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Process of Employee Role

Sr No

Process

‘Description of Process

Employee access to
"RITMS Employee
Module"

Employees can access RITMS Employee Module from following 2 ways: -
A. "Login to Raj SSO >> IFMS 3.0 >> Select Access Employee Self Service
(ESS) >> Taxes " and user will be landed to Dashboard;

B. "Login to Raj SSO >> IFMS 3.0 >> Select Access Employee Self Service
(ESS) >> Income Tax >> View Details and user will be landed to My
Declaration Page"

"RITMS - My
Dashboard"

" |Investment Declaration;

"My Dashboard” have employee's Personal details and Some Shortcuts
to Other Features which are described as follows: - ' _

A. Employee can review their "Employee Profile" in first tile having
details like("Employee Name", "Employee Designation", "Date of Birth"
etc.); '

B. Employee can review their "Salary Computation” in second tile having
details like ("Yearly Projected Income and TDS" etc. ) and Link below will
redirect user to "My Declaration” to check Bifurcations and submit

C. Employee can review their "Request Summary" in third tile having
count of below details.{"In Progress Request","Approved
Request”,"Rejected Request") and shortcut to access "My Request”
Screen; '

D. Employee can Download their "Form 16" and shortcut to access "My
Certificate" Screen

"RITMS - My
Income"

A. Employee can click on "My Income" to view Bill Wise Salary
Transactions,

B.Employee can click on individual transaction to View
Detailed Allowance & Deduction Wise Breakup like ("Basic
Pay", "Dearness Allowances", "HRA", etc);

C. Employee can use "Download" icon to download list of
Transactions in "Excel" & "PDF" formats.

"RITMS - My
Certificate”

Employee can click on "My Certificate" to View List of TDS
Certificate i.e., Form 16 and can Download the Certificate in
"PDF" format by clicking-on each PDF Icon.




"RITMS - My
Declaration"

Employee can click on "My Declaration” for multiple purposes
as follows: -

A. View Bifurcation Details of Yearly Projected Income,
Deductions & Computation of Income Tax, Rebate.

"i" button can be used to view allowance & deduction wise
details with actual income received and projection for the
year; '

B. Employee can click on "Download Projected Form16" to
download "Projected Salary Computation" as of date in "PDF"
format;

C. Employee can click on "Declaration” button to choose "Tax
Regime" between "Old" & "New";

D. After choosing "Tax Regime" employee can submit details
of "Investment Done" according to selected "Tax Regime" like
"Interest Paid on Home Loan", "HRA", "Investment under
80C", "Health Insurance Premium", etc along with documentry
evidence if Employee wants to choose Old Tax Regime;

E. Emplyees can use "Tax calulator" for comparing "Income
Tax" as per both regime and choose best option before
submitting the request to the "DDO" for Approval.

"RITMS - My
Request”

Employee can click on "My Request” to View Status of All
Submited Request and can Manage Submitted request in
following ways: - :

A. Employee can click on Individual Request to view complete
details of the "Request”, details of "Approving Authority,
Comments" if any raised by approving authority. Here
employee can also Edit and Cancel submitted request; and

B. Employee can click on "Raise Request" button to raise new
ticket under avalibale request category like "Pan Correction”,
"Teachnical Issue", etc.




Process of DDO Role

Sr No

Process

Description of the Process

DDO access to "RITMS DDO Module"

DDO can access R-ITMS DDO Module in a following way

"Login to Raj SSO >> IFMS.3.0 >> Access Workspace >> Select assigned "DDO
Code" under "Access Workspace" >> "Disbursement Engine" >> "Employee
Management" >> "Taxes" >> "R-ITMS". Now DDO will be redirected to Deductor.

"RITMS - Dedutor"

DDO can access "Deductors" option to view list of "DDO's" or "TAN Return Level"
available for the DDO on which DDO want to work.

DDO can switch between available DDO's simply by clicking on the "DDO".

If DDO want to do Office Activity Like "View TDS Transaction”, "Request Approval
or Raise Request" then DDO can select DDO Code and if DDO wants to do TDS
Compliances then DDO have to select *TDS Return Level."

