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PAY FIXATION MODULE 
The government of Punjab announced 6th Pay Commission for the employees of Punjab Government. The 

department of finance has desired to develop a module of Pay fixation consequent upon announcement of 

the 6th Pay Commission. NIC Punjab has developed a Pay Fixation Module (PFM) which helps all concerned to 

easily undertake various activities. The software helps all stake holders to work in a work flow with roles 

assigned. Overall, the functioning of the software is explained below: 

Step 1: The Establishment Clerk will fill all the details of employee Notional and actual drawn pay from the 

record of the office.  

Step 2: After entering the details the same will be forwarded online to the Verifying Officer, who will check 

and accept/reject the case. 

Step 3: Once the verifier approves the entry, the same will be made available to the employee under his/her 

login ID. The employee will see all the details entered and will select the appropriate option.   

Step 4: The details submitted by the employee will go back to the Establishment Entry Clerk who will then 

undertake Pay Fixation as Per 6th Pay Commission. 

Let us explore what each step looks like as per the following details: 

Entry of Service Details by Establishment Entry Clerk: 
Login from the establishment data entry login and choose Pay fixation →Notional/Drawn pay menu option as 

shown below: 

 

Upon selecting the option, the clerk will enter either employee name or iHRMS code employee whose Pay 

Fixation related work is to be done. All the relevant details available in the iHRMS against the employee will 

be shown in the upper part of the following screen: 
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Here for each year, the employee related details can be entered by selecting Add Row option in the bottom 

part of the screen as shown in the following screen. The details related to Increment, ACP, Promotion etc. can 

be entered by selecting the Even field which when clicked will show various options (as shown in the following 

screen) and either of that can be selected and relevant details would be shown automatically and can be 

changed or some relevant details needs to be entered. For instance, in case of Promotion, entry clerk will have 

to supply information related to due date of increment from date of promotion/date of actual increment as 

required. See the screen below depicting two different entries where Promotion is taken from date of 

promotion or date of increment. Beside it, when event type Promotion is selected, then promotion to the 

designation and benefit from Promotion (as per requirement) dues will have to be entered by the entry clerk. 
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Also, it is pertinent to note that in case employee is under probation during the period (01-01-2016 to 16-07-

2020), then only one row will be shown and if probation is cleared then two rows will be added as shown 

below: 

 

 
 

 
Keep on adding different event of the employee service by selecting different types of events as shown above. 
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Once the requisite entries are made, the same can be saved or if something wrong is done, then calculations 

can be reset or complete details can be reset by pressing appropriate button shown at the bottom of the 

screen shown above. 

Note: In case it is found after entering 7 entries that 5th entry is wrong and needs to be deleted/re-entered, 

then in that case, the entries done at 7 and 6th row will have to be deleted before 5th row entry is to be deleted. 

It is therefore in the better interest that entry may be made in proper manner. 

After entering the Notional Pay details and saving it, the actual pay drawn can be entered by selecting option 

‘Add Drawn’.  

 

If there is requirement of editing the Notional Pay entered, the same can be edited also and print can also be 

taken. 

 

 



 

iHRMS – Solution from NIC Punjab 5 | P a g e  iHRMS-Pay Fixation Module 

 
 

 
 

Select the option’ Add Drawn’ and add the drawn pay as per the same procedure as explained above while 

entering the notional pay. When drawn pay detail is entered, the screen will look like the following: 
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In the bottom of the above screen, the calculations as per formula fitted and as applicable based upon 

employee details will be shown.  After all the required entry is done, the establishment clerk can submit the 

same to the reporting officer for final verification as shown in the following screen: 

  

 

 
 

Steps of Verifying Officer  
After logging with authorized credentials, the officer will select Approvals→Verify Pay Fixation→01-01-2016. 

Pls. see the screen below: 
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All the employees whose details are entered by the establishment clerk, will be shown row wise with option 

to Verify the entry, return back, view Notional & Drawn Pay and print Report option. If verify option is selected, 

then Verifying officer may give his/her remark and approve it by pressing ‘Submit’ button. 

 

 
 Enter Remarks then click on SUBMIT button. 

Employee Pay Fixation Option 
After the entry is verified and approved, the same will be available to the employee concerned under its login 

and same can be seen by selecting the option ‘My Services”→My Pay Fixation→ Pay Fixation 6th Pay 

Commission. See the screen below: 

 

 
 

Upon selecting the menu shown above, the employee will be shown the details entered against the employee 

as per the screen below: 
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All the options available to the employee as per the service details entered will be shown to the employee and 

employee will have to select either option by clicking against the same. Whatever option one has to select it 

will be verified by sending OTP to the employee’s registered phone number as shown below: 

 

 
 

After selecting the option and submitting the same to the office, the employee will take print out of the 

Undertaking by selecting the option ‘My Services”→My Pay Fixation→Print Undertaking menu option. Upon 

selecting the same, the employee will be shown the following screen with an option to ‘Print Undertaking’ 

Button as shown the screen below: 
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Upon pressing the ‘Print Undertaking’ button, the Pay fixation details will be shown. See the undertaking in 

following two screenshots below: 
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Pay Fixation by Establishment Entry Clerk 
Upon employee undertaking, the Establishment Clerk will undertake the Pay Fixation related work by logging 

from his/her authorized credentials and selecting option ‘‘Service Book details→Pay Fixation→Pay Fixation As 

per 6th pay Commission menu options. See screen below: 
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Once the menu is selected the following screen will be shown by entering any employee code whose pay is to 

be fixed: 

 

 
 

As per the record available, the entry from 01/01/2016 onward can be done by selecting different events 

during the service of the employee. See the screen below showing Increment event: 
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After completing the entries, the same will be saved and may be submitted to the Verifying officer. However, 

options to Edit the entry, Delete and print Report are available which may be selected as deemed fit. Pls. refer 

to the following screen: 

 

 

Note: In case it is found that Notional/Drawn Pay was done wrongly and even employee had given the 

undertaking, the establishment Entry clerk can un-verify and delete the entries and can start the recalculations 

followed by verification by the Verifying officer and employee undertaking option etc. 

Approve Pay Fixation by Establishment Verifier Officer  
Verifying officer will now take steps to verify the Pay Fixation of the employee for which details are submitted 

to him/her by selecting the option Approvals→Verify Pay Fixation→01-07-2021 as shown below: 

 
 

All employees will be shown row wise with option to ‘View And Verify’ and ‘Print Report’ Option. See below: 
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If View and Verify option is selected, the following screen will be shown where remarks are to be entered 

mandatorily. If Verifying officer wants to send back the details back to the Establishment Clerk, the same can 

be done by pressing Return Back button as shown in the bottom of the screen below: 

 

 
 

Pressing print Report will show the Pay Revision Calculation Sheet as shown below: 
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