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Application Overview

Purpose of this user manual document is to explain the process of on board and manage new
employee as below:

® Employee - Establishment In charge Officer/Establishment In charge Clerk

@ Office Admin(below Level like Division/Block Level can created by State Level Office Admin)
® On board new Employee(through the login of Establishment In Charge Clerk)

@® Create and Assign Approver(through the login of Establishment In Charge Officer).

Getting Started

This section explains the steps/process to be followed by the user to login:
1. Accessing Application - User has to open the URL: http://sarabhai-coe.mapit.gov.in/ehrms/main.

2. Home Page - As soon as the website is open they need to click on the Login option available on the top right side. User can login on

eHRMS by clicking on LOGIN drop down button and select below options:
° Login With SSO
) Login With OTP
® Login With Username

B cHRMS
Government of Madhya Pradesh

Login With SSO

B+ cuoeunes
Login With OTP
Login With Username
Department Onboarded n Approved Employees o
50 50 -

= NEWS & UPDATE = SERVICE BOOK STATUS

1

Registered Employees

150

47 TIMES - UNDER SECRETARY 11/02/2021

02/2021) ® VIEWED: 2847 TIMES - UNDER SECRETARY 11/02/202

[l service Book Generated ( 50 ) [JfjRegistered Employees (150)

A. Login With SSO - User will be navigated on Single Sign ON(SSO) Page after clicking on Login With SSO option in
LOGIN drop down on eHRMS Home Page:
<> User needs to provide SSO ID/Email ID, Password & Security Code
< Clicking on SIGN IN Button will navigate the User-to-User Dashboard page.


http://sarabhai-coe.mapit.gov.in/ehrms/main
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Single Sign On (SSO)

ment of Madhya Pradesh

B. Login With OTP - User will be navigated on login through OTP Page after clicking on Login With OTP option in
LOGIN drop down on eHRMS Home Page:
< User needs to provide Mobile Number in Mobile No. Field and code in Captcha field as appears inimage.
< Click on Send OTP button will send the OTP on provided Mobile Number.

eHRMS
Government of Madhya Pradesh

EII s cuoeines 7HELP

MobileNo

Ccapteha:

< Clicking on “LOGIN WITH SSO” Button will navigate user to the Signal Sign Of(SSO) panel & “LOGIN WITH
USER NAME “ Button will navigate the user to Username Login panel:

eHRMS
Government of Madhya Pradesh

EI s cuneunes »hese

MobileNo

Captcha:

C. Login With Username - User will be navigated on Username Login Page after clicking on Login With
Username option in LOGIN Drop down on eHRMS Home Page:
< User needs to provide the user name & password and code in Captcha field as appears in image.
< Click on LOGIN Button will navigate to User Dashboard page.



Page 5

eHRMS

Government of Madhya Pradesh

B s cvorunes -

Usemame

| |

Password

h—iv:‘w,.l-,m:s:\u

— 6o To Home Forgot Your Password —
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< Click on Go To Home Link or Home Button will navigate the user to eHRMS Home Page:

eHRMS

Government of Madhya Pradesh

2HELP

Username

Password

Forgot Yourpaseward—

< Clicking on Forgot Your Password Link will navigate the user on Forgot Password panel:

HRMS
overnment of Madhya Pradesh

B2 s cuoeumes 2HELP

Usemame
Password

Captcha:

(' oacing captehs.

—GoTo Home Forgot Your Password —

< On Forgot Password panel, User has to provide the Username and click on SEND OTP button. OTP will be
received on registered email id and mobile number.

eHRMS
Government of Madhya Pradesh

B 2 cuonnes B

Forgot Password

Enter Usemame

R OF EXCELLENCE (COE), MAP.

