
A GUIDE TO

TABLE OF CONTENTS
Content Page Number

1. What is SPARK? 3
2. Aim of SPARK 3
3. Users of SPARK 3
4. Logging in 3
5. Administrative menu

◦ New Employee Record. 4
◦ Edit Employee details 5
◦ Lock Employee Record 5
◦ Change Password 5

6. Servcie matters
◦ Personal details 6
◦ Generate Data Sheet 6
◦ Employee ID Card 6
◦ Probation Clearance 7
◦ Vacation duty 7
◦ Regularisation 7
◦ Increment sanction 8
◦ Grade Promotion 9
◦ Appointment to higher post 9
◦ Transfer

▪ Generate transfer order 10
▪ Relieve on transfer 10
▪ Join on transfer 11

◦ Leave
▪ Leave account 11
▪ Leave entry 12
▪ Leave surrender order 12

◦ Retirements 12

7. Salary Matters
◦ Bill Types 13
◦ Acquittance types 13

1



◦ Changes in the month
▪ Present salary 14
▪ Loans 14
▪ Deductions 15

◦ Salary Processing 15
◦ Printing the bills 16
◦ Cancelling a processed bill 17
◦ Encashing Earned Leaves 17
◦ After encashing the bills 18
◦ Onam Advance Processing 19
◦ Entering Manually Drawn salary 20
◦ Processing Festival Allowance 21
◦ Processing DA Arrear 21
◦ Merging DA Arrear to EP Bill 21

8. Queries
◦ Employee search 22
◦ Signing out 22

2



F´mWv kv]mÀ¡v?

Service  and  Payroll  Administrative  Repository  for  Kerala.  AXmbXv  Hê 
kÀ¡mÀ  DtZymKØsâ  apgqh³  hnhc§fpw  Cet{ÎmWnIv  coXnbnÂ  hnhc 
tiJcWw  \S¯n  BhiyapÅbmÄ¡v  FhnsSbpw  e`yamI¯¡  hn[¯nÂ 
{IaoIcn¨ncnçì.  GsXmê  Imcyhpw  ImeXmakw  IqSmsX  km[yam¡m³  CXv 
D]Icnçì.  _m¦nwKv  taJebnÂ I¼}«ssdtkjë ap³]v,  tijw  F¶n§s\ Hê 
Ime hn`P\ k{¼Zmbw \nehnÂ h¶Xv C\n kÀ¡mÀ kÀÆokv taJebnteípw hêì. 
Hê km¼¯nI hÀjs¯ _nÃpIÄ apgh³ kv]mÀ¡neqsS  amdn¡gnªmÂ am{Xta 
kv]mÀ¡v ]qÀ®ambpw \ap¡v {]tbmP\s¸Sp¯m³ km[nçIbpÅq.

F´n\mWv kv]mÀ¡v?

kÀÆokv kw_Ôamb {]iv\§Äs¡mê imizX ]cnlmcw. AXmbXv kmedn, D. 
A. AcnbdpIÄ,  XSªpsh¡s¸«  i¼fw,  ]n  F^v,  hnhn[  teméIÄ,  \ãs¸« 
Fkv._n,  teméIfpsS  _m[yXIÄ  apXembh.  I¼|«dnsâ  {]tbmP\w  kÀ¡mÀ 

kÀÆokv taJeív e`yamç¶Xn\mbn  integreated payroll  management system FÃm 
hæ¸pIfnepw  \S¸mç¶Xnsâ `mKamWv  kv]mÀ¡v.  Hmtcm DtZymKØëw kv]mÀ¡nÂ 

cPnÌÀ sN¿pt¼mÄ Hê \¼À (Permanent  Emploee  Number  -  PEN)e`nípì. CXv 
AbmfpsS  Xncn¨dnbÂ  \¼dmWv.  CXv  Hê  tImUmbn  D]tbmKn¨v  Hmtcmê¯scbpw 
Xncn¨dnbpì.

ssIImcyw sN¿p¶Xmcv?

