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1 Introduction

An HRMS (Human Resource Management System) is a type of HR software that enables the
management of several HR functions through the use of information technology. An HRMS aims to
improve the productivity and efficiency of the business through the automation of manual and
repetitive tasks. This, in turn, also frees up the time which can then be used to address more
strategic, business-critical tasks. This document is intent to contain the working and usability
descriptions related to the Core HR processes identified and documented in System Requirement
Specification document in the form of a user manual.

1.1 Objective
The following objectives shall be fulfilled with the user manual

e Serve as a standard document for FCl employees to gain experience in adopting the
Core HR processes in HRMS

e Provide comprehensive details about working on different Core HR processes and
managing exceptions and alerts as per different processes.

e Reveal the user experience for working with the Core HR processes and act as a
reference for users to reinforce working tactics with the Core HR process area as per
requirement.

1.2 Target Audience
e FCI Officers and FCl Employees

2 Overview

The process area of Core HR houses the core functions which set the tone for HRMS application in
terms of configuration (Masters) and executable processes (Transaction) and summary of activities
for the purpose reporting and decision making (Reports). The HRMS experience has been
bifurcated both in the context of an employee who raises a request and in the context of a manager
who either reviews the request or initiates himself on grounds of different reasons as per business
process on behalf of the employee.

3 User Access and Permissions

3.1 Set Up Consideration

OS Compatibility: Microsoft Windows 7 and above

Browsers Supported: |E 9, 10+, Firefox 3.6+, Chrome 12+ on Windows, Firefox 3.6+, and
Safari 4+ on Mac 10.5.7+

Minimum Software Requirements: IE 9, 10+ Firefox 3.6+, Chrome 12+ on Windows,
Firefox 3.6+, Safari 4+ on Mac 10.5.7+

Minimum Hardware Requirements: CPUs- Intel i3, RAM- 8GB, Disk Storage- 164GB (64GB
for File Storage, 100GB for database storage)

3.2 Know Your Icons

Table 3-1 reflects the set of icons that have been used in HRMS application

Copyright © 2020 HRMS All Rights Reserved to FCI Page 10 of 188
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Icons

Descriptions

#

It will allow editing a record.

L

It will allow reviewing the submitted record/request.

'

It will allow approving the submitted record/request.

®

It will allow viewing the details of the record/request in readable
form.

It will allow processing a request like Annual Increment of the
employee.

It will allow defining the employee compensation i.e. salary break-
up of new joined employee’s.

It will allow viewing the uploaded document.

|"-\_. ."'le"'

It will allow editing a Master (Configuration)/Transactions
(Activities) records.

Table 3-1 Icons

3.3 User Access and Permissions
HRMS user access and permissions is managed by a specialized workflow management
system that is further supplemented with roles and permissions. The User Management
Process (SRS_HRMS CH_02) has been coined as the centralized access manager where
employees are provided various roles and permissions to access different set of features.
Table 2 showcases the permission and user access provisions in general to HRMS Processes
User Profile Employee Self Service Manager Self Service
Permissions View Add* View Add/Edit Approval
HRMS Admin Yes Yes Yes Yes No
Employee (ESS) Yes Yes No No No
Manager (MSS) No No Yes Yes Yes**
Competent Authority No No Yes No Yes

Table 3-2: User Profile and Permissions

*(Add permission also provides an additional permission of Edit to update records by resubmission)
** (A manager who is a part of the reviewing or approving authority shall be able to perform approvals)

Table 3 defines the provision of different roles assigned as per the permissible architecture of
HRMS application. A user role basically describes the user access of what the user can navigate
around in the HRMS application. The user permissions as described in Table 2 combines with user
roles to allow the user to “navigate” and “perform” the nature of processes as per the delegated

power.
User Profile Employee Self Service Manager Self Service
Roles Initiator | Reviewer | Approver | Initiator | Reviewer | Approver
HRMS Admin Yes NA NA Yes No No
Employee (ESS) Yes NA NA No No No
Manager (MSS) No NA NA Yes Yes No
Competent Authority No NA NA No Yes Yes

Table 3-3 User Profile and Roles

*(For some process, the manager can initiate a transaction from the MSS on behalf of the employee but
not based on grounds of request)

Copyright © 2020 HRMS All Rights Reserved to FCI
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3.4 Accessing the system / System Organization and Navigation (Login, ESS and
MSS)
e User shall access the HRMS application as per the shared website address
(https://www.hrmsfci.in/) and provide the credentials in the form Login ID
(Employee Number) and Password as shared by FCI Computer/IT section as shown

in Figure 1

\i" FCI HRMS

Sign into your Account Download User manual
LoginID:
284908
Password : Forgot Password?
LA LA LL) »
897267 8

Enter Captcha As Shown Above

‘ Cardex Application Link ->

Figure 3-1 Login Screen

e Enter Login credentials, Captcha (Enter number here as shown in Figure 1 and Click on m to
Log in to the system.
e Post Login, employee will land on the Home Page as shown in Figure 2

Copyright © 2020 HRMS All Rights Reserved to FCI Page 12 of 188
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‘!;‘y FCl HRMS ha Aa Aa MSS ? I AMIT KUMAR b

HAPPY NEW YEAR 2021 @ ®

Welcome AMIT KUMAR

®

=

Dashboard > ] Reimbursement

fins il

Training Policies And Circulars —

G 4l

Directory 3 Performance

Copyright @ 2020 Food Corporation of India | Powerad by Kormect (Kellion Tech)

Figure 3-2 Home Page

e Based on the user credentials and permissions assigned to the employee, an employee
shall be able to access the Employee Self Service by clicking the Dashboard link as shown
in Figure 3-2 to land on the ESS — Employee Dashboard as shown in Figure 3
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%87 FClHRMS

Home X E-Notice
User Manual -
My Dashboard > .

Directory

Core HR

Compensation and Benefits

Performance Management

Leave Management

My Time My Team

Payroll

JANUARY 2021

Employee Relations

Talent Management

Learning and Development V7 27 P ol = .

Connect +

3 - S 6 3

Going

Policies and Circulars Week

Retirement Benefit Calculator

Weekends

1
Absent
8
Week
orf
15

| Absent

Week
oft

off

I Absent

@ Attendance

My Reimbursements and Claims

¢ My Pending Requests

Local Travel Allowance Request
LTC-Bharat Darshan/Hometown/Encashment E
Higher Studies Request

Medical Authorization For Service Employee

Benevolent Fund Request

i Happy Birthday!!
Policies and Circular:

@

MANENDRA
PRASAD GUPTA

20 Guru Govind

JAN  Singh's Birthday
© Attendance

Last In/Out Time

Check Out

Check In

Figure 3-3 ESS - Employee Dashboard

e [f an employee has been assigned the roles and responsibilities of a manager or competent
authority, then by clicking the MSS link on the top right corner of the HRMS application as
shown in Figure 3-2, the employee with the permissions of a manager shall navigate to the
MSS — Manager Dashboard as shown in Figure 4.
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& v

Reminders For Pending Requests To-Do-List

Due Today

o, No Record found
ser Manua

Due Date Approaching

Manager Dashboard Due Date Expired I
Talent Management
Core HR

Leave and Attendance

Performance Management

Calender Biometric
JANUARY 2021 ACELM | Organization
Compensation and Benefit L
Payroll
. - ) a a n "
Talent Acquisition 2 28 28 30 3 1 £
|Absen: Week-
off
Learning and Development
3 4 5 6 7 8 9
. Week- Going Week- |f\bsez1: Week- | Week- Week-
Employee Relation v off outof o off off off
Station
Going
out of
Station
13
10 1 12 13 14 15
Week- IAbsent ll\nw\: Week- I Absent Inbser\: Absent |7 0 13 0
Legends
@ Leave @ Today Absence Weekends @@ Attendance

Holiday (@ Late Coming

Figure 3-4 Manager Dashboard

3.5 Exiting the System

When the employee would like to exit from the HRMS application, then employee shall
click on Sign Out to log out of the system as shown in Figure 5
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| .
FCl HRMS Aa Aa Aa MSS 9 Hi AMIT KUMAR
W =3 ¥
AMIT KUMAR
Employee ID : 290572
Division : Personnel
Welcome AMIT KUMAR Preferred Language English

My Profile

s

Policies And Circulars —

Training > Reports

Directory > Performance

2020 Food Corporation of India | Powered by Konnect (Kellten Tech)

Figure 3-5 : Sign Out

e The user shall navigate to Login Page as shown in Figure 1 on successful sign out.
e An employee shall automatically logout from the application if it remains idle due to
inactivity for a longer period (approx. 20 minutes)

3.6 HRMS Login Configuration

HRMS Login are handled using OAuth 2.0 protocol. The user credentials entered by user is
passed on internet to HRMS System for validation and after successful validation a token is
generated and shared to the application to use it at the time of every new server
interaction to validate the user credentials. The login activity has few timeout settings as
illustrated below.

e Access token Lifespan — These is the setting for capturing the lifespan of Access
token before it gets expired. Before access token gets expired a refresh process is
triggered to get the new access token to keep the session alive until user logout of
the session. Default is set to 1 hour.

e SSO Session Idle - These is the setting for time a user session can be idle before it
gets expired. Default is set to 1 hour.

These are timeout settings implemented at Key cloak IAM interface.

4 Using the System

Human Resource forms the backbone workforce representing the employee resource pool and
operations that keep the engine of the organization run effectively. In the context of FCI, human
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resource represents the active employees working within the organization striving to make a
difference in food grain movement, storage and availability pan India. To support such a massive
undertaking requires optimized business processes with everyday operations like joining new
recruits, maintaining employee records in terms of trainings, leaves, payroll, increments etc.
Managing transfers and promotion along with pay fixations as applicable, which all together form
the “Core” fundamentals in the context of human resources management in FCI. Core HR hence

captures the

most atomic level of employee details that respect and work around different

exigency levels of work as required from employees of the corporation. This process area shall be
responsible for the following activities but not limited to:

Organizational Management facilitating creation and management of new offices,
divisions and designations as per discretion of FCI.

User Management which focuses on permission settings that define the access
rights of each employee and approval matrix for each business processes of HRMS
Policy Uploads, which reflects collection and management of policies and circulars
for notification purpose to all FCl employees via ESS — Employee Dashboard.
Appointments and Probation that entails how different categories of recruitments
are inducted as new joining is strengthening the FCI workforce.

Employee Records Management and Service book focus on how HRMS shall help
in the management of employee information and record each activity initiated by
or instructed by an employee across day — day work in the FCl ecosystem. The
feature shall also strengthen the transparency of information among employees and
FCl division.

Reports and HR letters will provide easy access to different adhoc and predefined
reports important for FCl C-Level executives and managers with a provision for
Personnel division to generate different orders like — Joining, Relieving, Transfer,
Promotion, Demotion, Separation etc.

Sanction of Telephone will allow employees to raise request for telephone
extensions or raise a CUG allowance request.

Transfer Request and Posting will provide plethora of easy functions to manage
tenure transfer postings and permanent transfer requests made by employee of
different grounds as per the applicable bylaws of FCI staff regulation.

Pay Fixation and Stepping Up Pay will allow employees to request a step up in salary
if discrepancies are found as per FCl guidelines based on designation and basic pay.
Pay Fixation is a frequent activity performed by Personnel Division in case of
promotion, demotion, increments, and incentives to adjust revised basic as per the
scenario for employees.

Separation Process will allow Employees to initiate exit from FCl in terms of VRS,
Lien, and Resignation with additional capabilities to Personnel Division for initiating
exit activities on grounds of non-performance and vigilance orders.

Seniority Lists and Promotions will overcome the tedious process of generating
seniority lists manually with provision of creating integrated seniority lists as per FCI
rules and regulations in ease. Further a provision to setup the DPC/ZPC is also
provided where seniority desk and configure the committee members for
promotion evaluations.

Copyright © 2020 HRMS All Rights Reserved to FCI Page 17 of 188



FCI HRMS
User Manual Version 2.2

e System Provisions/Common Features (HRMS) lists the commonly used features of
import, export, digital signature, e-signature etc. as per the application of different
business processes that shall operate within HRMS. A provision for custom alert and
adding additional reviewers or approvers is described in detail for applied purposes.

o Advanced Search will help employees to drill further down across complicated set
of information within HRMS as per search needs.

4.1 Organization Management
4.1.1 Country Master

Country Master is a list of different countries that will be used to identify the nationality
of an FCl employee both who are domestic or working based on a permanent residency
from a list of eligible countries as mentioned in the FCI staff regulation. With country
master in place, HRMS admin shall be able to create, update and manage this specific list
of countries as per requirements from time to time.

4.1.1.1 Navigation
Left Navigation: Core HR >>Masters >> Organization Management >> Country Master
4.1.1.2 Landing Page

User shall traverse the navigation as mentioned in Section 4.1.1.1 to reach the Country
Master Landing Page as shown in Figure 4-1

= i FCIHRMS An Aa  Ess food AMIT KUMAR o

-

ome Country Master

ser Manual Country 15 Active

Manager Dashbosire

Talent Managemant

Core HR .I
Show 10 ~ entries Exportto:
Search:

Masters 2

s~ [ [ =

Organisation Management |~

COUNTRIS Alghanistan Active
Country Master 4

COUNTR18 Oth T tive L&
State Master

COUNTR17 Australia Active -4
District Master

COUNTRI0 United Republic OF Tanzania Active (¥4
City ©

COUNTRI1S Vietnam Active (7.4
City Maslar

COUNTR14 Ethopia Active =
Office Type Master E

COUNTR13 Zalre Active =
Zone Master

COUNTR1Z Malawi Active (7.4

COUNTRIT Zambia Active g
Office Betup Master
= COUNTR1 Inclia Active (.4
Cadre Master

Sh ng 1 1 18 entries

Category Master I Previous Ne

Figure 4-1: Country Master
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User shall be able to perform the following activities from the landing page:

Get Results
e C(lickon _ to apply the available filters.

Excal PDF Frint

e Clickon to export the table records in Excel as per
table columns.

Search:
e Clickon to enter a search query that shall
search the table records.

e C(lickon to sort the table records in ascending order or descending order
of entries.
Previous 1 2 MNext
e C(lickon to navigate table records

Add Country
e C(lickon -o add a new country in the table as mentioned in

Section 4.1.1.3 — Add Country.

&
e C(lickon to edit an existing country in the table as mentioned in Section
4.1.1.4 — Edit Country.

4.1.1.3 Add Country

Add Country
Click on - to open the Add Country popup as shown in Figure 4-2

Add Country

Country *

Tanzania

Is Active *

Active

Figure 4-2: Add Country

Enter the details and click on m such that a success message will be shown in the

Country Master Landing Page for addition of a new record in the table as shown in Figure 4-3
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%8s FCI HRMS As Aa  Aa ESS

=

Country Master

| S CoraTi iy P B e et mcommuiy: |

Liser Manual Country Is Active

All e All ~ Get Results
Manager Dashboard

Homea

Talent Managemeant

Snow 10 ~ entries Exportto: Exze PO Print

Search:
COUNTRY CODE COUNTRY IS ACTIVE
Organisatio
COUNTR19 Tanzania Active [P
Country Master
COUNTR18 Afghanistan Active F
COUNTR1E Other Inactive &
COUNTRT7 Australia Active =

Figure 4-3: New Country Added

4.1.1.4 Edit Country

4
Click on to open Edit Country popup as shown in Figure 4-4

Edit Country

Country Code

COUNTRIE

Country *

Tanzania

Is Activa *

Rl

Figure 4-4: Edit Country

-
Enter the details and click on such that a success message will be shown

in the Country Master Landing Page for updating the existing record in the table as shown
in Figure 4-5

Country Master

Figure 4-5: Existing Country Detail Updated
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4.1.2 State Master

State Master is a list of different states within a country that will be used to identify the
state from which a FCl employee belongs and serve as an input detail wherever address
details are required. State Master shall provide the values for filtering purpose. With state
master in place, HRMS admin shall be able to create, update and manage this specific list
of states as per requirements from time to time.