IGHTS RESERVED,
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< User has to provide received OTP, New Password and Confirm Password and then click on Change Password
Button:

eHRMS
Government of Madhya Pradesh

BIZ s cuoeunes e

Forgot Password

orp New Password Confirm Password

< If user doesn’t receive OTP then need to click on resend OTP button:

eHRMS
Government of Madhya Pradesh

B s cuoeunes 2w

Forgot Password

==

orp New Password Confirm Password

< Clicking on BACK TO LOGIN button will navigate user to Username login page:

eHRMS
Government of Madhya Pradesh

B+ cuoeunes e

Forgot Password

orp New Password Confirm Password
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OFFICE Admin
What Office Admin can do:-

Office Admin (Ministry/State/Division/Block)

1. On board Employee with minimum details.

2. Give roles to Employee - Establishment In charge
Clerk/Establishment In charge Officer.

3. Can create Office Admin of below level(e.g.:-State level office

admin can create Division level Office admin as per department
hierarchy)

Office Admin Login: Login with Office Admin, User will be navigated on Office Admin
Dashboard.

GENERAL ADMINISTRATION DEPARTMENT
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a) User will be navigated on User Creation page after clicking on User Creation option
in main menu:

GENERAL ADMINISTRATION DEPARTMENT

@ eHRMS @ | User Creation OFFICE ADMIN: © FIRSTTESTOFFICEADMIN = ': =

Office Admin Dashboard

Approved Employees
20

More info

b) Select Office level and Office Name from dropdown

GENERAL ADMINISTRATION DEPARTMENT

@eHRMS #  User Creation

Dashboard / User Creation

I USER CREATION
Department * HOD/Organization Office Level *
- Lokayukta - tateLeve -
Office Name * Demography *
ta-Office v Madhya Pradesh
User Type * User Role * Nodal Officer Name *
- Select
Nodal Officer Designation * Email 10 * Mobile No *

c) Select User Type from drop down
1. [If User Type selected is “Employee”
2. Select User role from drop down:
i. Establishment In charge officer
ii Establishment In charge clerk

NOTE:-Both roles can be given to one employee or two different
employees can be on boarded and assigned the above roles.
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GENERAL ADMINISTRATION DEPARTMENT

@eHRMS #  UserCreation

Dashboard / User Creation

|

I USER CREATION

HOD/Organization Office Level *
oepr - - -
office Name * Demography *
| - l Madhya Pradesh
User Type * User Role * Nodal Officer Name *
Nodal Officer Designation * Mobile No *
Employee Treasury Code *

N a7

d) Select User Type “Office Admin”
i.  Select User Role: Office Admin

Note: - This is to create Office Admin of Below level.

GENERAL ADMINISTRATION DEPARTMENT

@eHRMS #  User Creation

Dashboard / User Creation

I USER CREATION

Department * HOD/Organization Office Level *
Office Name * Demography *

| Bhopal

User Type *

User Role *

Nodal Officer Name *

Nodal Officer Designation * Mobile No *

Note:

1 - All the mandatory fields are required to fill.

2 - Office Admin will not be able to create employees for subordinate Office Level.

3 - Office Admin can create the user and give role as Establishment in charge
officer & Establishment In charge clerk.

4. Office Admin will not be able to create Office Admin for same Office Level.
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Establishment In charge Clerk Login

1. User will be navigated on Employee Dashboard after login with Establishment In charge
Clerk.

Oath of Allegiance panel will appear on page (for first time login only), where user has to
click on, and “l Accept” button to agree the Oath of Allegiance:

Declaration

Oath of Allegiance

“I TestHR do Swear/solemnly affirm that | will be faithful and bear true allegiance 1o India and to the Constitution of India as by law
established , that 1 will uphold the sovereignty and integrity of India. And that | will carry out the duties of my office loyally, honestly
and with impartiality.