"RITMS - Dashboard"

DDO can can view different kind of statistics for selected "DDO Office” as follows
under Dashboard Option: -

A. Month wise "Return Filling Status™ along with "Return Due Date" for both "24Q
& 26Q Return™;

B. List of Employees mapped under selected DDO with "Amount of Projected
Income and Tax";

C. Month wise comparision of Total TDS Deducted as per "IFMS 3.0,Pay Manager"
and Total TDS to reported in "24G Returns” as per Rajkosh;

D. Month wise Count of Approved Bills & Count of Unique Employees to whom
payment is made;

E. Employee & Vendor PAN Verification Status;

F. DDO can review "Status Summary" of the raised request;

G. List of Annoucements released by RITMS Admin and List of recent activities
performed by DDO.

"RITMS - Return”

DDO can Generate "24Q/26Q Quarterly Returns" under Return Option and before
generating Return, DDO can do following Activities like: -

A. DDO can review Total TDS amount as per "IFMS 3.0, Paymanager" under
"Transactions" Tile and Total Challan Amount as per "Bin View" under "Challan"
Tile. DDO can click on respective tile to view transastion wise details and reconciie
data if réquired;

B. After reviewing Data Allocation, DDO needs to click on option *Data Error
Processing and Validation" to start error validation as per Income Tax Schema. If
any structure error is detected, DDO needs to rectify the error by using "Fix It"
button. If any validation error is detected, DDO can- rectlfy the error or go ahead by
simply entring review comment;

C. After validation of IT TDS data as per income tax schema, DDO need to click on
option "Generate FVU" to generate & download fileable "TDS Returns"

"RITMS - Reports & Downloads"

A. "Reports & Downloads" Option provides various MIS Reports to DDO like "Bill
Status Report”, "PAN Status Report" etc;

B. DDO can use "Generate" button to generate and download MIS Report in "Excel"
& "PDF" formats.

"RITMS - My Request”

DDO can click on "Request” Ophon to view Status Wise list of All Submitted
Request and manage Submitted Request in following ways: -

A. DDO can see list of Salary Declaration & Pan Correction request raised by
employees mapped with the DDO. DDO can click on individual request to view
complete details of the "Request” along with attached documents and take action
like "Approve" or "Reject".

B. DDO can click of “Raise Request" button to raise new ticket under avalibale
request category like "Missing Bill Details”, "Mismatch in Bill Details”, "Statement
Upload Reguest" etc to R-ITMS support Team.




Process of Treasury Role

SrNo

Process

Description of the Process

Treasury Officer {TO) access to
“RITMS Treasury Module"

Treasury Officer (TO) can access R-ITMS Treasury Module in a following way
“Login to Raj S50 >> IFMS 3.0 >> Access Workspace >> Select assigned "Treasury
Office" under "Access Workspace" >> "Disbursement Engine" >> "Employee
Management" >> "Taxes"” >> "R-ITMS". Now TO will be redirected to Deductor .

"RITMS - Dedutor”

TO can access "Deductors” option to View list of "Treasury Offices" available for the
TO. . ’

TO can switch between available roles simply by clicking on the "Treasury Office" on
which User wants to Work.

“RITMS - Dashboard"

Treasury Officer can view different kind of statistics for selected "Treasury Office” as
follows under Dashboard Option: -

A. Month wise "Return Filling Status" along with Return Due Date for 24G Return;

B. List of "Budgethead Summary" along with Amount of TDS deducted during a
selected month; .

C. Month wise comparision of Total TDS Deducted as per "IFMS 3.0, Pay Manager” and
Total TDS to reported in "24G Returns” as per Rajkosh;

D. TO can review "Status Summary" of the raised request;

E. List of "Annoucements” released by RITMS Admin and List of recent activities
performed by TO.

“RITMS - Return"

TO can Generate monthly "24G Returns” under Return Option and before generating
Return, TO can do following Activities like: -

A. TO can review Total TDS Transactions as per "IFMS3.0, Paymanager" under
"Transactions" Tile and Total TDS Transactions as per "Rajkosh™ under "24G

. |Transaction" Tile and Reconcile Data DDO wise/Bill Wise;

B. TO can do "Data Error Processing and Validation" to make Return as per Income Tax
Schema. If any structure Error is Detected, TO need to rectify the error by using "Fix It"
button;