4.1.2.1 Navigation
Left Navigation: Core HR >>Masters >> Organization Management >> State Master
4.1.2.2 Landing Page

User shall traverse the navigation as mentioned in Section 4.1.2.1 to reach the State
Master Landing Page as shown in Figure 4-6

; ! o]
= %%/ FClHRMS Aa Aa ESS I AMITKUMAR i
' o
State Master
User Manual Country Iz Active
All e A ~

Video Tutorial

Manager Dashboard

Talant Management
Show 10 w entries Exportto:
Search:

Core HR 1
ODE COUNTRY D STATE/L IS ACTIVE ACTION
Masters | 2
7 STATH4 Australia Queensiand Active
Organisation Management |

STATZ1 India Rajasthan Active 4
Country Master

STATZ0 India Punjab Active =
State Master | 4

STAT2Z India Sikkim Active o
District Master

STATZ3 India Tamil Nadu Active =

lass Master

STATZ24 India Telangana Active =
City Master

STATZS India Tripura Active =
Cff Type Master

STATZ28 India Uttar Pradesh Active P4
Zone Master

STATZ7 India Uttarakhand Active 4
Region Master

STATZE India \West Bengal Active (4
Office Setup Mastar

Showing 1to 10 of 39 entrles

Cadre Master | Previous 1 ) 3 4 Next

Figure 4-6: State Master

User shall be able to perform the following activities from the landing page:

e Clickon to apply the available filters.

e Clickon - . to export the table records in Excel or PDF
as per table columns.

Copyright © 2020 HRMS All Rights Reserved to FCI Page 21 of 188



FCI HRMS
User Manual Version 2.2

Search:
e Clickon to enter a search query that shall

search the table records.

e C(lickon to sort the table records in ascending order or descending order of
entries.
Frevious 1 2 Next
e C(lickon to navigate table records

) Add State . . . .
e C(Clickon to add a new state in the table as mentioned in Section

4.1.2.3 — Add State.

&
e C(lickon to edit an existing state in the table as mentioned in Section
4.1.2.4 — Edit State.

4.1.2.3 Add State

) Add State -
Click on o open the Add State popup as shown in Figure 4-7

Add State

Country *

Australia

State/uT *

Brisbane

Is Active *

Active ~

| Submit ‘ Cancel ‘

Figure 4-7: Add State

Enter the details and click on msuch that a success message will be shown in the

State Master Landing Page for addition of a new record in the table as shown in Figure 4-8
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FCl HRMS A2 Az Aa

n

State Master

Country 1s Active

All o Al ~ Get Results
Video Tutoriad
Manager Dashboard
E Add State

Talent Management

Sh t E tto: Exce Print
ow 10 ~ eniries xport to Be= Search:
COUNTRY STATE/UT 15 ACTIVE
Australia Brisbane Active 3 I
Organisation Managemenl

STATEA Australia Active =
Country M,

STAT22 India Sikkim Active &

te Master
STATZ1 India Rajasthan Active @
ct Master

STATZ3 India Tamil Madu Active @

STATZ4 India Telangana Active 74

STATZS India Tripura Active .

e Type

STATZE India Uttar Pradesh Active @
Zone Master

STATZ? India Uttarakhand Active 4

STATZ8 India West Bengal Aclive &

Showing 1to 10 of 40 entries

Cadre h r ravious 1 2 3 4 Naxt

Figure 4-8: New State Added

4.1.2.4 Edit Stare

[#
Click on to open Edit State popup as shown in Figure 4-9

Edit State

State Code

STATES

Country *

australia

State/UT *

Brishane

Is Active *

I w l ‘ Cancel

Figure 4-9: Edit State
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i i i
Enter the details and click on such that a success message will be shown

in the State Master Landing Page for updating the existing record in the table as shown
in Figure 4-10

11

%is FCl HRMS s As  Aa ESS rp AmIT kUMAR By

State Master

Home

S smE i ) R T i it iy

User Manual Country Is Activa

All v v GetResults
Video Tutocrial

Manager Dashboard

Talent Management

Show ji¢] w entries  Exportio: Exce F

Search:
Cora HR

STATECODE COUNTRY STATE/UT IS ACTIVE ACTION

STATES Australia Brishane Active =

STATE4 Australia Queensiand Active =

STAT22 India Sikkim Active #
State Master

STATZ21 India Rajasthan Active =
District Master

STAT23 India Tamil Nadu Active (4
City Class Master

STATZ4 India Tetangana Active =

STATZS Indla Tripura Active rg
Office Type Masler

STATZ26 India Uttar Pradesh Active =
Zone Master

STAT27 India Uttarakhand Active =
Region Master

STATZS India West Bangal Active s
Office Setup Master

Showing 1 to 10 of 40 entries

Cadre Master Previous 1 2 3 4 Next

Figure 4-10: Existing State Detail Updated
4.1.3 District Master

District Master is a list of different districts within a state of a country that will be used to
identify the district from which a FCl employee belongs and serve as an input detail
wherever address details are required. District Master shall provide the values for filtering
purpose. With district master in place, HRMS admin shall be able to create, update and
manage this specific list of districts as per requirements from time to time.

4.1.3.1 Navigation
Left Navigation: Core HR >>Masters >> Organization Management >> District Master
4.1.3.2 Landing Page

User shall traverse the navigation as mentioned in Section 4.1.3.1 to reach the District
Master Landing Page as shown in Figure 4-11.
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User Manual State/UT District Is Active |s Sensitive

All ~ A ~ Al » A kS
Video Tutorial

Manager Dashboard

asters Show 10 w entries Exportto:
il 3 e b Sreh:

Country Master

DIS740 Andaman And Micobar Islands New Andaman Active Mo (4
State Maste 3 :
State Master DIs1 Andhra Pradesh Anantapur aztive Mo (=4
District Master
™ Dis2 Andhra Pradesh Chittoor Active Mo 4
DIS3 Ardhra Pradesh East Godavar Active Mo 4
Dis4 Andhra Pradesh Guntur Active Mo &
Office Type Mastar =
DISS Andhra Pradesh Kadapa Active No =
Zone Master s
DISE Andhra Pradesh Krishna Artiva No (Eg
Region Master
DIS7 Anchra Pradesh Kurmoaol Artive Mo [
Office Setup h ]
Disg Andhra Pradesh Prakasam Active Mo [
Disg Andhra Pradesh Sri Fottl Sriramulu Meliora Active Mo =
Showing 1te 10 of 738 entries
avi 4 74 de

Figure 4-11: District Master

User shall be able to perform the following activities from the landing page:

e C(Clickon to apply the available filters.

e C(Clickon to export the table records in Excel as per
table columns.

Search:
e C(Click on to enter a search query that shall

search the table records.

e C(Clickon to sort the table records in ascending order or descending order of
entries.
Previous 1 2 Mext
e C(Clickon to navigate table records

e (Clickon to add a new district in the table as mentioned in
Section 4.1.3.3 — Add District

4
e Clickon to edit an existing district in the table as mentioned in Section

4.1.3.4 — Edit District.
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4.1.3.3 Add District

Add District
Click on to open the Add District popup as shown in Figure 4-12

Add District

State/UT *

Arunachal Pradesh

District *

Anjaw

Is Active *

ACllve

Is Sensitive *

Mo

Figure 4-12: Add District

Enter the details and click on m such that a success message will be shown in the

District Master Landing Page for addition of a new record in the table as shown in Figure 4-13
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District Master

State/UT District Is Active |= Sensitive

All wr ~ Al w A
Video Tutorial

Manager Das

Talent Mar

Show 10 + entries Exportio:

Bearch:
< D STATE/U [ S ACTIVE SENSITIVE ACTION
it £ DISTN Arunachal Pradesh Anjaw Active Na g
DIS740 Andaman And Nicobar Islands Mew Andaman Active No =
DIgY Andhra Fradesh Anantapur Active Mo =
Dis2 Andhra Pradesn Chittoor Active Mo 7.4
DIs3 Andhra Pradesh East Godavar Activa No s
Dis4 Andhra Pradesh Guntu Active No (E4
Dis5 Andhra Pradesn Kadapa Active Mo (4
DISE Andhra Pradesh Krishna Active No 4
Dis? Andhra Pradesh Kurnocdl Active Mo T4
Diss Andhra Pradesh Prakasam Active Mo =

Category M

I
[
w

Division W

Figure 4-13: New District Added

4.1.3.4 Edit District

Click on < to open Edit District popup as shown in Figure 4-14
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Edit District

District Code

DisT

[State/UT *

Arunachal Prades!

District *

Aniaw

Is Active =

Is Sensitive *

Figure 4-14: Edit District

i i
Enter the details and click on such that a success message will be shown

in the District Master Landing Page for updating the existing record in the table as shown
in Figure 4-15
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Home
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Video Tutoria

Manager Dashboard

Talent Management

Core HF

Masters Show 10 w entnes Export to Excal BT Print

Search
Organisation Management .~ e L S S A e - e -
OISTRICT CODE STATE/U DISTRIC S ACTIVE 5 SENSITIVE ACTION
Country Mast e . 2 -
et fudos el Dis741 Arunachal Pradesh Anjaw Active Mo #
State Maste: —
B DIS740 Andaman And Micobar Islands New Andaman Active No T4
District Master - =
¢ D=1 Andhra Pradesh Anantapur Active No 4
City Class Master i o i
: Dis2 Andhra Pradest Chittoor Active No =
City Master _ _ 4 l
Dis3 Andhira Pradesh East Godavar Active No =
Office Type Master .
Di=4 Andhra Pradesh Guntur Active MNo &
Zone Master
DISs Andhra Pradesh Kadapa Artive Ne 4
Region Master -
Dise Andhra Pradesh Krishna Active Mo =
Office Setup Master
DIs? Andhra Pradesh Kurnoot Active No 4
Cadre Master
Disg Andhra Pradesh Prakasam Active Mo &

Showing 1 to 10 of 739 entries

Division Master

Figure 4-15: Existing District Updated

4.1.4 City Class Master

City Class Master is a list of classification types for cities based on the population. This
classification is used to define the HRA rate as each city depending on its city class has a
different HRA rate that is used in salary processing.

4.1.4.1 Navigation
Left Navigation: Core HR >>Masters >> Organization Management >> City Class Master
4.1.4.2 Landing Page

User shall traverse the navigation as mentioned in Section 4.1.4.1 to reach the City
Class Master Landing Page as shown in Figure 4-16
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Home City Class Master

User Manual Is Active
Al w GetResult
video Tutorial
Manager Dashboard mm”
Talent Management e
Show 10~ ontries Exportto: -
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Core HR 1
LA CITY CLASS D IS ACTIVE ACTION
Masters 2 3 . -
CT4 A Inactive [#
Organisation Management = ~
T X Active IE4
Couniry Master
cez ¥ Active S
State Master
CCc3 & Active #
cCa Other Active 7.4
Showing 11c 5 of 5 entrigs
City Master Previous 1 Next | I

Office Type Master

Figure 4-16: City Class Master

User shall be able to perform the following activities from the landing page:

e C(lickon ' to apply the available filters.

e C(lickon to export the table records in Excel as per
table columns.

Search:
e C(lickon to enter a search query that shall

search the table records.

e C(lickon to sort the table records in ascending order or descending order of
entries.
i Iravious 1 e .
e C(lickon to navigate table records

e Clickon to add a new city class in the table as mentioned
in Section 4.1.4.3 — Add City Class

e Clickon = toeditan existing city class in the table as mentioned in Section
4.1.4.4 — Edit City Class

4.1.4.3 Add City Class

Click on to open the Add City Class popup as shown in Figure 4-17
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Add City Class

Cl:ycm "

Figure 4-17: Add City Class

Enter the details and click on such that a success message will be shown in the City
Class Master Landing Page for addition of a new record in the table as shown in Figure 4-18

\é{ FCl HRMS A2 Aa Aa  ESS m & AMIT KUMAR %

City Class Master

Successl CityClass has Deen Subrmitted suooessTuliy -

Lis=r Manual Is Activa

All v Get Result

20 Tutoerial

Manager Dashboard

Add City Class
Talent Management
Show 10 ~ entries Exportio: Extal PDF arir
P : Search:
CITY CLASS CODE CITY CLASS IS ACTIVE ACTION
cT5 c Active =
cT4 & Inactiva =
cCY X Activa =
State Maste
cc2 Y Active =
District Master
cc3 Z Active =
City Class Master
CC4 Other Active =
City Master
Showing 1 to & of 6 entries
Pre us 1 lex

Figure 4-18: New City Class Added

4.1.4.4 Edit City Class

Click on = to open Edit City Class popup as shown in Figure 4-19
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Edit City Class

City Class Code

CT5

City Class *

Is Active *

Active

Figure 4-19: Edit City Class

Enter the details and click on such that a success message will be shown in

the City Class Master Landing Page for updating the existing record in the table as shown
in Figure 4-20

- ‘ﬁgf’ FClI HRMS Az Aa Aa ESS m 1‘9 AMIT KUMAR a

City Class Master

Succassl CityClazs has been updated suooessully.

User Manual Is Active
All R Get Result
Video Tutorial
Manager ity Class
Talent Management
Sh tri E tto: Exte
ow 10 ~ entries Exportto Excal Search:
Core HR
Y CLAS! CITY CLASS S ACTIVE ACTION
Maslers
CTS C Active =
Organisation M
CT4 A nactive =
cc1 X Active =
State Master
cc2 ¥ Actve =
District
CC3 z Active =
City Class Master
cc4 Other Active &

Showing 110 & of & entrias

Office Type Master

Zone Master

Figure 4-20: Existing City Class Updated
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4.1.5 City Master

City Master is a list of different cities within districts of various states in a country that will
be used to identify the city from which a FCl employee belongs and serve as an input detail
wherever address details are required. City Master shall provide the values for filtering
purpose. With city master in place, HRMS admin shall be able to create, update and
manage this specific list of cities as per requirements from time to time.

4.1.5.1 Navigation
Left Navigation: Core HR >>Masters >> Organization Management >> City Master
4.1.5.2 Landing Page

User shall traverse the navigation as mentioned in Section 4.1.5.1 to reach the City
Master Landing Page as shown in Figure 4-21

1l

%87 FCIHRMS Aa 4a Aa ESS ? AMIT KLIMAR rb

[C3 b3

City Master

User Manual State/UT District City City Class

Al A" Al LV All A A e
Video Tutorial

Is Active E

Manager Dashboard 1

Talent Management

s Show 10 ~ entries Exportto:
3 Search:

Organisation Management D
CODE STATE/U DISTREET CITY CITY CLASS IS ACTIVE ACTION

Country Master

CIT7956 West Bengal Unar Dinajpur Kelkata X Active r 4

State Master - PRS-
ndamar And Nicobar _
CIT7955 - ablision New Andaman Andaman City Y Active #
Isiands

District Master

CIT7954 Kerala Ernakulam Ernakulam z Active &

CIT4559 Rajasthan Kola Kurnbhkot z Active =
City Master 4 p: E

CITA580D Rajasthan Bharatpur Kumher z Active 4
Office Type Master

CITA581 Rajasthan Jodhpur KLirl Bhagtasan Z Active (=4
Zone Master

CIT4562 Rajasthan Banswara Kushalgarh Z Activa =
Regian Master

CITAS63 Rajasthan Sikar Lachhmangarh Z Active =4

Setup Master

" CITA564 Rajasthan Nagaur Ladnu z Activa (=
Cadre Master

CITASE5 Rajasthan Bundi Lakheri Z Active =4

Showing 1 to 10 of 7,825 entrias
; 1 4 a3 le

Figure 4-21: City Master

User shall be able to perform the following activities from the landing page:

e C(Clickon

to apply the available filters.
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Click on to export the table records in Excel as per

table columns.