Date: 08-06-2021 Name: TestHR

MY
“ 3 TestHR 19y Al §/aafE 3wl e § @6 ¥ yRa AR R g wftd srd & e & o se Rk safm o gm, 3 ura gl

WA 3R SRS SHeuor T it A 9 9 B avcla] @0 o, Surerd AR P & g e |

fefe: 08-06-2021 AW TestHR

2. After clicking on “I Agree” button, user will be navigated on Employee Dashboard

GENERAL ADMINISTRATION DEPARTMENT
@enms #  Dashboard ~ PreEnollement - Servics Book ~ © Test -

Employee Dashboard

View More My Calendar
bl April, 2021
cML 6 @8 we ) Present 3 Leaves 9 1015 EHOPAL
In Time Out Time Location
coff o0 000 332 000 Abiar o

1Z0Z ¥VONITVO / AMVIO W
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3. Clicking on Dashboard in main menu will show options as Employee & Establishment In
charge Clerk, from where user can navigate between dashboards:

GENERAL ADMINISTRATION DEPARTMENT

@eHRMS # Dashboard ~ PreEnrollement ~  Service Book ~

Employee
Establishment incharge clerk

Registered Employees
2

More Info

Establishment Incharge clerk Dashboard

Recommended to Approver

0

More Info

00
(==}

Total Services Book Uploaded

o [+

Total Approved Employees
0

More Info More info

1202 ¥VONITVD / AdVIO

4. From Dashboard Menu- Click on Establishment In charge Clerk - will navigate the user
to Establishment In charge Clerk Dashboard

GENERAL ADMINISTRATION DEPARTMENT

eHRMS # Dashboard ~  PreEnrollement ~  Service Book ~ © TEST -

Establishment Incharge clerk Dashboard

Registered Employees r Empl i nding for Re Recommended to Approver
2 == 5 0

More info More info

Total Approved Employees / Total Services Book Uploaded

0 < 1) ﬂ

More info More info
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How to On board employee

Click on Pre Enrolment >> On-board Employee. User can search the employee byproviding
Employee Name or by providing Employee Treasury Code:

GENERAL ADMINISTRATION DEPARTMENT

@eHRMS #  Dashboard ~  Pre Enrollement ~

Employee Dashboard

cML 400 2% LWP om0 (00 Present 3 Leaves ° 10:15 BHOPAL
In Time Out Time Location

coff 000 000 cl 332 000 —_— o

GENERAL ADMINISTRATION DEPARTMENT

@eHRMS # Dashboard -  PreEnrollement ~  Service Book ~ O TEsT -

Dashboard / Employee List

I EMPLOYEE LIST 10 v |

Employee Name Employee Treasury Code

=i

S.NO. EMPLOYEE DETAIL CURRENT DETAIL ACTION
1 Employee. Designation : Test

Test ofiepedng Appointment Type
Employee Treasury Cod 1

Contact Details : 491 7:
Do, Marital Status

2 Employee Designation : HR
TestHR Pellernss Appointment Type
Employee Treasury Code : 1 6

Contact Details : +9
DoJ , Marital Status

ADD NEW employee

. User needs to provide new Treasury Code into Employee Treasury Code field
and click on Search button:

GENERAL ADMINISTRATION DEPARTMENT
eeums ®  Dushbourd = PreEnolement - Servics Book - o Tt -

Dashboard / Employee List

I EMPLOYEE LIST 0 v |
Enployes Name Enployes Treswary Cote
[E=RE
SNO. EMPLOYEE DETAIL CURRENT DETAIL ACTION
empi Designation : Test

Test e Appointment Type
Employee Treasury Code - 67465132

Contact 91 74125
DoJ , Marital Status

Designation : HR
Appointment Type

[ e I
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2. Clicking on Search button will show the message as “Searched employee not
found Do you want to Add?” in popup window:

Searched employee not found

Do you want to Add?