C. After Validation of TDS data as per Income Tax Schema, Officer can generate &
download fileable "24G FVU"

"RITMS - Reports & Downloads"

A. "Reports & Downloads" Option provides various MIS Reports to Treasury Officer like
"Summary Of Transaction - DDO Wise", "Summary Of 24G Transaction - DDO Wise”,
etc.;. :

B. TO can use "Generate" button to Generate and Download MIS Report in "Excel” &
"PDF" formats.

"RITMS - My Request"

TO can click on "Request" Option to view Status Wise list of All Submited Request and
can Manage Submitted Request in following way: -

A.TO can click on individual request to view complete details of the "Request" sent to
R-ITMS support team. here TO can Edit and Cancel submitted request.

B. TO can click of "Raise Request" button to raise new ticket under avalibale request
category like "Correction Request - Add Details", "Correction Request - Update
Details", "Teachnical Issue", etc.




Process of DDO Role

Sr No

Process

Description of the Process

DDO access to "RITMS DDO Module"

DDO can access R-ITMS DDO Module in a following way

"Login to Raj SSO >> IFMS 3.0 >> Access Workspace >> Select assigned "DDO
Code" under "Access Workspace" >> "Disbursement Engine" >> "Employee
Management" >> "Taxes" >> "R-ITMS". Now DDO will be redirected to Deductor .

"RITMS - Dedutor"”

DDO can access "Deductors" option to view list of “DDO‘s" or "TAN Return Leve!"
available for the DDO on which DDO want to work.

DDO can switch between available DDO's simply by clicking on the "DDO".

If DDO want to do Office Activity Like "View TDS Transaction", "Request Approval
or Raise Request" then DDO can select DDO Code and if DDO wants to do TDS
Compliances then DDO have to select "TDS Return Level."

"RITMS - Dashboard”

DDO can can view different kind of statistics for selected "DDO Office” as follows
under Dashboard Option: -

A. Month wise "Return Filling Status” along with "Return Due Date" for both "24Q
& 26Q Return";

B. List of Employees mapped under selected DDO with "Amount of Projected
Income and Tax";

C. Month wise comparision of Total TDS Deducted as per “IFMS 3.0,Pay Manager”
and Total TDS to reported in "24G Returns” as per Rajkosh;

D. Month wise Count of Approved Bills & Count of Unique Employees to whom
payment is made; )

E. Employee & Vendor PAN Verification Status;

F. DDO can review "Status Summary" of the raised request;

G. List of Annoucements released by RITMS Admin and List of recent activities
performed by DDO.

"RITMS - Return”

DDO can Generate "24Q/26Q Quarterly Returns" under Return Option and before
generating Return, DDO can do following Activities like: -

A. DDO can review Total TDS amount as per "IFMS 3.0, Paymanager" under
"Transactions" Tile and Total Challan Amount as per "Bin View" under "Challan”
Tile. DDO can click on respective tile to view transastion wise details and reconcile
data if required;

B. After reviewing Data Allocatlon DDO needs to click on option "Data Error
Processing and Validation" to start error validation as per Income Tax Schema. If
any structure error is detected, DDO needs to rectify the efror by using "Fix It"
button. If any validation error is detected, DDO can rectify the error or go ahead by
simply entring review comment;

C. After validation of IT TDS data as per income tax schema, DDO need ta click on
option "Generate FVU" to generate & download fileable "TDS Returns”

"RITMS - Reports & Downloads"

A, "Reports & Downloads" Option provides various MIS Reports to DDO like "Bill
Status Report”, “PAN Status Report” etc;

B. DDO can use "Generate" button to generate and download MIS Report in "Excel"
& "PDF" formats.

"RITMS - My Request"

DDO can click on "Request” Option.to view Status Wise list of All Submitted
Request and manage Submitted Request in following ways: -

A. DDO can see list of Salary Declaration & Pan Correction request raised by
employees mapped with the DDO. DDO can click on individual requast to view
complete details of the "Request” along with attached documents and take action
like "Approve" or "Reject".

B. DDO can click of "Raise Request" button to raise new ticket under avalibale
request category like "Missing Bill Details", "Mismatch in Bill Details", “"Statement
Upload Request” etc to R-ITMS support Team.