Search:
e C(lickon to enter a search query that shall
search the table records.

e C(lickon to sort the table records in ascending order or descending order of
entries.
. Previous 1 Next .
e Clickon pess to navigate table records

Add City
e Clickon to add a new city in the table as mentioned in Section

4.1.5.3 — Add City

e Clickon = toeditan existing city class in the table as mentioned in Section
4.1.5.4 — Edit City

4.1.5.3 Add City
Add City
Click on to open the Add City Class popup as shown in Figure 4-22

Add City

State/UT *

Andhra Pradesh

District *

wishakhapatnam

CityClass *

Is Active *

Figure 4-22: Add City

Enter the details and click on such that a success message will be shown in the City
Master Landing Page for addition of a new record in the table as shown in Figure 4-23
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City Master

User Manual State/UT District City City Class
/ L4 R All A \ W
Video Tutorial
Is Active
er Dashboard
Al N
Talent Managemeant
Mastars Sh ~ antries Exportto: ¢ PDF Ant
ow 10 entre xpa ] EXCE u Search:
Organisation Managemant
Ci DOE 3 TATE/UT DISTRIC CITY ( CLASS E ACTION
Country Master : : —
CIT7957 Andhra Pradesh Guntur Vishakhapatnam C Active 4
State Master .
CIT7958 West Bengal Uttar Dinajpur Kolkata X Active 4
District Master
- Andamzn And Nicobar ,
CIT7955 | 2 Mew Andaman Andaman City Y Active 4
slangs
slass Master
CIT7954 Kerala Ernakulam Ernakulam z Active 74
City Master
CIT4559 Rajasthan Kota Kumbhkot 74 Active @
Office Type Master
CIT4560 Rajasthan Bharatpur Kumher 7 Active F 4
Zone Master
CiT4581 Rajasthan Jadhpur Kuri Bhagtasan z Active [#
Region Master
CiT4552 Rajasthan Banswara Kushalgarh £ Active 4
Setup Master
= CiT4553 Rajasthan Slkar Lachhmangarh 7 Active 4
Cadre Master
CIT4584 Rajasthan Nagaur Ladnu z Active [
egory Master
Showing 1 to 10 of 7,926 entries
Division Master Pr ] 3| 4 | 5 793 | Next

Figure 4-23: New City Added

4.1.5.4 Edit City

Click on 4 to open Edit City popup as shown in Figure 4-24
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Clty Code

CIT7a57

State/UT

Andhra Pradesh

District *

Guntur

City *

Vishakhapatnam

City Class *

c

Is Active *

Active

Figure 4-24: Edit City

Enter the details and click on such that a success message will be shown in

the City Master Landing Page for updating the existing record in the table as shown in
Figure 4-25
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City Master

Sucoesal City has. been updated successfully.
State/UT District City City Class

All N s All Lo A k¥4
Vidao Tutorial

Is Active

Manager Dashboard .
All w GetResults

Talent Management

Show 10 ~ entries Exportto:

Search:
Organisation Management
STATE/ { i I E
intry Master =
CIT7957 Andhra Pradesh Gurtu: Vishakhapatnam £ Active i
Master _ i X i
CIT7956 West Bengal Uttar Dinajour Kolkata ® Active #
— - Andaman And Nicobar . . . _
CIT7855 New Andaman Andaman City 3 Active &
Islands
City Class
CIT7954 Kerala Ernakulzm Ernakulam £ Actlive [#
City Master
CIT4558 Hajasthan Kota Kumbhkot z Actlve &
Office Type Master
CIT4580 Rajasthan Bharatpur Kumhes = Activa #
Zone Master
CIT4561 Rajasthan Jodhpur Kuri Bhagtasanl z Active #
Regio
~ ~ CIT4562 Hajasthan Banswara Kushalgarh Z Active 4
Office Setup Mastar
CIT4583 Rajasthan Sikar Lachhmangarh z Active (&
Cadre Master
CIT4564 Rajasthan MNagaur Ladnu z Active [

Category Master

Showing 1 to 10 of 7926 entries

Figure 4-25: Existing City Updated

4.1.6 Zone Master

City Master is a list of different zones where each zone reflects a collection of regions
where FCl offices are operational. The zone master shall be used to create and update
zones for the reporting FCl offices within that zone and thus shall provide the values for
filtering purpose.

4.1.6.1 Navigation
Left Navigation: Core HR >>Masters >> Organization Management >> Zone Master
4.1.6.2 Landing Page

User shall traverse the navigation as mentioned in Section 4.1.6.1 to reach the Zone
Master Landing Page as shown in Figure 4-26
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Zone Master

User Manual s Active

Al v ‘GetResults

Video Tutorial

Manager Dashboard

Talent Management
Show 10 ~ entries Exportio: -
Search:

Core HR I

TONE CODE TONE NAME D SHORT ZONE NAME 15 ACTIVE ACTION

Mastars 2 A

= ZONE7 Central Zone cz Active
Management |
ZONE] Morth Zone MNZ Active (74
Country Master
ZOMNE? South Zone 52 Active 7.4
ZOMNEZ West Zone Wz Active F.4
ZONE4 East Zone EZ Active 73
ZONES Morth East Zone NEZ Active [
City Master E
ZONES Default DEF Active 4
Office Type Master
Shawing 1to 7 of 7 entries
Zone Master { k } Pravicus 1 |

Region Master

Figure 4-26: Zone Master

User shall be able to perform the following activities from the landing page:

e C(Clickon to apply the available filters.

e C(Clickon - to export the table records in Excel as per
table columns.

Search:
e C(Clickon to enter a search query that shall
search the table records.

e C(Clickon to sort the table records in ascending order or descending order of
entries.
. Previous 1 Mext .
e Clickon to navigate table records

e C(Clickon to add a new zone in the table as mentioned in Section

4.1.6.3 — Add Zone

e Clickon = toeditan existing city class in the table as mentioned in Section
4.1.6.4 — Edit Zone
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4.1.6.3 Add Zone

Click onto open the Add Zone popup as shown in Figure 4-27

Add Zone

Zone Mame *

South Zone

Short Zone Name *

Is Active *

Activa

Figure 4-27: Add Zone

Enter the details and click on -such that a success message will be shown in the Zone
Master Landing Page for addition of a new record in the table as shown in Figure 4-28

- %&# FClHRMS Aa Aa Aa ESS m I.,Jo 1. AMIT KUMAR &
o o
Zone Master
Usar Manual Is Active

All ~ GetResults
Video Tutorial

Manager Dashboard

Add Zone
t Management
Show ) w entries Exportto: Excel POF
10 P Ext PO Search:
ZOME CODE ZONE NAME 15 ACTIVE ACTION
ZONEZ South Zone sZ Inactive =
Organisation Management
ZONET Central Zona Gz Active =
Country Master
ZONET North Zone NZ Active .2
ZOME3 West Zone wz Active =
District Master
OME4 East Zone EZ Active =
ZONES North East Zone NEZ Active 4
ZONEB Default DEF Active g
Showing 1to 7 of 7 entries
Previous 1 e
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Figure 4-28: New Zone Added

4.1.6.4 Edit Zone

Click on o to open Edit Zone popup as shown in Figure 4-29

Edit Zone

fone Cods

ZONE2

Zone Mame *

South Zona

Short Zone Name *

Figure 4-29: Edit Zone

Enter the details and click on such that a success message will be shown in
the Zone Master Landing Page for updating the existing record in the table as shown in
Figure 4-30
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Zone Master
Successd Tone has been updated successfully,

User Manual Is Active

All v GetResults
Video Tutorial -
Manager Dashboard s

Talent Management

Show 10 w entries Exportto:

Search:
Core HR
ZONE COL NAME SHORT ZONE NAME IS ACTIVE ACTION
Masters
ZONE2 South Zone sz Inactive #
Organisation Management .~

ZONE7 Central Zane cZ Active #
Country Master

ZONE1 North Zone NZ Active #
State Master

ZONE3 West Zane WZ Active #
District Master

ZONE4 East Zone EZ Active ¥4
City Class Master

ZONES North East Zone NEZ Active 4
City Master

ZONES Default DEF Aclive 4
Dffice Type Master

Showing 1to 7 of 7 2ntries

Zone Master ¥ Previous 1 lext

Figure 4-30: Existing Zone Updated

4.1.7 Region Master

Region Master is a list of different regions within a zone. The region master shall be used
to create and update regions for the reporting FCl offices within that region and thus shall
provide the values for filtering purpose.

4.1.7.1 Navigation
Left Navigation: Core HR >>Masters >> Organization Management >> Region Master
4.1.7.2 Landing Page

User shall traverse the navigation as mentioned in Section 4.1.7.1 to reach the Region
Master Landing Page as shown in Figure 4-31

Copyright © 2020 HRMS All Rights Reserved to FCI Page 41 of 188



FCI HRMS
User Manual Version 2.2

FCl HRMS Az Aa Az

1]
o
it

.

Region Master

User Manual Zone Region Is Active

Adl o A e Al
Video Tutorial

ashboard

Talent Management
Show 10 ~ entries Exportto:
Search:

Core HR 1

REGION CODE ZONE D REGION 5 ACTIVE ACTION

REG28 Central Zone Chhattlsgarh 2 Active
Organisation Managemeant

REG15 North Zone Harayana Active 4
Country Master

REG27 Default Default Active 4
State Master

REG2B West Zone Madhya Pradesh Active e 4
District Master

REG25 West Zone Maharastra Active E4

REG24 West Zone Gujarat Active 4
City Mastar

REGZ3 West Zone Chhattisgarh Active =
Office Type Master

REG22 MNerth Zone UttarPradesn Active &
Zone Master

BEG21 North Zone Uttarakhand Active =
Region Master 4

REGZD Neorth Zone Rajasthan Active =
Office Setup Master

Showing 7 to 10 of 28 entries

Cadre Master Fravious 1 2 3 MNext

Figure 4-31: Region Master

User shall be able to perform the following activities from the landing page:

e C(Clickon to apply the available filters.
e Clickon . to export the table records in Excel as per
table columns.
Search:
e C(Clickon to enter a search query that shall

search the table records.

e Clickon to sort the table records in ascending order or descending order
of entries.

Previous 1 2 3 Next
e Clickon to navigate table records

e C(Clickon to add a new region in the table as mentioned in

Section 4.1.7.3 — Add Region
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e Clickon — to edit an existing city class in the table as mentioned in Section
4.1.7.4 — Edit Region

4.1.7.3 Add Region

Click onto open the Add Region popup as shown in Figure 4-32

Add Regicn

Zane *

Central Zone

Region *

Madhya Pradesh

Is Active *

Active

Submit ‘ Cancel ‘

Figure 4-32: Add Region

Submit
Enter the details and click on such that a success message will be shown in the

Region Master Landing Page for addition of a new record in the table as shown in Figure 4-33
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Region Master

| B eeess] Negion has boon submittes safu

User Manual Zone Region Is Active
All 1% All “ Al
Show 10 ~ entries Exportto: = weE] POF Caehe
REGION CODE ZONE REGION IS ACTIVE ACTION
REG26 Central Zone Madhya Pradesh Active 4
n Management

REGZB Central Zone Chhattisgarh 2 Active (r4
REG15 North Zone Harayana Active =
REG27 Default Default Active &
REG25 West Zone Maharzstra Active g
REG24 ‘West Zone Gujarat Active F4
REGZ3 West Zone Chhattisgarh Active =

Office Type Master
REG22 North Zone UttarPradesh Active Fs

Zone Master
REG21 Meorth Zone Uttarakhand Active =

Re:
REG2C North Zone Rajasthan Active =

Showing 1 to 10 of 28 entries
Previou 1 2 3 Nex

Figure 4-33: New Region Added
4.1.7.4 Edit Region

#

Click on 4 to open Edit Region popup as shown in Figure 4-34

Edit Region

Region Code

REGZE

Region *

Madhya PFradesh

Is Active =

Figure 4-34: Edit Region
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Enter the details and click on - such that a success message will be shown

in the Region Master Landing Page for updating the existing record in the table as shown
in Figure 4-35

4.1.8 Office Type Master

Office Type Master contains a list of shorthand notations to categorize FCl offices as a
headquarter (HQ), IFS, zonal offices (Z0), regional offices (RO) and Divisional Offices (DO).
The office type master shall be used to provide values for filtering purpose.

4.1.8.1 Navigation

Left Navigation: Core HR >>Masters >> Organization Management >> Office Type
Master

4.1.8.2 Landing Page

User shall traverse the navigation as mentioned in Section 4.1.8.1 to reach the Office
Type Master Landing Page as shown in Figure 4-35

= WY FCIHRMS b2 Aa Aa ESS J.',o AMITKUMAR

Office Type Master

Home

User Manual Is Active

All v

Video Tutorial

Manager Dashboard

Talent Management
Show 10 w entries Exportto: "
Search:
Core HR ‘I
OFFICE TYPEID OFFICE TYPE D 5 ACTIVE ACTION

Masters | 2 n o,

= ot Ha Active

Organisation Management |~

oT2 IFS Activa r4
Country Master
0713 0 Actlive 4
State Master
014 RD Active (&
oT5 Do Active @
oTé Depot Active [#

City Master E

Showing 1to 6 of 6 entriss

Office Type Master > Pravious

Zone Master

Figure 4-35: Office Type Master

User shall be able to perform the following activities from the landing page:

e C(Clickon to apply the available filters.
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Click on to export the table records in Excel as per
table columns.

Search:
e C(lickon to enter a search query that shall
search the table records.

e Clickon to sort the table records in ascending order or descending order of
entries.

) Previous 1 . 3 4 3 . 20 Mext
e Clickon to

navigate table records

Add Office Type
e C(lickon to add a new Office Type in the table as
mentioned in Section 4.1.8.3 — Add Office Type

e C(lickon =4 to edit an existing Office Type in the table as mentioned in Section
4.1.8.4 — Edit Office Type

4.1.8.3 Add Office Type

Add Office Type

Click onto
36

open the Add Office Type popup as shown in Figure 4-

Add Office Type

Office Type *

Enter Cffice Typa

Is Active *

Cancel

Figure 4-36: Add Office Type

Enter the details and click on such that a success message will be shown in the
Office Type Master Landing Page for addition of a new record in the table as shown in Figure 4-37
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Office Type Master

| Office Type has been submitted successfully.
|5 Active

= =]

Add Office Type

Show 10 ~ entries Exporlto: Search:

OFFICE TYPE ID OFFICE TYPE IS ACTIVE
oT7 Port Active
oT1 HO Active
0Tz IFS Active
oT3 Fis) Active
oT4 RO Active
aTs Do Active
Office Typs Mastar
oT8 Depot Active

Showing 110 7 ol 7 entries

Figure 4-37: Office Type Master

4.1.8.4 Edit Office Type
Click on o to open Edit Office Type popup as shown in Figure 4-38

Edit Cffice Type

Cifice Type ID

on

Cffice Type *

HQ

Is Active *

Active

Figure 4-38: Edit Office Type

i i i
Enter the details and click on such that a success message will be shown

in the Office Type Master Landing Page for updating the existing record in the table as
shown in Figure 4-39
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Office Type Master
User Manual Is Active

Al o

\Video Tutorial

Manager Dashboard

Talent Management
Show 10 w entries Exportio:

Search:
Core HR
OFFICE TYPEID OFFICE TYPE IS ACTIVE ACTION
Masters
am HQ Active [
Organisation Management A,

oT12 IFS Active (g
Country Master

aT3 pils) Active =
State Master

T4 RO Active (4
District Master

o715 DD Active 4

City Clas

aTs Depot Active (rg
City Master I
Showing 110 6 of 6 entries

Office Type Master

Figure 4-39: Existing Office Type Updated

4.1.9 Office Setup Master

Office Setup Master contains a list of FCl offices spread across different zones and regions
as bifurcated by FCl work operations. The purpose of Office Setup Master is to allow the
User to ensure that certain offices can be marked as difficult station and a provision to
maintain the reporting structure among offices is also provided which can render the
organization structure.