- P

3. Clicking on Yes will navigate the user to Employee Profile panel, where user
need to fill Personal Details as below:

® @ Aosn - . w = " -

Employee Profile

GENERAL ADMINISTRATION DEPARTMENT

(Setect Section )

| easicoerans = |

PERSONAL DETAILS .
sahation * First Name (i Engish) * paseny
Mokt Name (v Last Hame 0 Engifhty*

I SERVICE BOOK PAGES |
Mothers Hame * Gender
Al
rwp— category toed oroup” [ p—
sentitcation wark * Religion
= s Employes Physicatty Chalanged
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GENERAL ADMINISTRATION DEPARTMENT

@cHRMS @ Dashbowrd *  PreEmollement = Service Book -

Employee Profile

{ Select Section }-

I BASIC DETAILS @ I

PERSONAL DETAILS

Salutation * First Name (in English) * First Name (Hindi) * ‘Middie Name (in English)

Middle Name (Hindi) Last Mame (In English)* Last Name (Hindi) * Father's Name *

I SERVICE BOOK PAGES
Mother's Name * Gender * oos * DOB (In Words)
v DD-MM-YYYY a]

Marital Status * Category * Blood Group* Height (in Centimeter) *

Mentification Mark * Religion

- 1s Employee Physically Challenged

EMPLOYEE CODE AND DETAILS
Cadre * Employee Treasury Code * Employee Code - Issued by Department

- 34651320

AN Scheme Type * ‘Scheme Number *

— CONTACT DETAILS

Mobile No, * Altemate Mobile No. Official Email-id * Alternate Email-id

— EMERGENCY CONTACT DETAILS

Contact Person Name * Contact No. * Relationship with Employee *

— ADDRESS DETAILS
PERMANENT ADDRESS

State * District * city* Postal Code *

Correspondence/ Postal Address Is same as Permanent Address?

State * District * ciy*

Postal Code * Address *

Office Details

Changed HomeTown I any while on service

—— UPLOAD

Select document type 1o upload Upload Document (Only PDFprg og file allowed

- Choose file. Browse UPLOAD

’ DOCUMENT TYPE DOCUMENT NAME ACTION

@

***Note: Save button on Personal details (At the time of joining) form page will be
enabled only after the user provides data in all mandatory fields.

4, Clicking on Save button will open the popup window for Establishment In charge Clerk
password for confirmation:
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Confirm your password?

Please confirm swors to save

5. After providing the correct password and click on save button will create the employee
profile, where user will be able to fill rest of the information like Profile picture, Service
book Pages, etc. :

GENERAL ADMINISTRATION DEPARTMENT

@EHRMS #  Dashboard ~ PreEnrollement ~  Service Book ~

Employee Profile

Persanal Detads (At the time of josing) - |
I BASIC DETAILS [ /] |
~ DETAILS
Employee Name Employee Name (Hindi) Fathers Name Mothers Name
M S s TestFather TestMother
Gender Date of Birth Date of Birth (in word) Marital Status
Male 13101987 Fourteenth October Nineteen Eighty Seven Single
Category Blood Group Height (Feet and Inches) Identification Mark Mr. teslokayuktemp teslokayuktemp
General A 159 Test okayukttestemployeeuser@yopmai
Religion Is Employee Physically Challenged Disabilty Type l.com

Hinduism No |_H§ﬁ2hﬁﬂﬁ_|
— EMPLOYEE CODE AND DETAILS

Cadre Employee Treasury Code Employee Code - Issued by Department PAN

Scheme Type Scheme Number

PF 79846510447

[~ CONTACT DETAILS
Mobile No. Altemate Mobile No. Official Email-id Alternate Email-id
7458965896 Okayukttestemployeeuser@Yopmail.Com

I— EMERGENCY CONTACT DETAILS

Sotu pancaame St oo I :