Drawing and Disbursement Officer / Controlling Officer, Section Superintend, 
Establishment clerk, Account clerk.  ChcnÂ computer ]cnÚm\w IqSpXepÅ BÄ 

DMU (Data Management User) Bbpw {]hÀ¯nçì. 

kv]mÀ¡v D]tbmKnç¶Xv F§s\?

GsX¦nepw  Hê  internet  browser Hm¸¬ sNbvXv  spark.gov.in F¶ A{UÊv 

\ÂæIbmWv  BZy  ]Sn.   At¸mÄ Xpdì hcq¶ t]PnÂ \nìw  Certificate  chain 
download  sNbvXv unzip  sNbvXv C³ÌmÄ sN¿Ww. XpSÀ¶v  “Click Here To Login” 
F¶ en¦nÂ ¢nç sN¿pt¼mÄ Xpdì hê¶ t]PnÂ  User  code Dw  password Dw 

\ÂIn login sNbvXmÂ SPARK user interface e`yamæw.
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1. Administrative menu - Â BZys¯ A©p Imcy§Ä Controller of spark AsÃ¦nÂ 

DMU BWv  D]tbmKnç¶Xv.  Establishment,  Account  users  CXv  D]tbmKnt¡In 

hê¶nÃ. New Employee Record, Edit Employee Record Ch Establishment user Dw 

Account user Dw D]tbmKnçì. 

 
New Employee Record:     

]pXpXmbn  \nban¡s¸«tXm  kv]mÀ¡nÂ  tNÀ¡s¸«n«nÃm¯tXm  Bb 
hyànbpsS  hnhc§Ä  ChnsS  tNÀçì.  ]pXpXmbn  Hcmsf  tNÀç¶Xnë  ap¼v 

AbmÄ¡v PEN e`n¨n«nÃ F¶v Dd¸p hê¯pI. CXnÂ Personal Memoranda, Present 
service  details,  contact  details F¶n§s\  aqì  `mK§Ä DIv.  Service  Book  Â 
tcJs¸Sp¯p¶ hnhc§Ä Xs¶bmWv ChnsS \ÂtIIXvv. Cu hnhc§Ä tcJs¸Sp¯n 

confirm sN¿pt¼mÄ PEN In«pw. Cu \¼À Service Book -sâ Front page, Photo page, 
Last  page F¶nhnS§fnÂ FgpXWw.  Confirm sNbvXtijw  Next  Employee  click 
ASp¯ Bsf tNÀçItbm Cu t]Pnë apIfnepÅ “Main Menu” ¢n¡v sNbvXv ap³ 

t]Pnteç Xncn¨p t]mæItbm sN¿mw. Always enter dates in “dd/mm/yyyy” format.
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Edit Employee details:
New employee record D]tbmKn¨v tcJs¸Sp¯nb hnhc§fnÂ Fs´¦nepw sXäv 

h¶n«ps¦nÂ Edit Employee details D]tbmKn¨v Xnê¯mhp¶XmWv. AXn\mbn Xpdì 

hê¶ t]PnÂ PEN \¼À \ÂIWw. 

Lock Employee Record:
DDO Dw,  Establishment  clerk Dw  Edit  Employee  Record D]tbmKn¨p Xpdì 

t_m[ys¸« tijw CXv tem¡v sN¿pì. Hcn¡Â tem¡v sNbvXmÂ Unlock sN¿msX 

aämÀçw Edit sN¿m³ IgnbnÃ. 

Change Password:
]pXnb  password  -  alpha  numeric, AXmbXv  A£c§fpw  A¡§fpw 

DÄs¸Sp¶Xmbncn¡Ww.  ædªXv  8  characters DImbncn¡Ww.  password XoÀ¯pw 

clkyambncn¡Ww. 60 Znhk¯nëÅnÂ password hoIpw amtäXmWv.
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2. Servcie matters.
Personal  details -  Â  ap³]p  sNbvX  Imcy§Ä Xs¶bmWv.  Nne  hnhc§Ä HgnsI 
aäpÅhsbÃmw CXp hgnbpw FUnäv sN¿ph³ km[nçw.