4.1.9.1 Navigation

Left Navigation: Core HR >>Masters >> Organization Management >> Office Type
Master

4.1.9.2 SLA
1 Day
4.1.9.3 Landing Page

User shall traverse the navigation as mentioned in Section 4.1.9.1 to reach the Office
Setup Master Landing Page as shown in Figure 4-40
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i
e
e

Office Setup Master

Home

User Manuad Office Type Zone Region Office
Al R Al R Al . e
Video Tutoria
Is Active Is Difficult 5 Sensitive Status E
Manager Dashboard
All ~ Al ~ Al ~ ) ~

Talent Management

Show 10 ~ entries

niry M Search
State Master ACTICN STA FFI ZOME ZITY IS DIFFICULT S SENSITIVE
rict Master West
@ OFF202 Do Guna Guna Mo Active
Zone
s§ Master
s 2 =z South . 2
[& @& Approved OFF201 DO DO Andaman Zor Andaman City Yes Inactive
Zone E
[ @& Approved OFF1 HO HO-Delni Default Delhi Mo Active
ffice Type Master
. Z0 (NORTH North
Zone Master = @ Ap| OFF2 Z0 EAST) - East Guwahati [Gauhati] Yes Active
GUWAHATI Zone
Region Master
North
Office Setup Master 4 5 F & Approved OFF3 RO RO ITAMAGAR East Itanagar Yes Active
Zone
Cadre Master
Morth
& = OFF4 oo ba East Banderdewa Yes Active
BANDERDEWA
Zone
North
[ @ A OFF5 RO RO DIMAPLUR East Dimapur Yes Active
Zone
North
[& @& Approved OFFB DO DO DIMAPUR East Cimapu Yes Active
Zone E
Morth
F @ Approved OFF7 RO RO SHILLONG Cast Shillong Yes Active
F e Approved UFFB [s]#] DO SHILLONG Shilleng Yes Active

Showing 1 to 10 of 200 entries

Figure 4-40: Office Setup Master

User shall be able to perform the following activities from the landing page:

e (Clickon

to apply the available filters.

e Clickon - . to export the table records in Excel as per
table columns.
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Search:
e Clickon to enter a search query that shall

search the table records.

e Clickon to sort the table records in ascending order or descending order of
entries.

e Click on Status, to open the action history in a popup that describes the
approval routing of the entire transaction

] Previous 1 2 3 4 5 . 20 Mext
e C(Clickon to

navigate table records

e C(Clickon -to add a new office in the table as mentioned in

Section 4.1.9.4— Add Office Detail

4
e C(lickon to edit an existing office in the table as mentioned in Section
4.1.9.5 — Edit Office Detail

@
e C(lickon to view an existing office details in the table as mentioned in
Section 4.1.9.6 — View Office Detail

4.1.9.4 Add Office Details

Click onto - open the add a new office form as shown in Figure 4-41
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Add Office Details

User Manual Office Code *
Enter i Cod
Video Tutorial
Office Type * Entity * E
Manager Dashboard
b e
Talent Management
Zone * Address *
Enter Address
Core HR : hd
4 Region *
Leave and Attendance
v
Parformance Management
Reporting Office * Postal Code *
ensation and Benefit e dl
~ Enter Postal Code
Payroll Office Name * Office Effective Date *
Fel ﬁ
Talent Acquisition
State * QOffice Order *
Learning and Development
LV
Emplor
District * Registration Details
R m
City * City Class a Is Active | | s Difficult a Is Sensitive
N

Figure 4-41: Add Office Detail

Please ensure the following before creating a new office:

v/ State Master is updated,
District Master is updated,
City Class Master is updated,
City Master is updated,

Zone Master is updated,
Region Master is updated and,

NANENENEANR

Office Type Master is updated,

Enter the details and click on such that a success message will be shown in the Office
Setup Master Landing Page for addition of a new record in the table as shown in Figure 4-42.
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Hoe Office Setup Master
SuccaEs] O ceType has been subrmitied Successu iy,
User Manual DOffice Type Zone Region Office
All b Al w All o A a4
Video Tutorial
Is Active Is Difficult Is Sensitive Status |
Manager Dashboard
All W A R All W A A

Organisation Manag

Show 10 v entries Exportto:

Country Master

Search:
TIDN STATU OFF OFFICE TYPE ZONE CITY S DIFFICULT IS SENSITIVE
I : ~ West .
F @ Aoproved QFF202 Do Guna Guna No Active
Zone
City Class Master
— _ South ; X :
¥ @ QOFF201 oo DO Andaman Andaman City Yes Inactive
Zone
; Z @ Approved QOFF1 HQ HG-Delhi Default Dethi Ne Active
Office Type Master
= Z0 INORTH Nerth
ZoaeN 7 e Approved  QFF2 Z0 EAST) - East Guwahati [Gauhat]  Yes Active
GUWAHATI Zone
Region Master
Nerth
Office Setup Master 3 7 @ Approved  OFF3 RO RO [TANAGAR East {tanagar Yes Active
Zone

Figure 4-42: New Office Added

4.1.9.5 Edit Office Detail

Note — A request which was approved previously can be updated if details are updated
for the same office. The updates shall also go for approval process.

Clickon = to open Edit Office detail form as shown in Figure 4-43
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Edit Office Details

User Manual Office ID Cffice Code
OFF202 guna
Video Tutorial
Office Type * Entity * E
Manager Dashboard
Do v Food Corporation Of India W
Talent Management
Zone " Address "
s abcd
Core HR Sl S h
Region *
Leave and Attendance !
7
Chhattisgarh ~
Performance Management
Reporting Office * Postal Code *
Compensation and Benefit B — PR
D0 RAIPLIR v 4730
Payroll Office Name Office Effective Date *
guna 14/01/2021 [:1
Talent Acguisition
State * Office Order = View Attachment
Learning and Development
Madhya Pradesh W
Employee Relation
District * Registration Details View Altachmen
na v
City * City Class Is Active .._ | Is Difficult Iz Sencitive
LGuna W &

= -

Figure 4-43: Edit Office Detail

Update

Enter the details and click on such that a success message will be shown in
the Office Setup Master Landing Page for updating the existing record in the table based
on self-approval as shown in Figure 4-44
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Office Setup Master
e —
User Manual Office Type Zone Regicn Office
) ) All v A ~ All ' ~
Video Tutorial
|s Active Is Cifficult Is Sensitive Status
Manager Dashboard
All N A N All ' A s

Talent Management

Core HR

Organisation Management .~

Show 10 ~ entries Exportto:

Country Master

Search:
State Master ACTION STATUS OFFICE ID CFFICE TYPE OFFICE NAME ZONE cITY 15 DIFFICULT IS SENSITIVE
West :
ZF @® A OFF202 oo Guna Guna No Active
Zone
£ N oy South . ! -
Z @ Approved OFF201 Do DO Andaman Zone Andaman City Yes Inactive
i
City Master
. F @ Ao OFF1 HQ HG-Delhi Default Delhi Mo Active
Office Type Master
= ZO INORTH North
Zane Maste @ ® OFF2 z0 EAST) - East Guwahati [Gauhati] Yes Active
GUWAHATI Zone
Region Master
Morth
Office Setup Master b F o OFF3 RO RO ITANAGAR East [tanagar Yes Active
Zane

Figure 4-44: Existing Office Detail Updated for Approval

4.1.9.6 View Office Detail

Click on @ to open View Office detail form as shown in Figure 4-45. Further the User
can:

View Action History
e Clickon to open the Action History which reflect
the approval routing for the specific transaction.

==
e Clickon to navigate to Office Setup Landing page.
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Office Setup-View

Home

User Manual
Office Name

guna
Video Tutorial
Office Code Office Effective Date =
14/01/202
Manager Da guna 4/01/2021
Office Type Office Order
Talent Management oo View Attachment
Entity State
Core HR Food Corporation Of India Madhya Pradesh
Zone District
Leave and Attendance -
West Zone Guna
Region City
Performance Management g
Reporting Offics Guna =
Compensation and Benefir RO BHOPAL City Class
7
Address -
Payroll abed Is Active
Dastal Cod Artive
rostal wode
Talent Acquisition & i e B
47300 Is Sensitive
Yas

Learning and Development

Employee Relation

Figure 4-45: View Office Detail

4.1.10Division Master

Division Master will contain a list of all divisions as per different FCI offices which will
allow the User to keep track, filter, search and manage different divisions with a provision
to nominate a head of department based on different FCI offices.

4.1.10.1 Navigation

Left Navigation: Core HR >>Masters >> Organization Management >> Division Master
4.1.10.2SLA

1 Day
4.1.10.3 Landing Page

User shall traverse the navigation as mentioned in Section 4.1.10.1 to reach the Division
Master Landing Page as shown in Figure 4-46
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Applicable Office Division Division HOD Status

All ~ A e All ¥ A s

Video Tutorial

Manage

Talent Management

T 5

Search:

DIVESION ID APPLICAELE OFFICE IVISION D DIVISION HOD EFFECTIVE DATE STATUS
MNIRAMJAN LAL 4 > Jnd

DIV1S0 IFS, GURGAON Training Divisicn i 1/10/2021 Approved =
JANGIR @

e 4
5 =t M e - 1 AG oM - - - P . A A 1T . -
SStrt M tor DIviag HG-Delhi Security AMITABH KUMAR 02/01/2021 Approver -
.4
DIVZE80 OF SRINAGAR Nice DV PRASAD ov/on/1964 Approved @ I
Office Type Mastar .4
DIvzeal OF SRINAGAR nternal Audit DV PRASAD 01/D1/1964 ®
Zone Master
ry
DIVZEBZ OF SRINAGAR infarmation Technolagy DV PRASAD 01/D1/1964 Approved
Reglon Master 5 Lo
e o -~ ndustrial Relations = 3 £
DIV2E83 OF SRINAGAR DV PRASAD 01/D01/1964 Approved
Labor @
Cadre Master
-
Category A Divz2684 QOF SRINAGAR mport & Export DV PRASAD a1/o1/1964 pil
Division Master | 4 > >
DIVZE8S5 OF SRINAGAR Hind DV PRASAD 01/01/1964 Approved =
Section Master
DIVZEBE OF SRINAGAR General DV PRASAD 01/D1/1964 Approved i
Pay Grade Master =
DIvZEa7? OF SRINAGAR Finance DV PRASAD 01/01/19864 Approved ;
nation Master
Showing 1 to 10 of 4158 entries
Master ftem | 5 1 b 4 B 4 I

Figure 4-46: Division Master

User shall be able to perform the following activities from the landing page:

e C(Clickon to apply the available filters.
o Clickon i to export the table records in Excel as per
table columns.
Search:
e Clickon to enter a search query that shall
search the table records.
e C(Clickon to sort the table records in ascending order or descending order of

entries.
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e Click on Status, to open the action history in a popup that describes the
approval routing of the entire transaction
Frevious 1 two 3 4 a ) !
e Clickon to
navigate table records
Add Division Detail
e C(lickon to add a new division in the table as
mentioned in Section 4.1.10.4 — Add Division Master

e Clickon = toeditan existing division in the table as mentioned in Section
4.1.10.5 — Edit Division Master

e C(lickon to view an existing division details in the table as mentioned in
Section 4.1.10.6 — View Division Master

4.1.10.4 Add Division Master

Add Division Detail

Click onto open the add division form as shown in Figure 4-
47

1]
-
i

“

FCl HRMS Az Aa Aa  ESS ?

Add Division Master

AMIT KUMAR &

Reguest Date Applicatie Office * Divisicn * Division HOD *
19/01/2021 elect A Enter Division
Video Tutorial
Eftective Date * Office Order*

Managar Dashboard DO/MM/YYYY [:] Unlsad Docurmant m

Talant Management

‘ Cancel ‘

Figure 4-47: Add Division Master

Please ensure the following before creating a new division:

v Office Setup Master is updated,
v" Employee Master is updated.

Enter the details and click on such that a success message will be shown in the
Division Master Landing Page for addition of a new record in the table based on self-approval
as shown in Figure 4-48
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w

Division Master

User Manual Applicable Office Division Division HOD Status
All ~ A s Al ~ A v
Video Tutorial
Manager Dashboard ]
GetResults
Talent Management
Core HR
Masters Show 10 v entries Exportto: Sanrch:
Organisation Management
VISION IC APPLICABLE OFFICE DIVISION HOL FECTIVE DATE TATUS ACTICH
Country Master 3
NIRAMJAN LAL _
V150 IFS, G DN raining Divisi 10/01/2021
DIV150 FS, GURGADN Training Division JANGIR D/01/202 -
State Master
: =
District Master DIvi4g HGZ-Delhi Security AMITAEH KUMAR 01/02/2021 Approved ®
City Aaster
=
DIV2580 DO SRINAGAR Legal D V PRASAD 01/01/1984 Af
City Master
Office Type Maste =
R e A DIV2881 DO SRINAGAR Internal Audit DV PRASAD 01/01/1964 Approved &
Figure 4-48: New Division Added
4.1.10.5 Edit Division Master
Click on — to open Edit Division detail form as shown in Figure 4-49
= %57 FCIHRMS Aa Aa Aa ESS @ Ll AMIT KUMAR %
- ~
Edit Division Master
Divisicn ID Requast Date Applicable Offica * Division
User Manual
DIV1S0 107012021 IFS5, GURGADN AV training division
Video Tutorial
Division HOD * Effective Date * Office Order * \ie
Manager Dashboard DEVENDRA CHOUMAL (FS, G..v 10/01/2021 =
Talent M
Cancel
Care HR
Figure 4-49: Edit Division Master
Enter the details and click on such that a success message will be shown

in the Division Master Landing Page for updating the existing record in the table based
on self-approval as shown in Figure 4-50
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= \i# FCIHRMS e D — 5

Division Master

Bwcoessl Division has been saved successiully.

User Manual Applicable Office Division Division HOD Status

All v Al L AV A v

Video Tutorial

Manager Dashboard

Talent Management

Core HR
Masters Show 10 v entries Exportto:

Search:

Ore ation Management

CTIVE DATE

Country Master 7
NIRANJAN LAL d
DIVI5D IFS, GURGAON Training Division s 10/01/2021 ©
@
DIV149 HR-Dethi Security AMITABH KUMAR 01/02/2021 -
@
DIV2880 DO SRINAGAR Legal D V PRASAD 01/01/1954
City Master @
— 4
Office Type Master DIV2881 DO SRINAGAR Internal Audit DV PRASAD 01/01/1954 .
Figure 4-50: Existing Office Detail Updated for Approval
4.1.10.6 View Division Master
Click on to open View Division Master as shown in Figure 4-51. Further the User
can:
- _ _ o] _ .
= %EF FCl HRMS Aa Az Aa ESS MSS e AMIT KUMAR b
View Division Master
User Manual
Division ID Divizsion HOD
DIVs0 MIRANJAN LAL JANGIR
Videc Tutorial
Regquest Date Effective Date
Baiibosrd 10/01/2021 10/01/2D21 E
Appl le Office
Talent Mana t IFS, GURGAON
Division
Core HR training division

Masters

1 Management

Country A

Figure 4-51: View Division Master
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e Clickon to open the Action History which reflect

the approval routing for the specific transaction.

e C(Clickon to navigate to Division Master Landing page.

4.1.11Section Master

Section Master will contain a list of all sections as per different FCI divisions for all FCI
offices which will allow the User to keep track, filter, and search and manage different
subdivisions as sections.