6. Clicking on Upload button on Service book page will navigate user to UPLOADING
SERVICE BOOK page:

GENERAL ADMINISTRATION DEPARTMENT

@eHRMS # Dsshboard = ProEnrollement = Servics Book -

UPLOADING SERVICE BOOK

I 'SEARCH SERVICE BOOK

Employee Name Treasury Code

Name D E

Employee List

m TREASURY CODE NAME DOB JOINING DATE DESIGNATION ACTION
1

794651320 TESLOKAYUKTEMP TESLOKAYUKTEMP 13101987 19052021 Personal Secretary E

2 974651321 Test ﬂ
3 123784506 TestHR ﬂ

— EMPLOYEE INF

TREASURY CODE NAME poB JOINING DATE DESIGNATION

794651320 TESLOKAYUKTEMP TESLOKAYUKTEMP 13101987 19-05-2021 Personal Secretary

—~ UPLOAD PAGE WISE SERVICE BOOK:

Select Service Book Page Number * Select Service Beok Section (From Date) * Select Service Book Section (To Date) *
Select - DD-MM-YYYY [} DD-MM-YYYY [u]
Select eService Book Section * Upload Service Book Page.

select - Ehoose il [N save [ cance

¥ CENTER OF EXCELLENGE (GOE), MAP_IT
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7.

Now user has to fill the First Appointment Details(At the time of joining) form and click
on save button, then only rest of the forms will be enabled:

GENERAL ADMINISTRATION DEPARTMENT
€ s o o -

Pre Enrollement ~

Employee Profile

BASIC DETAILS

|~ PERSONAL DETAILS

Mr. teslokayuk
okayukttesten

T —

EMPLOYEE CODE AND DETAILS
Codr
Man

Employee Code - Issued by Department PAN

AZBPN7B9ZR

I SERVICE BOOK PAGES ﬂ'
[~ CONTACT DETAILS
Mobi Alternate Mobile No. Alternate Email-id
7458965096 opmail
— EMERGENCY CONTACT DETAILS
Contact Person Name Contact No. Relationship

GENERAL ADMINISTRATION DEPARTMENT

Employee Profile

| rrsTAPPOINTMENT DETAILS

APPOINTMENT ORDER DETAILS

Designetion Appolntment order No. *
JR—— Destgmetion of sming Authority
=) S
JOINING DETAILS
..... 1 soining * Time of Joining *
>-MM-YYYY (=]
PROBATION DETAILS
S plisese ‘

REGUL T DETAILS

ReguiarizationPermanent Details Applcale

UPLOAD
ocument Tvpe

Upload Document

Browse uPLOAD

DOCUMENT TYPE DOCUMENT NAME

| acTion

8. Educational Qualification/Other Qualification:

a)

Data from IFIMS -will be visible in lower grid, in charge clerk can update it
while click on edit option under action button.

Add new record - fill in the empty details and click on save. Saved record
will be visible in grid.

b)

Employoe Profile

| conurcanonceraus

|

........ Statun *

a
P e i g|
= e

| cuaurcation oeTans

* [owmcenones | ouucemousmans | maswe v | comaosomce | mmmon | smacr | eTrumovecin. | wemsmou | awmosorcoween | seospespocier | scron
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9. Training/Orientation Details:
a. Data from IFIMS -will be visible in lower grid, in charge clerk can update it while
click on edit option under action button.
b. Add new record - fill in the empty details and click on save. Saved record will be
visible in grid.

emms « Dubbourd -

Employee Profile

Trsniog Type® Name®

| reanmocerars \

* | TRAMNG TYPE NAME | INSTITUTE Nane COURSETYPE | ouramon 'DEGREE/CERTIFICATE ISSUING DATE

10. Family Details:
a. Data from IFIMS -will be visible in lower grid, in charge clerk can update it while
click on edit option under action button.
b. Add new record - fill in the empty details and click on save. Saved record will be
visible in grid.