Generate Data Sheet -Â hyànIfpsS Xncnt¨m s]mXphmtbm hnhc§Ä PDF Bbn 
IméItbm {]nâv FSpçItbm, tkhv sN¿pItbm sN¿mw.

Employee ID Card - s]mXp kz`mhapÅ Xncn¨dnbÂ ImÀUnë thIn D]tbmKnçì.

6

file:///cgi-bin/MMOnline.dll/portal/ep/malayalamContentView.do?pageType=Article&contentType=EDITORIAL&programId=1073774997&articleType=English&tabId=8&contentId=3437048&BV_ID=@@@


Probation Clearance: is used for probation concerns.

Vacation  duty: A[ym]IêsSbpw  aäp  vacation Poh\¡mêsSbpw  vacation tPmen 

kw_Ôn¨  Imcy§Ä CXnÂ  tcJs¸Sp¯nbmÂ  am{Xta  Earned  Leave   _nÃpIÄ 

Process  sN¿m³ IgnbpIbpÅq.  CXv Ct¸mgpw AIväohv Bbn«nÃ. AXnn\mÂ  Leave 
entry hgn tcJs¸Sp¯n, EL t{]mkÊv sN¿mw.

Regularisation: Informations regarding regularization of an employee.
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Increment  sanction:  _nÂ ssS¸v XncsªSp¯v amkhpw hÀjhpw \ÂIn t{]mkoUv 
¢n¡v  sN¿pt¼mÄ  AÀlcmbhêsS  t]êIÄ  ImWmw.  skeIväv  sN¿m\mbn 
t]cn\Sp¯pÅ NXpc¯nÂ ¢n¡v sN¿pI. HmÀUÀ \¼À \ÂIn A]vtUäv Umä F¶ 
sF¡WnÂ  ¢nç  sN¿p\tXmsS  hnhc§Ä  X\nsb  kÀÆokv  lnÌdnbnÂ 
tcJs¸Sp¯s¸Spw. 
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Promotion:  ]pXnb  t{KUpIÄ  CXphgnbmWv  AëhZnç¶Xv.  t{KUv  CXphgn 
\Âæt¼mÄ _nÃneS¡w FÃmbnS¯pw CXv tcJs¸Sp¯s¸Spw.

Appointment to higher post:
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Transfer
a) Generate transfer order. (there are three types of transfer – Promotion with 

transfer, Inter department transfer, General transfer)

b) Relieve on transfer order.
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c) Join on transfer.

Leave: Leave account settle sN¿pì.

Service Matters  Leave  Leave Account.
Hê \nÝnX XnbXnbnÂ _m¡nbpÅ Half Pay Leaves (HPL), Earned Leave (EL) 

Ch Xmsg]dbpw hn[¯nÂ tcJs¸Sp¯mw.

Opening balance tcJs¸Sp¯n¡gnªmÂ Hê \nÝnX XnbXnbnse   HPL Hm EL 
Hm  credit sN¿phm³ Select “Credit leaves based on previous balance”, Enter the date 
and click proceed.
You can also enter this through Administration  Edit employee record  Leave 
account.
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Service Matters  Leave Leave Entry

CXnÂ  eohv  kw_Ôamb  hnhc§Ä  tcJs¸Sp¯pt¼mÄ  Xs¶  kÀÆokv 
lnÌdnbnÂ AXv X\nsb tcJs¸Sp¯s¸Spw. i¼fs¯ _m[nç¶ Ah[nbmsW¦nÂ 
B amks¯_nÃnepw asämìw sN¿sX Xs¶ B amäw hê¶XmWv.

Service Matters  Leave  Leave Surrender Order

Earned  Leave  Opening  balance  enter  sNbvXpIgnªn«ps¦nÂ  process  sN¿m³ 
kmwKvj³ sNt¿ ണ Xp ണ�.

Retirements: Nature of retirement Â GXp Xcw retirement Dw tcJs¸Sp¯mw.
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3. Salary Matters: 
SDO  Salary – For self drawing officers.

