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1 Introduction

The User Manual for Establishment – DBT is designed to provide information on, how the Establishment
can process DBT payments in batches and can perform the following functionalities as listed.

● Attendance and Stipend – Establishment
o View Payroll Details
o Process Payment
o View Payment Details
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2 Attendance and Stipend - Establishment
The Attendance and Stipend screen allows the Establishment to view the payroll details.

To Navigate
Home - - > Dashboard - - > Stipend - - > Attendance & Stipend

⮚ The All Payrolls screen displays all payroll details such as Year, Month, Establishment Code,

Establishment Name, Total Number of Apprentice, Total Apprentice Records Updated, Total Stipend
Amount, Payment Status, Payroll Status, NSDC Approval Status, and also can view payroll details
under Action.

⮚ The Establishment can search for a particular payroll based on Year, Month, Payment Status, and

Payroll Status. Click on the Search button, to search for a particular payroll.
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2.1 View Payroll Details
The View Payroll Details screen allows the establishment to process payment.

To Navigate
Home - - > Establishment Dashboard - - > Stipend - - > Attendance & Stipend - - > All Payrolls - - > Action -
- > View Payroll Details

⮚ The All Payrolls screen displays the payment details such as Year, Month, Establishment Code,

Establishment Name, Total Number of Apprentice, Total Apprentice Records Updated, Total Stipend
Amount, Payment Status, Payroll Status, NSDC Approval Status, and also allows to View Payroll
Details under Action.

⮚ Click View Payroll Details, and the Monthly Apprenticeship Payroll screen appears.
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⮚ The Monthly Apprenticeship Payroll screen displays the Candidate Code, Candidate Name,

Candidate Bank A/c Available, Contract Stipend, Prescribed Stipend, Eligible No. of Days,
Unauthorized / Leave Without Pay (No. of Days), Stipend Payable, Total Amount Payable,
Establishment contribution, and DBT Amount.

⮚ The Monthly Apprenticeship Payroll screen also allows establishments to select DBT Applicable from

the drop-down list.

Additional Information:
● The establishment should manually enable the DBT for the payroll that takes place in 2023 for

the current candidates/batch.
● For new candidates/batches, DBT is enabled by default.
● DBT is effective only for the payroll of 2023 and onwards.
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2.2 Process Payment
The Process Payment screen allows the Establishment to process the payments for candidates in a batch.

To Navigate
Home - - > Establishment Dashboard - - > Stipend - - > Attendance & Stipend - - > All Payrolls - - > Action -
- > View Payroll Details - - > Freeze Payroll

⮚ The Monthly Apprenticeship Payroll screen displays the Candidate Code, Candidate Name,

Candidate Bank A/c Available, Contract Stipend, Prescribed Stipend, Eligible No. of Days,
Unauthorized / Leave Without Pay (No. of Days), Stipend Payable, Total Amount Payable,
Establishment contribution, and DBT Amount.

⮚ Select DBT Applicable from the drop-down list.

⮚ Click on Freeze Payroll, and the following screen appears.
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⮚ Click on the “Yes, submit it!” button, and the Payroll Freezed Successfully message appears.

⮚ Select the checkboxes of the respective candidates, to proceed with payment.

⮚ Click on the Process Payment button, and the following screen appears.

⮚ Click on the “Yes, submit it” button, Payment batch created successfully screen appears.
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⮚ Click on the OK button.

⮚ By default, for the last batch (third) payment, all the remaining candidates are selected and the

following screen appears

Note: The Payment can be done in a maximum of 3 batches.

⮚ Click on the OK button.
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2.3 View Payment Details
The Payment Details screen allows the Establishment to view the payment details.

To Navigate
Home - - > Establishment Dashboard - - > Stipend - - > Attendance & Stipend - - > All Payrolls - - > Action -
- > View Payment Details

⮚ Click on View Payment Details, and the All Payments screen appears.

⮚ The All Payments screen displays the details such as Month, Year, Payment Code, Total Amount,

Number of Candidates, and Status

⮚ Click on the View button under View Details, and the All Payments screen appears.
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⮚ The All Payments screen displays the individual candidate details such as Payment Code, Candidate

Code, Candidate Name, Total Amount, Status, UTR, and Remarks.

⮚ Click on the Back button, to navigate to the All Payments screen.
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