@ s @ outvers -t -ttty - it -

Employee Profile

Sautaion * Farmiy Membes Mame * Gender

oos * Camtact Wumber * Accsam mber

0 ek sety@metonn

wsc Ml St * Dusabity Type AN

12 Goveermam trsloyee

| FAMILY DETAILS |

v | s oo [ep— [ran | moovemesoruerore [rev— [res——— [ scmon

11. Employees Nomination:
a. Data from IFIMS -will be visible in lower grid, in charge clerk can update it while
click on edit option under action button.
b. Add new record - fill in the empty details and click on save. Saved record will be
visible in grid.
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Employee Profile

| ommez oeravs | |
Aovictl Schmen* ncere o Norioesme* conter
00 o
[—— - PRS- sc
D0V
[ i Pr—— P—
1 Event of Wominee Predecessing the Subscrber I SERVICE BOOK PAGES Dl
| nownezust |
| sowmename | eprecTve Fmom NommEE ReLATION | contact mnsmen oATE OF TH | snane s acmon

12. Banking:
a. Datafrom IFIMS -will be visible in lower grid, in charge clerk can update it while

click on edit option under action button.
b. Add new record - fill in the empty details and click on save. Saved record will be

visible in grid.

@aHRMS @ Dahbourd - PreEolkment -  Saacton Authorty - Sarvice ook -

Employee Profile

{(Select Section ) ‘

| samncoerans m l

Bank #5C Cose *

Accoust Mumber * Contem Accoust Number *

pr— w—r

SERVICE BOOK PAGES |

| oamncoerans | =
o |asemccone P T prp Ao

13. Upgradation promotion/Kramonnati/Time Scale/Selection:
a. Data from IFIMS -will be visible in lower grid, in charge clerk can update it while

click on edit option under action button.
b. Add new record - fill in the empty details and click on save. Saved record will be

visible in grid.
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Employee Profile

| vecrapation oeTaws [ohsorenoemas] |
P—— Uppeatedtepost* T ofdppemcason”
-
=}
APPROVING OFFICER DETAIL
Order Issuing Auorey Designation * Orderesumg Authorny Nome' Comactie® I SERVICE BOOK PAGES °|
Enatio® P ortr b
o0y o
DOCUMENT UPLOAD
ST ——
— ==
E —
| vecravamion st |
+ | posTicummexT PosT PoOSTAURGRADE POST [ errecmve oate pav soaLE TVPE oF UPGRADATION om0 DETALS omocR oATE [ cmion

14

C.

Payscale Fixation:

Data from IFIMS -will be visible in lower grid, in charge clerk can update it while
click on edit option under action button.
Add new record - fill in the empty details and click on save. Saved record will be

visible in grid.

Employee Profile

PAY FIXATION
Date of Fesation *

Evenns®

Py sesle* Easic Py

[~ APPROVING OFFICER DETAIL

Orter Ieaing Authshy Designation”

Ematin

Onter lnsuing Authrity Masme * Comacie* l SERVICE BOOK PAGES ul

Onsera * rter bate *
00-MM-YYYY =]

[~ DOCUMENT UPLOAD
Select e w uplont. *

Chocae e

| eveovee pav eixanion oeTaLs

15. Awards and Punishment including suspension:

e.

Data from IFIMS -will be visible in lower grid, in charge clerk can update it while
click on edit option under action button.
Add new record - fill in the empty details and click on save. Saved record will be

visible in grid.
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Empioyee Profile

GENERAL ADMINISTRATION DEPARTMENT

@ 7t o et - it - sty -

Employee Profile

ok

| awasos o pumiswenToeraLs [0 0w s |

oue Onter Mo, e g Ausheny Type of Award | Punishment

DO-MMYYYY =]

Order Desaits

| Awasos ano pumisiment oETAS LisT |

s oare omoeR o | onoen ssuns aumioarTy [ Tvee oF AwarD PuaasENT [ ovoen oerans Acron

16. Transfer & Posting:
g. Data from IFIMS -will be visible in lower grid, in charge clerk can update it while
click on edit option under action button.
h. Add new record - fill in the empty details and click on save. Saved record will be
visible in grid.