Establishment Bill Types
Salary Matters   Est.  Bill  Types  Â  DDO code  \ÂIn¡gnbpt¼mÄ Xpdì hê¶ 

`mK¯v Bill Type-Â {Ia \¼dpw, Description-Â _nÃv Xncn¨dnb¯¡ hniZoIcWhpw, 

Description of HOA-Â Head of account GXmsWìw, aäp hnhc§fpw \ÂIn Insert 
sN¿Ww. 

C§s\ FÃm Head-Dw tkhv sN¿Ww. CXv Hcn¡Â am{Xw sNbvXmÂ aXn.

Acquittance  details.  Code  Â serial  number  Dw acquaittance   type  Â Name  of 
acquitance - tcJs¸Sp¯n  insert  click  sN¿Ww. CXpw Hcn¡Â am{Xw sNbvXmÂ aXn.
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Changes In The Month
Present salary:

Htc C\¯nÂ Xs¶ H¶nÂ IqSpXÂ t]mfnknIÄ Ds¦nÂ Htcm t]mfnknIfpw 
{]tXyIw  Däs¸Sp¯Ww.  i¼f  kw_Ôamb  FÃm  Xnê¯epIfpw  CXp  hgn 
sN¿p¶Xmbncnçw  DNnXw.  aäp  hnhc§fnÂ  AdnbmsX  Xnê¯epIÄ  hê¶Xv 
Hgnhm¡mw.

Allowances: DA, HRA, CCA HgnsIbpÅ FÃm Aeh³kpIfpw ChnsS tcJs¸Sp¯mw.

Loans: loan DsI¦nÂ details enter sN¿Ww.
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teméIÄ ]pXpçt¼mÄ ]gb teméIÄ skeIväv  sNbvXXnëtijw amä§Ä 
hê¯n I¬t^w sN¿Ww. GsX¦nepw amkw AShv Hgnhm¡Wsa¦nÂ {^okv sNbvXv 

I¬t^w  sN¿Ww.  teméIfpsS  AShpIÄ  Ignbpt¼mÄ  skeIväv  sNbvX  v  Close 
sN¿Ww.

Deductions: PF, SLI,  LIC  apXembh tcJs¸Sp¯mw.  Enter all  deductions on same 
account together. In details enter the account numbers separated by commas and a 
single space.

Salary Processing:
Salary Matters      Processing     Salary      Monthly Salary Processing  

DDO Code and bill type is to be entered.

Select Employee/All Employees   Select Employees  Submit (Wait for some time 
then click refresh to check whether the job is completed)

If the job is still waiting don't worry just go to other work or sign out and get 
away. The SPARK server will do your job. Check when you login for the next time.

DO NOT CANCEL A BILL WHILE THE PROCCESSING STATUS IS BEING “JOB WAITING”
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To save or print the bill 

Salary matters  Reports  Monthly Salary  Pay  Bills and Schedules

D D O Code Dw month Dw select sN¿Ww.(Select the bill, Click on yes, Select 
the report page, Click on generate report  Save.) 

i¼f  dnt¸mÀ«pIÄ  tkhp  sN¿pt¼mÄ  GsX¦nepw  Hê  ss{UhnÂ 
Xmsg¡mWq¶  hn[¯nÂ  t^mÄUdpIÄ  \nÀ½n¨v  tkhp  sN¿p¶Xv  B  _nÃpIÄ 
Ffp¸¯nÂ Xncn¨dnbp¶Xnëw, hêw amk§fnse _nÃpIÄ tkhp sN¿pt¼mÄ ap³ 

amk§fnse  hnhc§Ä  over  writing \S¯s¸Sp¶Xv  Hgnhm¡mëw  \n§sf 
klmbnçw.
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Cu dnt¸mÀ«v  Legal (8.5” x 14”) t]¸dnÂ {]nâv sNbvXv  A3 t]¸dnte¡v  120% 
Zoom - - - -Â t^mt«mÌäv FSp¯v {SjdnbnÂ \ÂImhp¶XmWv.

Processed Bill sXäp h¶mÂ Cancel sN¿m³.