4.1.11.1 Navigation
Left Navigation: Core HR >>Masters >> Organization Management >> Section Master
4.1.11.2 Landing Page

User shall traverse the navigation as mentioned in Section 4.1.11.1 to reach the Section
Master Landing Page as shown in Figure 4-52

FClI HRMS Az Aa Aa ESS m L? AMIT KUMAR &

Section Master
User Manual Office Type Office Diwision Section
All \/ A ~ Al v Al w
Video Tutorial
Is Active E
Manager Dashboard
All e
Talent Management
Core HR 1 AldSeshon |
Masters 2 3 -~ Show 10 ~ entries Exportto: | sk
o tlon Management | .~
OFFICE TYPE OFFICE D SECTION NUMBER DIVISION SECTION NAME 1S ACTIVE ACTION
Country Master e
Y HG MG -Dethi SECASED Personnel Sports Entertainment Active
State %
oo DO KOKRAJHAR SEC4256 Personnel Zonal Establishment Active F.g
District Master N
oo Do NLP SECA4257 Quality Control Guality Contraol Active (4
City Master
21e] RC BHUBANESWAR SEC4258 Stocks SiLo Aclive g
City Master E
Do DO KOTA SEC4259 Persannel EP Active F
o
i i i Personne . .
Do DO CUDDALORE SECA4280 Personnel - Active =
Establishment
Zone Mastar
Do DO JABALPUR SEC4281 General Other Active F.g
Region Master
oo DO BURDWAN SECA4282 Storage & Contract Other Active &
Office Setup Master )
RO RO PATMA SEC42683 FPersonnel RP| Active g
Cadre Master
Do DO KOZHIKODE SEC4284 General Other Active F
Category Master
Shawing 1 to 10 of 4,547 entries
Division Master Previous 1 4 4 e

Section Master y. 1

Figure 4-52: Section Master
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User shall be able to perform the following activities from the landing page:

Get Results
Click on to apply the available filters.

PDF Print

e C(lickon to export the table records in Excel as per
table columns.

Search:
e Clickon to enter a search query that shall

search the table records.

e C(lickon to sort the table records in ascending order or descending order of
entries.
. Previous 1 two 3 - S . 418 MNext
e Clickon to

navigate table records

Add Section
e C(Clickon to add a new section in the table as mentioned in

Section 4.1.11.3 — Add Section

Eq . I . . . . .
e C(Clickon — to edit an existing section in the table as mentioned in Section
4.1.11.4 - Edit Section

4.1.11.3 Add Section

Add Section
Click onto open the Add Section popup as shown in Figure 4-53

Add Section

Office Type *

Division *

Section Name *

Enter Section Mame

Is Active *

Active

Figure 4-53: Add Section
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Enter the details and click on such that a success message will be shown in the
Section Master Landing Page for addition of a new record in the table as shown in Figure 4-54

= %% FClIHRMS ha Aa Aa ESS m LP AMIT KUMAR

Section Master

BUCOBES] SECTION PaE Deen SubBrmErted succesafully. I

COffice Type Office Dhvision Section
Al w A S Al W A S
Video Tutorial
Is Active
Manager Dashboard
Al R GetResuits

Talent Management

Core HR

Show 10 ~ antries Exportto:

Search:
ation Management
FEICE TY FICE E: UMBER SION 5 (e 'H, AE IVE #

Country Master 5 3 s
HQ HOQ-Delhi SEC4560 Personnel Sports Entertainment Active =
State Mastar e
0o DD KOKRAIJHAR SEC4258 Personnel Zanal Establshment Active 4
istrict Master N
oo DD NLP SECA4257 Qualkty Control GQuality Contral Active [#
Master .
RO RO BHUBAMESWAR SEC4258 Stocks SILO Actlve &

City Ma
oo DD KOTA SEC4259 Parsonnel EP Active (4

Office Type Master

oo DD CUDDALDRE SEC4260 Personnel Active #
Establishment

Zone Master

Do DO JABALPUR SEC4281 General Other Active 4
Region Master

0o DD BURDWAN SEC4262 Storage & Contract Other Active (F.4
Office Setup Master

RO RO PATMNA SEC4263 Personnel RP Antive r4
Cadre Master

oo DD KOZHIKODE SEC4Zb4 General Other Acitlve .4

Category Master

Showing 710 10 of 4,547 entries

Figure 4-54: New Section Added

4.1.11.4 Edit Section

Click on £l to open Edit Region popup as shown in Figure 4-55
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HO

Office *

Please select an item in the list

Division *

Plzase select an tem in the liat

Section Nama *

Sports Entertainment

Is Active *

Actlve

Figure 4-55: Edit Section Master

Enter the details and click on plipaninis such that a success message will be shown
in the Section Master Landing Page for updating the existing record in the table as shown
in Figure 4-56

= \%g’ FCl HRMS Aa Aa Aa ESS m L? AMIT KUMAR ‘i

Section Master

e T L T = T o SR P

Home

Office Type Office Division Saction
All R All o All ~ Al o
» Tutorial
ls Active |
Manage 02
Al w Get Resulls
Talent W X nt e
Core HR i -
Masters i - Ex OF
aster Show 10 w entries  Export to: Exo [ Search
OFFICE TYPE OFFICE SECTION NUMBER PIVISICN SECTION NAME IS ACTIVE ACTION
HOQ HQ-Delhi SECA4560 Personnel Sports Entertainment Aciive =
Do DO KOKRAJHAR SECAZSE Personnel Zonal Establishment Active [Fg
oo OO NLP SEC4257 Quallty Centrol Quallty Control Active #
RO RO BHUBANESWAR SEC4258 Stocks SILO Active &
City Master
Do DO KOTA SEC4Z59 Parsonnel EP Active =

Office Type Master

o 2 Personnel 5 =5
Do DO CUDDALORE SECA4260 Personnel ; Active [
Establishment
Zone Master

Figure 4-56: Existing Section Updated
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4.1.12Cell Master

Cell Master will contain a list of all Cells as per different FCI divisions for all FCI offices
which will allow the User to keep track, filter, and search and manage them.

4.1.12.1 Navigation
Left Navigation: Core HR >>Masters >> Organization Management >> Cell Master
4.1.12.2 Landing Page

User shall traverse the navigation as mentioned in Section 4.1.12.1 to reach the Cell
Master Landing Page as shown in Figure 4-57

= \i¢ FClIHRMS Aa Aa ESS 1? AMIT KUMAR b

Cell Master

DOffice Type Office Division Section
User Manual
Al ~ A v Al L A (]
Celi 15 Active E

Manager Dashboard all .\, o

Talent Management

Show 10 w entrlese  Exportio!
Search:
CELL NUMBEF OFFICE TYPE OFFICE D DIVISION SECTION CELL 15 ACTIVE

- Zonal
Country Master CELA351 holal DO KOKRAIHAR Personnal Sl Other Active =
Establishment
State Master
CEL4352 Da DO NLP Quality Control Quality Control Other Active =
District Master
CEL4353 20 Z0 INORTH) - NOIDA Legal Legal Other Active [#
City Class Master
CEL4354 RO RO BHUBAMNESWAR Stocks SILO Other Active =
CEL4355 Da DO KOTA Personnal EP Other Active P 4
Office Type Master
= = TR Persocnnel .
CELA4355 Do DO CUDDALORE Personnal Other Active [

Establishment
Zone Master

CELA4357 Do DD JABALPUR Genara Other Other Active =
— Storage & - X p
CEL4358 DO DO BURDWAN 2 " Other Other Active =
Contract
Cadre Master CEL4352 RO RO PATNA Personnel RPI Other Active =
Category Master CEL4360 z0 ZO (NORTH) - NOIDA Vigilance Vigilarce Other Active =
Division Master Snowing 1 to 10 of 4,715 entries
5 2 3 5 2 Naxt |

Section Master

Cell Master 4

Figure 4-57: Cell Master

User shall be able to perform the following activities from the landing page:

e C(Clickon to apply the available filters.
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e Clickon T o export the table records in Excel as per

table columns.

Search:
e Clickon to enter a search query that shall
search the table records.

e C(lickon to sort the table records in ascending order or descending order of
entries.

. Previous 1 47 Mext
e C(Clickon to

P=d
£
o
on

navigate table records

e C(Clickon to add a new Cell in the table as mentioned in Section

4.1.12.3 — Add Cell

e C(lickon o to edit an existing Cell in the table as mentioned in Section 4.1.12.4
— Edit Cell

4.1.12.3 Add Cell

Click onto open the Add Cell popup as shown in Figure 4-58

Office Type *

Office =

Division *

Section *

Call*

Enter Cell

Is Active *

Active

Figure 4-58: Add Cell

Enter the details and click on i such that a success message will be shown in the Cell
Master Landing Page for addition of a new record in the table as shown in Figure 4-59
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%&S FCIHRMS Aa a  Aa  ESS m 1? AMIT KUMAR v

¥ o

Cell Master
R L e L Ly |
Office Type Office Division Section
All v Al W Al " Al s
Video Tutorial
Cell Is Active |

. v B 7

Show 10 w ontries Exportto: el P Print |
Masters Search:

Organisation Management A CELL NUMBER OFFICE TYPE OFFICE DIVISION SECTION CELL 15 ACTIVE ACTION
Country ar r - T Zonal .
Country Master CELA351 Do DO KOKRAJHAR Parsonnel S Other Active =

Establishment
Master =
CEL4352 Do DO MLP Quality Control Quality Control Other Active [
CEL4353 Z0 Z0 (NORTH] - NOIDA Legal Legal Other Active &

Figure 4-59: New Cell Added

4.1.12.4 Edit Cell

Click on =4 to open Edit Region popup as shown in Figure 4-60

Office Type *

]

Office *

DO KOKRAJHAR

Diivisiaon *

Farsonnel

Section *

Zonal Establishment

Is Active *

Active

Figure 4-60: Edit Cell Master

Update

Enter the details and click on such that a success message will be shown
in the Cell Master Landing Page for updating the existing record in the table as shown in
Figure 4-61
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= NES FClI HRMS Aa Aa
Home Cell Master
Dffice Typa Offica Division Section
User Manual
I el N I =3 e
Tutorial
Call I5 Activa I
All ~ "
Sho 1 ~ entries  E tto:
10w o entries  Expor Bt
dul {11 E T
=y & - - Zonal -
CEL4351 Do DO KOKRAJHAR Personnel " Other Active =
Establishmeant
CEL4352 Do DO MLP Quality Control Quality Control Other Active "5
CEL4353 Z0 ZO (NORTH) - NOIDA Legal Lagal Other Active =
CEL4354 RO RO BHUBANESWAR Stocks SILD Other Active [
CELA4355 Do DD KOTA Parsonnel EP Other Active = I

Paersonnal -
CEL4356 Do DO CUDDALORE Parsonnel ke Qther Active "4
Establishmant

CEL4357 Do DO JABALFUR Ganaral Other Other Active ("4
Storage & =
CELA358 Do DO BURDWARN :" S Other Other Active &
Contract
Cadre Master CF1 AR50 ROY RO PATMA Parennnal {=]al] Othear Antive =

Figure 4-61: Existing Cell Updated

4.1.13Cadre Master

Cadre Master will contain a list of all Cadres as per different FCI divisions for all FCI offices
which will allow the User to keep track, filter, and search and manage them.

4.1.13.1 Navigation
Left Navigation: Core HR >>Masters >> Organization Management >> Cadre Master

4.1.13.2 Landing Page

User shall traverse the navigation as mentioned in Section 4.1.13.1 to reach the Cadre
Master Landing Page as shown in Figure 4-62
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FCl HRMS £ Aa Aa ess WYES

n
o
% oo
LA

Cadre Master

User Manual Cadrs s Active

All LY A 4
Tutorial

Manager Dashboard

Show 10 ~ entries Exportto:
Search:
Core HR
CADREID CADRE D IS ACTIVE ACTION

Masters 2 ’
CADR16 RnD Inactive

Organisation Management |~

CADRS Legal Active T4
Country Master

CADR16 Mot Available Active L
State Master

CADR1S Technica Active =
Distr

CADR14 Quality Cantrol Active =

CADR13 Personnel Active &
Clty Master

CADR12 Movement Active [#
Office Type Master

CADRN Miscellaneous Active &
Zone M

CADRIO Madical Active =
Reglon Master

CADR1 Accounts Active =
Office Setup Master

Showing 1 to 10 of 17 entries

Cadre Master | 4 5 Previous 1 2 Mext

Figure 4-62: Cadre Master

User shall be able to perform the following activities from the landing page:

e C(Clickon to apply the available filters.

e Clickon ' 1o export the table records in Excel as per
table columns.

Search:
e C(Clickon to enter a search query that shall

search the table records.

e C(Clickon to sort the table records in ascending order or descending order of
entries.
. Previous 1 il Mext .
e C(Clickon to navigate table records

e C(Clickon to add a new Cadre in the table as mentioned in
Section 4.1.13.3 — Add Cadre
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e Clickon =4 to edit an existing Cadre in the table as mentioned in Section
4.1.13.4 — Edit Cadre

4.1.13.3 Add Cadre

Add Cadre

Click on to open the Add Cadre popup as shown in Figure 4-63

Add Cadre

Is Active *

Figure 4-63: Add Cadre

Submit
Enter the details and click on -such that a success message will be shown in the Cadre
Master Landing Page for addition of a new record in the table as shown in Figure 4-64

M1l
-
ot

s FCl HRMS nz Aa Aa ESS m .;o AMIT KUMAR &

~

Cadre Master

‘Spcewssl Cadne his Beon sumeriiies wicesstully.

User Manual Cadre Is Active

Al v
Video Tutorial

Talent Management
Show 10w entrles Exportio:

Search:
Core HR
ADRE ID CADRE IS ACTIVE ACTION
M
CADRS Hindi Inactive (3
Crganisation Managemeant

CADR1B RnD Inactive =
Country Master

CADR2 Legal Actlve =
State Master

CADRIB Not Available Active &
District Master

CADRIS Techrical Active r g

CADR14 GQuality Control Active =

Figure 4-64: New Cadre Added
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4.1.13.4 Edit Cadre
Click on =4 to open Edit Region popup as shown in Figure 4-65

Edit Cadre

Cadre ID

CADRE

Cadra Nama *

Hindi

Is Active *

Inactive

Figure 4-65: Edit Cadre Master

Update

Enter the details and click on such that a success message will be shown
in the Cadre Master Landing Page for updating the existing record in the table as shown
in Figure 4-66

FCl HRMS nz Aa Aa ESS m .;o AMIT KUMAR %

v

Cadre Master

Secewsnl Catine hirs Beon suBrmitiee iccessfulle,

Cadre Is Active

Al A A R Get Rasults

Dashboard
T Bashboar Add Cadre

Talent Management

Crganisation Ma

Country Master

State Master

Show 10 v entries  Exportio: Euce =0 Prin Saarch:
ADRE D CADRE 1S ACTIVE ACTION
CADRS Hindi Inactive £
CADR1B RnD Inactive =
CADRZ2 Legal Active 4
CADRIB Mot Available Active =
CADRIS Technical Active Fd
CADR14 Guality Contral Active (4

Figure 4-66: Existing Cadre Updated
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4.1.14Category Master

Category Master will contain a list of all Categories in FCI divisions for all FCI offices which
will allow the User to keep track, filter, and search and manage them.

4.1.14.1 Navigation

Left Navigation: Core HR >>Masters >> Organization Management >> Category Master

4.1.14.2 Landing Page

User shall traverse the navigation as mentioned in Section 4.1.14.1 to reach the
Category Master Landing Page as shown in Figure 4-67
User Manual Category |5 Active

Al s A iy
Video Tutorial

Manager Dashboard

Talent Management

Show ~ entries Exportto:
i P Search:

Core HR 1

Masters 2

3 CAT1 CAT- Active

Organisation Management |

CATZ CAT-II Active 4
Country Master

CAT3 CAT-HII Active [F4
State Master

CAT4 CAT-Y Active £ 4
District Master

Showing 1to 4 of 4 entries

City Class Master revious 1 Next |

City Master E

Office Type Master
Zone Mastar
Regicn Master
Office Setup Master
Cadre Master

Category Master | 4 >

Figure 4-67: Category Master

User shall be able to perform the following activities from the landing page:

e Clickon to apply the available filters.

e Clickon ' i to export the table records in Excel as per
table columns.

Search:
e C(Clickon to enter a search query that shall
search the table records.