GENERAL ADMINISTRATION DEPARTMENT

@eNRMS @ Dubbourd - PreEnvolkment - Ssacton Authorty -

Employee Profile

| rransrer ano posTinG DeTaLs
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17. Leave Account:
a. Data from IFIMS -will be visible in lower grid, in charge clerk can update it while
click on edit option under action button.
b. Add new record - fill in the empty details and click on save. Saved record will be
visible in grid.
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GENERAL ADMINISTRATION DEPARTMENT

Employee Profile

[ oveseuuis |

Leave Type Debit Date From * DebnDme To * Leave Taken *
D- (] DO-MM- =]
E cancm ramesha@yopmaiLcom
P—— \ =

eAnnED LEAVE Recomos | s B

T T e e T T I e S

COMMUTED LEAVE RECORDS
(mmmmm-

[~ CHILD CARE LEAVE RECORDS

O T T C—

[~ MATERMITY LEAVE RECORDS

2 arrourernon ccarroare o T acron

o Records Found

[~ PATERNITY L

[+ e orerrow oemToare o = scnon

o Reords Foune

[~ STUDY LEAVE RECORDS.

o Joearoarerrou pearare o T e

o Resonds Foung

EAVE RECORDS

e
- oearomre rom oem e 0 T acrion

Mo Records Found

[~ LEAVE NGT DUE RECORDS

ocamwre ou oesrwre 0 T P

18. Department Enquiry and Court Cases:
a. Data from IFIMS -will be visible in lower grid, in charge clerk can update it while
click on edit option under action button.
b. Add new record - fill in the empty details and click on save. Saved record will be
visible in grid.

GENERAL ADMINISTRATION DEPARTMENT

Employee Profile

| oeparTmenTaL EnauRY Ao couer cases | m“
cane | Duparsmenal Enguiry” Deaits™ Apuinat Emgiayee | By Employes* Oute of initision®
o n
[ARTR— — f_—

| oeeartmentaL enauy ano cousr cases |
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19. Loans and Interest bearing advances:
a. Data from IFIMS -will be visible in lower grid, in charge clerk can update it while
click on edit option under action button.
b. Add new record - fill in the empty details and click on save. Saved record will be
visible in grid.
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GENERAL ADMINISTRATION DEPARTMENT

eumws @ Dmbbourd - PreEwosument - Sacton Auhorty - Sand

Employee Profile
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20. GPF/DPF/Part/Final Withdrawal:
a. Datafrom IFIMS -will be visible in lower grid, in charge clerk can update it while

click on edit option under action button.
b. Add new record - fill in the empty details and click on save. Saved record will be

visible in grid.

GENERAL ADMINISTRATION DEPARTMENT

Employee Profile

| crr opr eary ano FvaL wiToRAWAL DETALS [ocomworus]
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21. NPS Part Final withdrawal:
a. Data from IFIMS -will be visible in lower grid, in charge clerk can update it while

click on edit option under action button.
b. Add new record - fill in the empty details and click on save. Saved record will be

visible in grid.
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GENERAL ADMINISTRATION DEPARTMENT

@ v o - i - ity - i

Employee Profile
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22, LTC:
a. Data from IFIMS -will be visible in lower grid, in charge clerk can update it whileclick

on edit option under action button.
b. Add new record - fill in the empty details and click on save. Saved record will bevisible

in grid.

GENERAL ADMINISTRATION DEPARTMENT

Employee Profile

| wrcoemmus
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23. Retirements Benefits:
a. Data from IFIMS -will be visible in lower grid, in charge clerk can update it while

click on edit option under action button.
b. Add new record - fill in the empty details and click on save. Saved record will be

visible in grid.
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GENERAL ADMINISTRATION DEPARTMENT

Gmms @ Duhbosrd - Pre Envoserment -

Employee Profile
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24, Arrear Payment
a. Datafrom IFIMS -will be visible in lower grid, in charge clerk can update it while

click on edit option under action button.
b. Add new record - fill in the empty details and click on save. Saved record will be

visible in grid.

