
 

28th May 2025 

Notice 

1. The HRMS Menu in Octopod have option to process the salary of the suspended 

employees. 

a) Login as Admin, go to admin dashboard. 

b) Under HRMS Menu, hover over “Payroll” submenu 

c) Under the “Payroll” submenu, click on “Employee List”. 

d) In the “Employee List” page identify the suspended employee and click on 

Green “No” button under the “Is Suspended” column, as shown in the picture 

below. 

 

Note :- Once the employee is marked suspended and attendance is entered in 

the Leave Module for a particular month the, salary will be automatially 

calculated. HRA is to be paid in case accomodation is not provided to the 

employee.  Electricity and water charges is to be recovered as per the norms. 