Copyright © 2020 HRMS All Rights Reserved to FCI Page 71 of 188



FCI HRMS
User Manual Version 2.2

e C(lickon to sort the table records in ascending order or descending order of
entries.
. Previous 1 Mext i
e C(lickon to navigate table records
) Add Category ) )
e C(lickon to add a new Category in the table as mentioned

in Section 4.1.14.3 — Add Category

e C(lickon =4 to edit an existing Category in the table as mentioned in Section
4.1.14.4 - Edit Category

4.1.14.3 Add Category

_ Add Category o
Click on to open the Add Category popup as shown in Figure 4-68

Add Category

Category *

Is Active *

Active

Figure 4-68: Add Category

Enter the details and click on m such that a success message will be shown in the

Category Master Landing Page for addition of a new record in the table as shown in Figure 4-69

Copyright © 2020 HRMS All Rights Reserved to FCI Page 72 of 188



FCI HRMS
User Manual Version 2.2

‘_.,_é_;'. FC! HRMS Aa Aa  Aa ESS E 19 AMIT KUMAR b

b

Category Master
User Manual Category Is Active

All ~ All W Get Results
Video Tutorial
Manager Dashboard

Talent Management

Show "] v entries Exportio:

Search:
Core HR
CATEGORY ID CATEGCRY IS ACTIVE ACTION
Masters
CATS cat v Active r4
stion Management
CAT1 CAT-| Active =z
Country Master
CAT2 CAT-II Active =
CAT3 CAT-Il Active #
CAT4 CAT-IV Active =

Figure 4-69: New Category Added

4.1.14.4 Edit Category
Click on =4 to open Edit Region popup as shown in Figure 4-70

Edit Category

Catogory ID

CATS

Category *

Cat v

Is Active *

Active

Figure 4-70: Edit Category Master

Enter the details and click on such that a success message will be shown

in the Category Master Landing Page for updating the existing record in the table as
shown in Figure 4-71

Copyright © 2020 HRMS All Rights Reserved to FCI Page 73 of 188



FCI HRMS
User Manual Version 2.2

Ny FClHRMS A Aa Aa

Category Master
User Manual Category Is Active
All ' v
Video Tutorial
Manager Dashboard - |
- Add Category
Talent Management
Show 10 w enlrles Exportio:
Search:
Core HR
CATEGORY ID CATEGCRY IS ACTIVE ACTION
Masters
CATS catlv Active @
Organisation Management
CAT1 CAT-| Active =
Country Master
CAT2 CAT-II Active =
State Master
CAT3 CAT-II Active #
District Master
CAT4 CAT-IV Active =

Figure 4-71: Existing Category Updated

4.1.15Pay Grade Master

Pay Grade Master will contain a list of all Pay Grades in FCI divisions for all FCI offices
which will allow the User to keep track, filter, and search and manage them.

4.1.15.1 Navigation
Left Navigation: Core HR >>Masters >> Organization Management >> Pay Grade Master
4.1.15.2 Landing Page

User shall traverse the navigation as mentioned in Section 4.1.15.1 to reach the Pay
Grade Master Landing Page as shown in Figure 4-72
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Pay Grade Master

Pay Grade Is Active

All o ~
Video Tutorial

Show| 10 |entries EL :
Search:

PAY39 EO Inactive

tion Management

PAYAT 511 Active [P
Country Master
PAYZS LD-9 Active (=
PAYZ4 LD-8 Active =
PAYZE LD-1D Active =
City Class Master
PAYZY LD-11 Active 7 4
Clty Master E
PAYZ28 LD-12 Active €4
Office Type Master
PAY2G LD-13 Active 4
Zons Master
PAY30 LD-134 Active =
Reglon Master
PAY31 LD-14 Active (4
Setup Master
Showing 1 te 10 of 46 entries
Pre 1 4 £ Mex

Category Master

Di n Master

Section Maste

Cell Mastar

Pay Grade Master 4

Figure 4-72: Pay Grade Master

User shall be able to perform the following activities from the landing page:

e C(Clickon to apply the available filters.

e Clickon " to export the table records in Excel as per
table columns.

Search:
e C(Clickon to enter a search query that shall
search the table records.

e C(Clickon to sort the table records in ascending order or descending order of
entries.
Previous 1 2 3 4 5 MNext
e C(Clickon to navigate table
records
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Add P
e Clickon ad Pay Grade to add a new Pay Grade in the table as mentioned

in Section 4.1.15.3 — Add Pay Grade

e C(lickon o to edit an existing Pay Grade in the table as mentioned in Section
4.1.15.4 — Edit Pay Grade

4.1.15.3 Add Pay Grade

Add Pay Gra
Click on ad Pay de to open the Add Pay Grade popup as shown in Figure 4-73

Add Pay Grade

Pay Grade *

PAY

Is Active *

Active

Figure 4-73: Add Pay Grade

Enter the details and click on . such that a success message will be shown in the Pay
Grade Master Landing Page for addition of a new record in the table as shown in Figure 4-74
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Pay Grade Master
Pay Grade |s Active
2 VoM ~ GetResults
Video Tutorial
Manager Dashboard
= Add Pay Grade
Talent Management
sh ~ ent E tto: AT FOF Print
ow 10 entnes Xport to Lace Search:
GRADE CODE PAY GRADE IS ACTIVE ACTION
PAYAS PAY Active 4
ation Managemant
PAY30 EO Inactive r4
Country Master
PAY47 sn Active 4
PAY25 LD-g Active =

Figure 4-74: New Pay Grade Added
4.1.15.4 Edit Pay Grade
Click on o to open Edit Region popup as shown in Figure 4-75

Edit Pay Grade

Grade Code

FAYAG

Pay Grade *

PAY

Is Active =

Figure 4-75: Edit Pay Grade Master
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Enter the details and click on such that a success message will be shown

in the Pay Grade Master Landing Page for updating the existing record in the table as
shown in Figure 4-76

ECI HRMS Aa fa Aa ES2 L.° AMIT KUMAR &.

= b

1
o
e
W

Pay Grade Master

e —

Home

User Manua Pay Grade Is Active

All “ ~ Get Resuits
Video Tutoria = o

Managar Dashboard

Add Pay Grade
Talent Management :
Show 10 + entries Exportto: Search:
Core HR
GRADE CODE PAY GRADE S ACTIVE ACTION
Masters
PAYAE BAY Active F4
Organisation Managemant .~
PAY39 ED nactive &
Country Master
PAYAT s Active @
State Master
PAY25 LD-g Active 4
District Master
PAY24 LD-8 Active 4
City Class Master
PAY26 LD-10 Active P4
City Master E
PAYZY LD-1 Active &

Office Type Maste

Figure 4-76: Existing Pay Grade Updated

4.1.161tem Master

Item Master will contain a list of all Items in FCI divisions for all FCI offices which will
allow the User to keep track, filter, and search and manage them.

4.1.16.1 Navigation
Left Navigation: Core HR >>Masters >> Organization Management >> Item Master
4.1.16.2 Landing Page

User shall traverse the navigation as mentioned in Section 4.1.16.1 to reach the Iltem
Master Landing Page as shown in Figure 4-77

Copyright © 2020 HRMS All Rights Reserved to FCI Page 78 of 188



FCI HRMS
User Manual Version 2.2

= \,géf ECI HRMS Aa Aa ESS m l'? AMIT KUMAR ,b

Item Master

Office Division Division HOD
User Manual

All L A W All s

Video Tutorial

Tale anagemen Shy [ trles  Exportio:
e ) o = e . Searey
Core HR ASSETID DIVISION D DIVISION HOD EM COUN ACTION

Masters | D 3 ~ civn Board Cell DV PRASAD 3250 @

(] isaf Manager . o . oy - R -
SAGERSeLIon Menagsinent Cim2 Enginsering DV PRASAD 3250 ¥ ®

Country Master

CiM3 Flnance D V PRASAD 3250 s
State Master

Cintd General OV PRASAD 3250 ¥ @

CIM35 Hindi DV PRASAD 3250 & <

3 Master

CiMB Import & Export DV PRASAD 3250 £ @
City Master E

CIM7? Industrizl Relations - Labour DV PRASAD 3250 @
Office Type Master

CiIM3B Infermation Technology D'V PRASAD 3250 s D
Zone Master

CInS Internal Audit OV PRASAD 3250 & ®
Region Master

CiM10 Legal DV PRASAD 3250 [ @

Offi atup Mas

Showing 1 to 10 of 148 entries

Cadre Master

Category Master

Division Master

Section Mastar

Cell

Pay Grade Master

Designation Master

Item Master 4

Figure 4-77: Item Master

User shall be able to perform the following activities from the landing page:

e Clickon to apply the available filters.

e Clickon i to export the table records in Excel as per
table columns.

Search:
e Clickon to enter a search query that shall
search the table records.
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e Clickon to sort the table records in ascending order or descending order of
entries.

Frevious | 7 3 4 5 ? 15 MNext
e Clickon to

navigate table records

e (Clickon then on to add a new Item in the table

as mentioned in Section 4.1.16.3 — Add Item
@

e (Clickon to view the items as mentioned in 4.1.16.4 — View Item

4.1.16.3 Add Item
Add Asset
Click on then in Figure 4-89 then as shown in Figure 4-90
to open the Add Item popup as shown in Figure 4-78

FCI HRMS Aa Az Aa ESS m 1? AMIT KUMAR &

'

1}

Add Item
User Manual Office * Division * Division HOD Item Count
A ~ A v A v a
Video Tutorial
ltems
Manager Dashboard
Al v
Talent Management
Core HR Add Item
Masters Show 10 + entries Exportto: = )
Search:
Organization Management A,
ITEM ID ITEM NAME CURRENT QUANTITY REQUIRED QUANTITY COLLECT BACK

Country Master

Nao Data Available In Table

State Master -
bk Showing O to 0 of D entries

District Master

Figure 4-78: Add Asset
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Division *

Division HOD *

Item Name *

Enter ltem Name

Current Quantity *

Enter Current Quantity

Reguired Quantity *

Enter Required Quantity

Caollect Back *

At the

Figure 4-79: Add Item

‘ . Submit ‘ .
Enter the details and click on such that a success message will be shown in the Add

Asset Page for addition of a new record in the table as shown in Figure 4-80

Talent Management

Core HR

%f# FClI HRMS fa A2 A2 ESS m 9 | AMIT KUMAR &
= W
Add tem
Fuecews! Mom hes boen suDrnisted suctems iy,
User Manual Office * Division * Division HOD Item Count
Al v A v A v 0
ltems
r Dashi
Al v Get Results
Add Item
Show 10 entries Exportto: Euce
Y i . Search:
ITEM E ITEM NAME CURRENT QUANTITY REGUIRED QUANTITY COLLECT RACK
“t peoni " I

Figure 4-80: New Item Added

4.1.16.4 View Item

Click on ® in figure 4-89 to open Item details shown in Figure 4-81:
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View Item Macster
-
ot
i Coarm Diattie noao =00 e
) =
S000 SO0
Papar welaht soo0 s000 veo
Fad Sk beZulclul SO00 You
noon no00
LO60 SO00 S
o “or
[OO0D So0o0
noo0 =600 van
o -
SO0 SO0
S000 S000
sooo so00 vasm
SOOo SOO00 You
e o 50
So00 o0 fems
=t : =
aooo so00
suoo P
S000 SO00
™ S
{elels} S000 (13
SO0 SO0
Frules naco ino -
S— caese -
ol AA S000 ¥ v
Attt Rt soco sooc v
Al sooo S0
R ar 2o - SO0 SO0 =

Figure 4-81: View Item

4.1.17Designation Master

Designation Master will contain a list of all designations as per different FCI offices and
FCI Divisions which will allow the User to keep track, filter, search and manage different
designations with a provision to mark designations as sensitive for sensitive nature of
work.

4.1.17.1 Navigation

Left Navigation: Core HR >>Masters >> Organization Management >> Designation
Master

4.1.17.2SLA
1 Day
4.1.17.3 Landing Page

User shall traverse the navigation as mentioned in Section 4.1.17.1 to reach the Division
Master Landing Page as shown in Figure 4-82
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Designation Master

User Manual Office Typa Office Cadre Category
All L4 A 4 all W A s
Video Tutorial
De signat.cn 15 Active Status

N 7 ‘ 7 N 7

t Management

Core HR 1
Masters 2 Show 10 ~ entries Exportto:
a Search
wd
Organisation Management |
DESIGHATION D DESIGNATION D CADRE CATEGORY OFFICE TYPE IS ACTIVE STATUS ACTION
Country Master
DES15517 Assistant Grade - Il General CAT-II Do Active Approved =
#
DES15518 Assistant Grade - Il Depot CAT-1I Do Active Apr @
=
[#
DES15518 Assistant Grade - [l General CAT-I DO Active Approved
5
City Master b
Cffice Type Master [E4
bl S DES15520 Assistant Grade - 11l Depot CAT-lI Do Active -
Zone Master
E4
DES16000 Assistant Grade - | Engineering CAT-I Do Active Approved
n Master @
=
DES160017 Assistant Grade - | Engineering CAT-I RO Active @
=
[#
ES16002 Assistant Grade - | Engineering CAT-I Do Active Aporaved
jory Master @
Division Master (E4
DES16003 Assistant Grade - Il Hindi CAT-II Do Active Apor -
E4
DES16004 Assistant Grade - || Hindi CAT-I Do Active ©
Pay Grade Master T
DES16005 Assistant Grade - || Hindi CAT-I RO Active @
=
nation Mastar 4
Showing 110 10 of 15,B4Z entries
[tem Master Previnus 1 Z 3 4 5 585 MNext ]

Figure 4-82: Designation Master

User shall be able to perform the following activities from the landing page:

e C(Clickon to apply the available filters.

e Clickon - " to export the table records in Excel as per
table columns.
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Search:
Click on to enter a search query that shall

search the table records.

Click on to sort the table records in ascending order or descending order
of entries.

Click on Status, to open the action history in a popup that describes the
approval routing of the entire transaction

) Previous 1 2 3 4 5 1585 Mext
Click on to

navigate table records

Add Designation
Click on to add a new designation in the table as
mentioned in Section 4.1.17.4— Add Designation

Click on 4 to edit an existing designation in the table as mentioned in
Section 4.1.17.5 — Edit Designation

4.1.17.4 Add Designation

Add Designation

Click onto open the add designation form as shown in Figure

4-83

Please ensure the following before creating a new designation:

v

CORORRS

Office Setup Master is updated,

Division Master is updated,

Section Master is updated,

Cell Master is updated,

Cadre Master is updated,

Category Master is updated,

Pay Grade Master is updated,

Salary Type Master in Compensation and Benefits Module is updated.
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Add Designation Master

User Manual Full Designation * Cadre *
Er ull De: ation W
Video Tutorial
Office Name * Is Active *
Manager Dashboard
v nactive v

Talent Management :
Reporting Designation *

Is Sensitive

Core HR - W

Applicable Division * Category *

on Managemant

Couritry Master Applicable Section Effective Date *
Country Mas

R L4
State Master
Job Description * Designation Email *
District Master |
City Class Master
Pay Grade *
City Master #
v
Office Type Master
Eligibility * Pay Scale *
Zone Master Eligibility g
Region Master Start Basic End Easic
Office Setup Master
Abbreviated Designation * Salary Type *
Cadre Master
Enter Abbreviated Designation =l W
Category Master
Office Order * Selection Method * |
Division Master
v
Section Master
Cell Master ‘ Cancel ‘
Figure 4-83: Add Designation
Enter the details and click on such that a success message will be shown in the
Designation Master Landing Page for addition of a new record in the table as shown in Figure

4-84
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Designation Master

Bucewsal Designation s Been saved suscesslully.

