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-~ In- Active / Active Manual

(For Employaes Wha Must Be Marked ln-active To Claim Retirement Banefits i, EL Encashment, GIS Payment, GPF Final Withdrawal and Pension Bills )

Log in As Maker

Employee
intenance Maker
Choose Active / In- Active
Option
Date Issue
Enter In-Active
Date
&

1. Log In as Maker
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2. Choose Role as “Employee Maintenance Maker”
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3. Choose “Active / In- Active” Option
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4. Select "Employee” Name Who need to be marked In-Active
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5. Choose the “Reason” from Dropdown
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¥ ’v 6. Enter Order Date, Order no. & In-Active Date
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7. Choose “Order Issuing Authority / Office”
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8. Click On “Save As Draft”

Segarsion Detail

9. Employee Active/ In-Active Request Reference Number Will be generated

11. Verify All the details and Click on Yes







