:-For the Finalization of Loan rebate, request i

s submitted in the first approver

worklist

30



19. Click on Finalize rebate button as shown below

19. Click on the Finalize
Rebate Button

31



Freeze Interest Deduction

Note: - After the Finalization of Loan rebate by fir

st approver, request is submitted in

Payroll Section approver’s worklist

32



1. Enter the Remarks

Note: - In interest details option Monthly Amount a nd Last interest installment text box
values are editable in case of Freeze Interest Deduc _ tion

2. Click on Freeze Interest Deduction button as show n below

Can Change the
Monthly amount in
Interest details

1. Enter the
Remarks

2. Click on the
Freeze Interest
Deduction button

A

33



After Freezing the Interest
Deduction, sanction Status
changes as

Sanction&Deduction Finalized

34