User Manual Office Type Office Cadre Category
All o R All W A “
Vidao Tutorial
Designation Is Active Status
Manager Da:
All s A W All 4

Talent Managemant

Core HR

Masters Show 10 w entries Exportto: E oS
wearch:
Orgs Management
IN D CADRE ATEGORY OFFICE TYPE S ACTIVE STATUS
Country Ma =
DES15517 Assistant Grade - 1l General CAT-II Do Active Approved c:)
District Master DES15518 Assistant Grade - Il Depot CAT-II Do Active Approved &
City Class Master
&
DES15519 Assistant Crade - 1l General CAT-II Do Active Approved i
3
City Master <>
Office Type Master : A AT P E4
Office Type Weste DES15520 Assistant Grade - [ Depot CATI Do Active ]
DES16000 Assistant Grade - | Engineering CAT-I Do Active
Reglon Mastar o

Figure 4-84: New Designation Added

4.1.17.5 Edit Designation

ry
Click on (2 to open Edit Designation detail form as shown in Figure 4-85
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Edit Designation Master

User Manual Designation 1D
DES15517
Video Tutorial E
Full Cesignation * Cadre "
Manager Dashboard
As ] General ~
Talent Management
iz ¥ Office Name * Is Active *
Core HR P ACRA g Hetve b4
Masters Reporting Designation *
| Is Sensitive
: . bl
Organisation Managemant
Country Master Applicable Division Categary
Boara Call v CAT=l Ak
State Master
Applicable Sectlon * Effective Date =
District Master
e =&
A Ariin st rstie e B J 1/ HaDa |
Administratiar ~ S—
City Class Master
Job Description * Designation Emall *
City Master MA
= nai@na.com Sfci@gov.in
ype Master
Pay Grade *
Zone hMaster G5 ~
Ragion Master Eliglility * Pay Scale *
MNA AE p
Setup Master AYSZ s
Cadre Master Start Basic End Basic
F8I00 79200
Category Master
Abbreviated Designation * Salary Type * E
Division A r A 16 [
Asslctant Grade - ll Cra N
Saction Master
il Office Oroer Selection Mathod *
Cell Mastar i Re nent L
Pay Grade Master
I
Designation Masier | ‘
Figure 4-85: Edit Designation
Enter the details and click on such that a success message will be shown

in the Designation Master Landing Page for updating the existing record in the table as
shown in Figure 4-85
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Office Type
Al

— Designation Master

Category

s Al

Figure 4-86: Update Designation Message

4.2 User Management

4.2.1 Initiator Access Mapping

The purpose of Initiator Access Mapping is to allow the nodal officer to assign MSS menu
links to different employees of Personnel, Finance and Accounts and Vigilance Division for
the purpose of executing duties on service matters of personnel administration.

4.2.1.1 Navigation

For MSS — Manager Dashboard:

Left Navigation: Core HR >> Masters >> User Management >> Initiator Access
Mapping

4.2.1.2 Landing Page

User shall traverse the navigation as mentioned in Section 4.1.1.1 to reach the Landing
Page as shown in Figure-87 below

= Wi/ FCIHRMS
=

Initiator Access Mapping Master

At Aa

ess [ L?

Show 10« enlries Search;
EMPLOYEE NUMBEF D EMPLOYEE NAME OF DIVISION DESIGNATION JIFIED DATE ACTION
290572 AMIT KLIMAR HQ HQ-Delh Personne| Manager 11/01/2021 T
283020 ADITI SAURIYAL HO HG-Dedh Persornel :15_5'5_'3_"‘ Generl 18122020 P

anager

276883 PURNIMA JAISWAL HQ HQ-Dedhl Personne| Manager 18/12/2020 @ &
141832 BISHAN SINGH HG HQ-Celn Personnel Manager 181212020 @ &
295779 PRIYANK DAHIYA HQ HG-Dedh Personnel Assistant Grade - |l 181272020 @
298080 PREM CHAND SAINI HO HQ-Dedhi Personnel Assistant Grade - i 18122020 @ [
105100 RAJVEER HG HO-Dedhi Personne| Acsistant Grade - | 18/12/2020 ® F
287487 AMULYA GAURAY Frie] £0 {NORTH) « NCIDA Personnel Assistant Grade - I 18/12/2020 @ ¥
2384 AMIT GOLRAY £0 20 {NORTH) - NOIDA Personnel Asslatant Grade - | 181212020 @ 7
208465 SHUBHAM KARANWAL RO RO PANCHKULA Personnel Assistant Grade - [ 181202020 ® Z

Showing 1 to 10 of 235 entries

< AMIT KUMAR b

Figure 4-87: Initiator Access Mapping Master

User shall be able to perform the following activities from the landing page:
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Search:
e Clickon to enter a search query that shall

search the table records.

e C(lickon to sort the table records in ascending order or descending order of
entries.

. Previous n 2 Mext .
e Clickon to navigate table records

. @ . - .
e Clickon to view existing details in the table.

e C(lickon to assign a new access for MSS.

Click on & to edit existing detail in the table.

4.2.1.3 Assign Access

Click on

Figure below:

to assign a new access for MSS menu links as shown in
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= i/ FClIHRMS Aa A ESS ey AMIT KUMAR
A 5 [ 1ss | b

Assign Access

Ernglaoyes NamaMNumbar * Office Offica Typse Disigion
1 v T
oos Cadre
Cadre
valid From * Walid il *
Vil From 2 alid Til
Show 10~ entigs o
ALE HAME PROCE

EEDO01 Core MR Employesa Biometric Detail

PRCOC Core HR Office Setup Master

PRCOOZ Core HR Division Master

PRCOO3 Core HR Section Master

PRCOOS Core HR Cell Maste:

PRCOCS Core HR Designation Master

PRCDOG Core HR Caxire Master H

Talant Actulsiton ) ~

PRCOO? Cars MR Countiy Mas1e

PRCOOS Core MR Slate haster

PRCOOS Chstrict Master
Showing 1 to 10 of ZH0 entries

1 |

Document Mame Supportive Document
& 0~ entries

how entrie: —

ho Dats Available In Table

Figure 4-88: Assign Access

e Enter the details and click on such that a success message will be
shown in the Landing Page for addition of a new record in the table as shown
below
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= Ny FCIHRMS 3 e

E

Initiator Access Mapping Master

Employee Access has been submitted successfully.

Show 1
oW 10w entries Search:

EMPLOYEE NUMBER EMPLOYEE MAME OFFICE TYPE OFFICE DIVISION DESIGNATION
280572 AMIT KUMAR HQ HG-Delhi Parsonnzl Manager 117012021 @ 7
i o o . : Assistant General s =
263020 ADITI SAURIYAL HQ HE-Delni Parsannel 18/12/2020 e 7
Manager
Lser Manag
276893 PURNIMA JAISWAL HQ HG-Delhi Fersanngl Manager 18/12/2020 @ [/
Initiatar A
141832 BISHAN SINGH HQ HQ-Delhi Fersonnel tanager 18/12/2020 @ (7
285779 PRIYANK DAHIYA HG HG-Delni Personnel Assistant Grade - Il 18)12/2020 @ F
DoP M E
268060 PREM CHAND SAINI HO Ha-Delhi Persannel Assistant Grade - Il 18/12/2020 @ 7
105100 RAJVEER HQ HG-Delhi Persannel Assistant Grade - | 18122020 @ 7
287487 AMULYA GAURAY 0 20 (NORTH) - NOIDA Persanngl Assistant Grade - |l 18/12/2020 @ 7
238431 AMIT GOURAY 0 70 (NORTH) - NOIDA Personngl Assjstant Grade - | 18/12{2020 @ [
208466 SHUBHAM KARANWAL RO RO PANCHKULA Personnel sistant Grade - Il 18/12/2020 e 7
Showing 110 10 of 236 entnes

Figure 4-89: New Access Assigned

4.2.1.4 Edit Access

(&
Click on to open Edit Access for editing existing detail of an employee for MSS
access as shown in Figure below:
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AMITKUMAR  Jg

Edit Access
Ermplayes I3 Employes Name/Number Oftice Office Type
EMPTTSER AMIT LI, - HEy-Thelt HE
Divizion Designation Lt OF Jaing FI Lon
i D2 varanBEs
Cacin Catagory Saction Valid From *
ien Geners /D720 1
Walic TH *
a 2
Enter Remarks(if Any) @
Arktor oy Wiars
3
Show 10 - enires Search:
T
CBOOO Cora HR Employes Biometric Deta B 3
PRCOM Core HR Office Setup Mastcr
PROD v HR Divizion Maste
PRCOD3 ore HR Section Master
ars HR Gall Mastar
RCOO Core HR Des =
ARCO0E Core HR Cadm Mastor
REOD Core MR Country haster [+]
PREO0E Core HR Shate Mastor
PRCODE Core HR CisTrict Masnes [+ ]
31 80 10l 250 enliie
at
Document Name Suppertive Cocument
ment Mar 5 m n
Show 10~ entries Saarch,
HIPRORTIV
o Data Avatabie In Tabe
1 o et

- [ I =

Figure 4-90: Edit Access

e Enter the details and click on

below:
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= Wiy FClHARMS Aa moooaa e [EE3 2 amaoman b

Initiator Access Mapping Master

Emplaye s Access upoaled suctessiuly.
==

Taeral, Malbgerie] . Show 10« entries

Searcn:
200572 AMIT KUMAR Ho HO-Dolk Parsanne| Marager 10172021 @ =
283020 ADITI SAURIYAL HO HO-Daih Parsonne| Asaittant Gonand 18/12/2020 @ (7
Manage

276883 PURNIMA JAISWAL Ha HO - Dk Persannz| Marnager 18/12/2020 e @
141832 BISHAN SINGH HQ HO-Delk Pergonne| Managar 7j2021 ® (7
208770 PRIVANE DAHIYA HE HO-Dalk Parsonnal Asslstant Crade i - ra

PRENM CHANE SAINI HE Ha-Delk Aszi i & @z
105100 RAJVEER HE HE-Dolk Aot e =7
287487 AMUILYA CALRAY 70 70 INORTH NOIDA Parsonna Assistant Crada - 1| 8, 020 = ra
238471 AMIT GOURAY 20 20 INORTH) - MOIDA Perasnnal Assiztant Grads e @
200466 SHUBHAM KARANWAL ARG RO PANCHKULA Personnel Agsistant Grade 1 & =

showing 1to 10 of 236 entries

Figure 4-91: Access Updated

4.2.2 Multiple Role Assignment

The purpose of Multiple Role Assignment is to allow the nodal officer to assign additional
charge of a specific designation to an existing employee on the grounds of vacancies or
transfer where exigency of work is to be addressed through additional charge.

4.2.2.1 Navigation
For MSS — Manager Dashboard:

Left Navigation: Core HR >> Masters >> User Management >> Multiple Role
Assignment

4.2.2.2 Landing Page

User shall traverse the navigation as mentioned in Section 4.1.2.1 to reach the Landing
Page as shown in Figure below:
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Multiple Roles Access

Show 10« enlries P
EMPLOYEE NUMBER EMPLOYEE NAME OFFICE WTE
SYAMENDRA KUMAR Assistant General F$ E
291278 SHANENDRA KL Hi-Daiti Personnel cbalkats 1712021 3901/2021 ]
YADAY Manager -y
y o e - n Technical Assistant e, k
SANDEEP MAN F5, BURGAC Quality Cortrol 1/202 J012021 E
385479 SANDEEP MANN IF5, GURGAOH ality Control i 1jomzo2 24/M/202 ®
NAMDKUMAR ANKLISH
1man BARKAR RO MUMBAI Personnel Manager nmjzo 292021 ® (¥
108878 KUNAL SHARMA RO PANCHELLA Personnel Manager nayze 12102021 ® (¥
® #
275851 NAVNEET SANDHL HE-Daihi General General Manager 12/01/2021 311012021 a
: a8
Assistant General *
200572 AMIT KUMAR Hi-Dehi Personnel palirnt Gerersf | 3/0112021 3012021 E
Manager =Y
146856 SHRAEE BRAJESH Ha-Daihl Personnel Manager 134012021 Jme0n @ [F

R __

Figure 4-92: Multiple Role Assignment
User shall be able to perform the following activities from the landing page:

Search:
e Clickon to enter a search query that shall
search the table records.

e C(lickon to sort the table records in ascending order or descending order of

entries.
. Previous n 2 Mext .
e C(lickon to navigate table records
Assign Access
e C(lickon to assign a new access for MSS.

@
e C(lickon to view existing details in the table.

(&
e C(lickon to edit existing detail in the table.

4.2.2.3 Assign Multiple Roles

Assign Access

Click on to assign additional charge as shown in Figure below:
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= %is FClIHRMS Aa As Aa ESS
o

Assign Multiple Roles

User Manual Employes Name/Number * Office Type * Difice *
78500 w HO W HO-Delht W
Division * Section * Cadre *
= w Bills b A v E
Category = Secondary Designation * Effective From Date =
AT w o

Effective To Date * Upload Document

DoP Master
_ |
Figure 4-93: Assign Multiple Role
e Enter the details and click on such that a success message will
be shown in the Landing Page for addition of a new record in the table as
shown below
- = . o
= \E; FCI HRMS A As Aa u AMIT KUMAR ,‘b
Multipie Roles Access
Amsign Access
e ) 1 Search E
201278 HQ- D Petsoane 11/01/2021 3yovzoz q‘
101821 MANDRLIMAR: ANILISH RO MUMBAI Personne Marmger 11j0/2021 200012021 -
108478 KUNAL SHARMA A PANCHKLILA Pesg e LY BT 102021 12502021 e rd
275851 NAVHEET SANDHU M- Dl General General Manager 1Zi0N2021 31/01/2021 " . E
14BA58 SHREE BRAJESH M- Delnl Personne Marsager 13012021 302020 -
2768590 AMT KOHAR HO-Deirn Finance Manrager 120202 Jvovon - *
Figure 4-94: Multiple Role Assigned
4.2.2.4 Edit Access
. (& . L .
Click on to open Edit Access for editing existing detail of an employee for

additional charge as shown in Figure below:
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Edit Multiple Roles

Ba A3 Aa ESS

Employae Marme/Nurmier

Effactive To Date *

25/01/2021

CYANENDRA KUMAR YADAY 1201278 W
Division *
s 4
Category *
T- w

Difice Type *

Section *

Secondary Designation *

Upload Documnent

Office *

Cadra *

Effective From Date *

below:

Figure 4-95: Edit Multiple Roles

Update
e Enter the details and click on -such that an update message will be

shown in the Landing Page for updating the existing record in the table as shown

Wi/ FCIHRMS
&

Multiple Roles Access

275851

290572

146856

GYANENDRA KUMAHR

rapay

SANDEEP MANN

MNANDEUMAR ANKUSH
PARKAR

KUMAL SHARMA

MAVNEET SANDHLY

AMIT KUMAR

SHREE BRAJESH

AMIT KOHAR

HO-Delhi Persannel

IFS, GURGACN Quality Contral

RO MUMBS! Parsonns! Manage

RO PANCHEULA Parsonne! Manage
HG-Deitd General General Manager
HO-Del Parsonnel

HC- D Personne Manager
H@-Dalr Finance Manager

Aa Az Aa ESS

Search:
11/01/202 25/01/2021
WOY2021 2470712021
o 290072021
1O20 100202
12401, 1 IO R0
1 /2021 3ovzozl
1302021 V2o
1oz

[ = Jeg

AT KUMAR

Role has been submitted successfully,

@ =
@ &

@ (¥

® 7

A - |
@

@

@

Figure 4-96:

Multiple Roles Updated
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4.2.3 DoP Master

The purpose of DoP Master is to allow the nodal officer to set the delegation of power in
terms of reviewing and approving authority for a specific process based on different
categories for respective office.

4.2.3.1 Navigation
For MSS — Manager Dashboard:

Left Navigation: Core HR >> Masters >> User Management >> DoP Master
4.2.3.2 Landing Page

User shall traverse the navigation as mentioned in Section 4.1.3.1 to reach the Landing
Page as shown in Figure below

= K&/ FCIHRMS As  ha KA Ess mp | T KUMAR

- w

Process Workflow Master

Difice Narme * Process Name 15 Active

w ol S Al “r

Show 10 v antries

Swearch:
l LA
D T
DO BORIVALI 522 Jaining Duty 2 o1o12020 Active EA 1
HQ-Denl e Generate Hall Ticket 3 CHON2020 Active L4 &
HO-Dethi 502 Generate Offer of Appaintmant 3 01/01/2020 Active e 7 [3]
HQ-Dehl am Advertizament Content 3 01012020 Active & F &
HQ-Desnl 490 Publish Advertisement Status 3 0102020 Active ® F &
=
H-Dethi 487 Phase Conduction 3 0olf202a Active ® ¥ &

v A Ag et HE-Dehl ags Advertisament 3 Active @ 7 &
HG-Denl ag3 Pre-Approval for Work on Holiday o 02020 Active 2 F &
éa:c‘:/jtlll' a83 Bre-Approval for Wik on Haliday 2 20/01/2001 Active ® 7 &

RO HYDERABALD 483 Pre-Approval for Work on Haliday 2 2070772001 Active ® F &
_ Showing 1ta 10 of GOZ entnes ‘
Laarning & =y

Emplo: )
==

Figure 4-97: DoP Master

User shall be able to perform the following activities from the landing page:

e C(Clickon to apply the available filters.
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Search:
e Clickon to enter a search query that shall

search the table records.

e C(Clickon to sort the table records in ascending order or descending order of
entries.
. Previous n 2 Mext .
e Clickon to navigate table records

e (Clickon to create a new DoP.