GENERAL ADMINISTRATION DEPARTMENT

Employee Profile
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25. Recoveries:
a. Datafrom IFIMS -will be visible in lower grid, in charge clerk can update it while

click on edit option under action button.
b. Add new record - fill in the empty details and click on save. Saved record will be

visible in grid.
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GENERAL ADMINISTRATION DEPARTMENT

Employee Profile

| recoverv oerans [0 oo cemas |

Reasen for Recovery

a
[
| RECOVERY DETAILS LIST | SERVICE BOOK PAGES B[
26. Other Events:

a. Datafrom IFIMS -will be visible in lower grid, in charge clerk can update it while

click on edit option under action button.
b. Add new record - fill in the empty details and click on save. Saved record will be

visible in grid.

GENERAL ADMINISTRATION DEPARTMENT

Gennus « Dasnbourd -

Employee Profile
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27. Service Book Audit (Service Verification):
c. Datafrom IFIMS -will be visible in lower grid, in charge clerk can update it while

click on edit option under action button.
d. Add new record - fill in the empty details and click on save. Saved record will be

visible in grid.
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| semvet ook e oeraes

Date of Auat Audneavy Key Fndnas
DO-MM-YYYY =]

Remark

Complisace date

DO-MALYYYY

I SERVICE BOOK AUDIT DETAILS LIST

DATE OF AUDIT AUDITED B KEY ANONGS COMPLIANCE DATE

AcTioN

M Ramesh Steivastava
rameshs@yopmall com
9917895650
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NOTE:-Final Submit button will be enabled after the user fills First Appointment Details (At the time of joining) form and click

on save button:

GENERAL ADMINISTRATION DEPARTMENT

-
@eHRMS # Dashbosrd ~ PreEnvolement - Service Book

Employee Profile
Select Section
I Detas (At the time of foining) .
I BASIC DETAILS a |
— DETAILS
Employee Name Employee Name (Hindi) Father's Name Mother's Name
wr, T gwY ZEE TestFather TestMother
Gender Date of Birth Date of Birth (in word) Marital Status
Male 1310.1987 Fourteenth October Nineteen Eighty Seven Single
Category Blood Group Height (Feet and Inches) dentification Mark
General A 159 Test
Religion s Employee Physically Challenged Disabilty Type M. teslokayuktemp teslokayuktemp
Hinduism No okayukttestemployeeuser@yopmai
Lcom
~ EMPLOYEE CODE AND DETAILS iy
codre Employee Treasury Code Employee Code - tssued by Department [ 2upon |
Mantralaya 794651320 AZBPN7892R
Scheme Type Scheme Number
- 70846610447 | SERVICE BOOK PAGES I
(— CONTACT DETAILS
Mobile No. Altemnate Mobile No. Official Emai-id Altemate Email-id
7458965896 Okayukttestemployeeuser@Vopmail. Com
EMERGENCY CONTACT DETAILS
chm Person Name Contact No. i ]

a) Clicking on Final Submit button will open the popup window for Establishment In charge Clerk password for

confirmation:

Confirm your password?

Please confirm your current password to update
information?

St

***Note: Once user submit the employee form by clicking on Final Submit button, then rest of the forms will be disabled and

employee profile will be forwarded to Employee user.
Now Employee user can edit his profile.
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b) User can see the On boarded Employee status on Pre Enrolment >> On-board Employee >> Employee List

Panel:
GENERAL ADMINISTRATION DEPARTMENT
© Test -

©HRMS @  Dashboard =  Pre Envollement ~

I EMPLOYEE LIST
Employee Treasury Code
ACTION

Employee Name

OYEE DETAIL

SNO.

Emaiid: Te

Designat

tion - Personal Secretary
Appoinm bstantive

Emaitid : Chayuk

Marital Status
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