Salary matters  Processing  Salary  Cancel processed salary
(Enter the DDO Code and bill type), Select the bill to cancel, click proceed.

DO NOT CANCEL A BILL WHILE THE PROCCESSING STATUS IS BEING “JOB WAITING”

Encashing Earned leaves

Service Matters  Leave  Leave Surrender Order

Select the employees, Give other details, click insert. You can also view or print the 
memo before clicking insert or after selecting it and editing it.

Then you can process the leave surrender through

Salary Matters  Processing  Leave Surrender  Leave Surrender

Give necessary details,  Select employee, click Submit

You can cancel this through

Salary Matters  Processing  Leave Surrender  Cancel Processed Surrender
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Printing EL bills

You can print the report through

Salary Matters  Bills and Schedules  Leave Surrender  Leave Surrender Bill

Treasury   Â   Submit   sNbvXv   Bill   ]mkmbn¡gnªmÂ  

Salary Matters  Processing  Encashment details

Date Dw amount Dw POC No Dw  tcJs¸Sp¯Ww. _m¡n tImf§fnÂ ""0'' enter 
sN¿Ww.

Salary Slip: (Bhiysa¦nÂ am{Xw)

Salary Matters   Reports   salary slip   Bill  wise slip   DDO Code Dw 

Month Dw Select sNbvXv Generate ¢n¡v sN¿Ww.

Acquitance  roll :  Salary  Matters   Reports   Monthly  Salary    Salary 
acquaintance, Bill select sNbvXv View report ¢n¡v sN¿Ww.

Bonus:
Professional tax:
Emps. in PR scale: For Employees in Pre-Revised Scale.
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PROCESSING BILLS OF ONAM ADVANCE & FEST. ALLOWANCE.

Salary Matters → Processing → Onam/Festival Advance → Onam/Fest Advance 
Processing
You will get the following screen

Select Month and DDO, Enter Loan amount, Recovery start month, Select Bill type, Select 
Employees, Click on proceed. Then go to
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Salary Matters → Processing → Onam/Festival Advance → Merge Onam/Fest Advance 
With Salary
You will get the following screen

Select DDO Code, Month, Type Click on proceed. Then you can Process the salary bill for 
the month as before and the advance will be there.

FESTIVAL ALLOWANCE / BONUS CALCULATION.
In case you have not processed the salary for March 2009 through spark to calculate the 
Festival Allowance / Bonus you have to enter the details of salary drawn for the month of 
2009 as follows.
Salary Matters → Manually Drawn
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Select Office, Employee Enter the month, Year, Drawn date, Salary Type, Basic pay, DA, 
HRA, CCA, Leave salary etc. It is not necessary to furnish deductions for Festival 
allowance calculation. Click confirm. Then you can process festival allowance through 
Salary Matters → Processing → Festival Allowance → Festival  Allowance 
Calculation.  Pëhcn apXÂ CXphscbpÅ FÃm hnhc§fpw tcJs¸Sp¯pI 
bmsW¦nÂ Un. F. AcnbÀ t{]mkkv sN¿phmëw km[nçw.

DA Arrear Processing
Salary Matters → Processing → Arrear → DA Arrear.

Enter from to details, select DDO code, Select Bill type, Click All Employees\Select 
Employees, Select Employees, Click submit.

After Processing Merge the Arrear to salary through
Salary Matters → Processing → Arrear → Merge Arrear With Salary.

Choose whether to PF or in cash. Click Proceed. The arrear will be present in the bill 
of the corresponding month.
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4. QUERIES.

Employee  Search:  PEN e`n¨n«ptIm  F¶dnbm³  t]cnsâ  `mKhpw  P\XnbXnbpw 
\ÂIn tkÀ¨v sN¿Ww.

Dplicate PEN Hgnhm¡m³ CXp klmbnçw.

Sign out : Browser close sN¿p¶Xnë ap³]v sign out sN¿Ww.

www.sparkerala.webs.com

Binu Kuriakose M. C. A., HSA – Physics, Govt. HSS Kallil, Ernakulam, vkbinu@ovi.com or vkbinu@gmail.com

*******************************
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