@
e Clickon to view existing details in the table.

(#
e Clickon to edit existing detail in the table.

e C(Clickon 2 to add dispatching managers based on different categories.

Additional Reviewer

e C(Clickon to view list of added reviewers for different

processes

4.2.3.3 Add Process

Click on to create a new DoP as shown in Figure below:

= Wis FClHRMS A An o oAa ess TR P AMITRUMAR
At Froness WorkTiow Gonflguration
uuuuuuuu
- " =
CAT
P ——— s

- =

-
- - |

Figure 4-98: Add Process
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e Enter the details and click on such that a success message will
be shown in the Landing Page for addition of a new record in the table as
shown below

= \iy FCIHRMS s A Aa  Ess , TR »

v

Pracess Workflow Master

Workfiow updated successfully.

Office Nama * Process Name s Active
W all w A W
E
Add Process
. -
Show 10 v entries Search
£ T
DO BORIVALI 522 Jalning Duty 2 010172020 Active ® 7 4
HG-Dwedhi 508 Generate Hall Ticket 3 01012020 Active @ f A
HQ-Dei 502 Generate Offer of Appointment 3 01012020 hctive @ 7 3
HO-Dethi 4m Advertisement Contant 3 01012020 Active e 7 &
HQ-Deii 490 Publish Advertisement Status 3 0012020 Active @ 7 &
HG-Dedni 487 01401/2020 Active @ 7 &
HQ-Dedni 485 Advertisement 3 /012020 Active @ 7 2
HG-Dethi 483 Pre-Approval for Work on Holiday 2 017012020 Active @ (7 2
20 30LTH) 483 Pra-Approval for Woek on Holiday W0/020m Active @ 4 a
483 Fre- ADRITY VWOIK C Ay £ U200 ACiive 4
CHENNAI ! ‘
RO HYDERABAD 483 Pre-Approvai for Work on Holiday 2 20/01/200 Active Lo BT A 1
Showing 11010 of 603 entries
1
Additional Reviewer

Figure 4-99: Process Workflow Created

4.2.3.4 Edit Process

(&
Click on to open Edit Process for editing existing detail of a DOP as shown in Figure
below:
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A FCIHRMS A A Aa ESS
-

Edit Process Workflow Configuration

Proscess 16 e Marhe Prasezoms Name

SLA Is Active

Different Categories

Smlmct Categorny

CAT-IT o Add Category
CAT-|
Diffrsint Designation

Revigwar Dofimtion
Approver Detinition

! v ' - v newal b

1 ' < , 1ant Gy r neeal s =
Document Nama Supportive Document

: m ﬂ

Updata |
Figure 4-100: Edit Process Workflow
Update
e Enter the details and click on such that an update message will be
shown in the Landing Page for updating the existing record in the table as shown
below:
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%ls FClIHRMS Az Az Aa ESS
w

Multiple Roles Accesa

Role has been submitted successfully,

Show 10w entries

Search: E
_____ GYANENDRA KUMAH - Assistant General e P ® [F
231270 HO-Delbi Persatine 11/D1/202 25/0%/2021
YADAY T Manager
" o S . Technical Assistant - it
285479 SAMDEEP MANN IFS, GURGADMN Quiality Contral i ; MDY G2 24/01/2021 @ [
Grade - |
wne :;:zil:‘f'_‘””"’“* AR RO MUMES] Parsonns! Managar o120 2910772021 @ ¥
10887E KUNAL SHARMA RO PANCHELULA Personnal Manager O 2021 12/00/F0E @ [F
@ @
275851 NAVNEET SANDOHLI HG-Dalhi Ganeral General Manager 1202027 A0 2021 E
@ [F
290572 AMIT KUMAR HO-Deini Personnel 130142021 INONz02
146856 SHREE BRAJESH HO-Duind Personne Manager 13/01/2021 @ [
@
276500 AMIT KOHAR H- Dy Finance Manager b e died] Iyonze21 :

Figure 4-101: Process Workflow Updated

4.3 Upload Policy

The purpose of Policy Upload is to allow the concerned division of Headquarters to upload
various circulars and policies for notification purposes to various employees in FCI.

4.3.1.1 Navigation
For MSS — Manager Dashboard:

Left Navigation: Core HR >> Requests >> Policy and Alerts >> Upload Policy
4.3.1.2 Landing Page

User shall traverse the navigation as mentioned in Section 4.2.1.1 to reach the Policies
and Circulars Landing Page as shown in Figure below
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o
= [} FCl HRMS Ag Aa ESS 8y ANIT KUMAR
‘e E b

Palicy Listing

Topic

Show 10 = anries Enprxﬂ to: E | Search
CRsYE Test Halidays Test AET Tl AporovE) =
CHSI EP-01-2020-67 Leave Comman Leave Palicy For CAT - 1) 28/12/2020 Approvied @
CAS0 Circular No, 1311 Incentive Schame :'IJ":"'O;“:TIX; ne 4112)2020 poroved ® @
CH4AS Cir12 Confidential Reports MNew Circular 24M2/2020 A poroved @ (4
CR4B MNew Test Deo Thes |5 For New Test Dec 0BM12/2020 Aparoved o (F
CR47 CiR-2018 Covid Guidelines 01122020 \poroved ® 7
CR48 Maw Test Cirowar This.Is For Testing Circular Zrnizoan Pt o -
CR4S 123 123 24/0/2020 \poraved @ 7
oA POSH - PART 2 - 5381 POSH - PART 1- 5341 23/1/2020 - ® (7 E
cAaa m 1213 23/mf2020 gt v @ 7

Figure 4-102: Policy Listing

User shall be able to perform the following activities from the landing page:

Get Results

e C(lickon to apply the available filters.
e C(lickon - to reset the applied filters.

Excel
e C(lickon to export the table records in Excel as per table columns.

Add Policy Listing
e C(lickon to generate new request.

Search:

e C(lickon to enter a search query that shall

search the table records.

e Clickon to sort the table records in ascending order or descending order of
entries.

@
e C(lickon to view existing details in the table.

(&
e Clickon to edit existing detail in the table.

. Previous n 2 Mext .
e Clickon to navigate table records
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4.3.1.3 Add Policy

Add Policy Listing
Click on to upload a new policy using upload policy form as

shown in Figure below:

= Wiy FCIHRMS mooh oaa s P amkoms B

Upload Circulars/Policy

Circular Number *
EP-1208-A8
Topic *
Circudar Title * E
Introduction 1o encashment of leave
Date OF Issue *
Upload Podcy 17001)2027 El
tediied Ll Uptoad Policy!Circular *
Figure 4-103: Add Policy/Circulars
e Enter the details and click on such that a success message will

be shown in the Landing Page for addition of a new record in the table as
shown below

AL/ FClIHRMS Aa Az Aa ESS .? AMIT KUMAR b

]

Palicy Listing

Policy Listing has been saved successfully.
Topic
it

Add Policy Listing
Show 10« entries Expertto : F int Soarch
E 1 i
CR53 EP-1208-AB Leave 7o 2o Al ® [F
CHoZ Test Hotlasys lest 13/00/2021 poroved e [F
CHS1 EP-01-2020-67 Leave Comman Leave Policy For CAT - 1 28/12/2020 d @ [#
CRSQ Circular No, 1311 Incentive Schame 2 ® 7
CR4Z Cir12 Confidentlal Reports Mew Cheular 241242020 Ag @ 7

Device Sanction ADDrovs

Figure 4-104: Policy Uploaded
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e The uploaded policies shall reflect in the ESS: E-Notice section as shown in
below figure:

= W

My Dashboard

FCI HRMS Aa Aa

= My Pending Requests

WO Far Pasaport

i AMIT KUMAR Ty

Figure 4-105: Policy Notice

4.3.1.4 Edit Policy

Click on
Figure below:

to open Edit Process for editing existing detail of a policy as shown in

= W

FClI HRMS Aa ha ESS

Edit Circulars/Policy

AMITKUMAR  Bou

Circular ld

CRS3

Circular Number *

Topic *

Circular Title *

Date OFf lssoe *

Upboad Policy/Circular *  View attachment

Figure 4-106: Edit Circulars/Policy

Update
e Enter the details and click on such that an update message will be
shown in the Landing Page for updating the existing record in the table as shown
below:
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o]
= f FClIHRMS [ Aa ESS iny “ AMIT KUMAR
S/ : = 3 ]

Policy Listing

Policy Listing updated successfully,
Topic

Show 10~ onfries Exporttn:  Tecel

Search!
~RC J
cns3 Leave To Encashment Of Leave 15/01/2021 \pprCvE ® 7
CRS2 Tast Holidays Test 13002021 nf @
cRS1 EP-01-2020-67 Leave Gommen Leave Policy For CAT - I 28/12/2020 Approva ® @
CRSO Circular No. 1311 Incantive Scheme abiuels l”':' I'P'I':"fl“":'_ N f ® @
CRaB iz Confidantial Reports New Circidar 24/12/2020 \pory e @
CR4B Mew Test Dec This Is Far New Test Dec 0B/12/2020 Y e @
cRaz CIR-2018 Covid Guidelines on12/2020 \ o @
CRAG Mew Test Circular This 15 For Testing Circulas @ ¥ E
CRAS 123 123 | e 7
CRa4 POSH - PART 2 - 5381 POSH - PART 1 - 5381 | - "4

formance Managemant

Figure 4-107: Policy Updated

4.4 Appointment & Probation
4.4.1 Cardex Assignment

To assign CARDEX form in the place of first posting for the selected candidate.
4.4.1.1 Navigation

Left Navigation: Core HR >> Requests >> Appointment and Verification >> Cardex
Assignment

4.4.1.2 SLA
2 Days
4.4.1.3 Landing Page
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= Ni# FCIHUMAN RESOURCE MANAGEMENT SYSTEM w @ A s B33 P o b

Employee CARDEX Assignment
User Manual Parent Zone Region Office Type Joining Office

All W Al s Al e A W
Tutorial

Manager Dashboard

Talent Management

Core HR
Mastars Show 10 w entries Exportio: | Exce LiF P Search:
2 S POSTING ID ANDIDATE 'I.\'.':'D POSITION APPLIED ~ADRE PARENT TONE JOINING OFFICE AC ON
Policy and Alerts
Lot Hdl POS133 ASHU Manager Genara Marth Zona DO SHAKTINAGAR
Appointment and Verification~ _ . . - .
e 5 POS137 vIJAY Assistant Grade - Il General MNarth Zone RO LUCKNOW @
CARI signment 4 >
POS136 SUMIT JAIN General Manager Quality Control South Zone Z0 (SOUTH) - CHENNAI @
CARDEX Processing
POS135 RAHUL KUMAR Assistant General Manager Admiristration Default HQ-Deihi @
Work Distribution |
POS134 ASHLU Assistant Grade - Il Genaral hNorth Zone DO KARNAL @
ltem Allocation
Showing 1to 5 of 5 entries
Previous 1 dext |
Document Verification

Figure 4-108: Landing Page

User shall be able to perform the following activities from the landing page:

e C(Clickon to apply the available filters.

e C(Clickon to export the table records in Excel as per
table columns.

Search:
e C(Clickon to enter a search query that shall
search the table records.

e C(Clickon to sort the table records in ascending order or descending order of
entries.

e Click on Status, to open the action history in a popup that describes the
approval routing of the entire transaction

Previous 1 Next

e C(Clickon to navigate table records

e C(Clickon c to reassign an existing record in the table.

@
e (Clickon to view an details in the table.
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4.4.1.4 AddInformation

Click on to open Add detail form as shown in Figure below

b

e
e,

FCl! HUMAN RESOURCE MANAGEMENT SYSTEM e @ A s B3 19 AMITKUMAR g

(7]

New CARDEX Assignment
Parent Zong * Region * Office Type * Joining Office =
W ' h'd s
Video Tutorial
Date Of Joining FCI Cadre = Position Applled * Candidate Name *
DO/MM/Y Y Y'Y E selact s elact ~ Enter Candidate Nama
Talent Management Offer Of Appointment *
Upload
Core HR -

Performance Management Submit

Figure 4-109: Add Assignment

Submit
Enter the details and click on .And a new request will be generated and

added into ESS landing page with success message as shown in Figure below:

I

\i/ FClI HUMAN RESOURCE MANAGEMENT SYSTEM o @ A s [ & i i comian &

Home

Employee CARDEX Assignment
Snerrd v o e b L Sy
User Manual Parant Zone Region Ottice Type Jeining Dffice

Al B A “ Al e All ks
Video Tutorial

Talent Manags

Core HR Add Cardex Assignment

Masters Show 10 ~ entries Exportto:
Search:
5TING ID CANDIDATE NAME POSITION APPLIED CADRE PARENT ZONE JDINING OFFIGE ACTION
IF‘DS‘I 38 ANKIT SINGH Assistant General Manager Accounts Sauth Zone RO BENGALURU Gy I
Appointment and Verifici =
P23133 ASHU Manager General MNeorth Zone DO SHAKTINAGAR @«
CARDE>
POS127 VIJAY Assistant Grade - |l General Morth Zane RO LUCKNOW -
DEX Pi
POS136 SUMIT JaIN General Manager Quality Cantral Sauth Zane Z0 (SOUTH) - CHENMNAI Lo 3
Work Distribution
PO5135 RAHUL KUMAR Assistant General Manager Administration Dietault HQ-Delhi <
hem Alloc:
Po5134 ASHU Assistant Grade - I General Morth Zone CO KARMAL L4

Document Verification

Showing 1 tc 6 of 6 entries

Figure 4-110: Successful Message
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4.4.2 CARDEX Processing

To fill Detailed Information of Employee in HRMS for further processing.
4.4.2.1 Navigation

Left Navigation: Core HR >> Requests >> Appointment and Verification >> Cardex
Processing

4.4.2.2 SLA
2 Days
4.4.2.3 Landing Page

User shall be able to initiate the CARDEX process for the selected candidate by
navigating the landing as per the navigation mentioned in Section 4.4.2.1 as shown
below.

"
e
i

FCI HUMAN RESOURCE MANAGEMENT SYSTEM e Aa @ Aa ESS l—o | PRIVANK DAHIYA b

Employee Cardex Listing

Cffice Type Zane Reglon Dffice
All o Al b & ~ all R
Category Designation Status

Al v a v Al v .

Add Cardex Listing

Show 10« enfries Exportto: El Saarch:

CARD INDEX 1D EMPLOYEE NUMBER EMPLOYEE NAME CATEGORY DESIGNATION DATE OF JOINING MODE OF JOINING
! : in
MEERAJ Assistant Grade - Direct
ADprove: 5142 2 -1 20
S ] i FOS1 Qo008 KUMAR CAT-II il 08/12/20: Recruitment
PANAMN Assistant General Direct
FO5148 Mot Generated CAT-1 22{12{2020
@ orGenerste KUMAR ! Manager i Recruitment
Pending MEERAJ Assistant Grade - Direct
15148 ol Generatec T~ 2211212020 . .
® Review JCLrhy Het Gensrated KUMAR SAFY i 2212000 Recruitment
& 2 = i Tachnical R
Approved PO3135 200007 VIRENDER CAT-II 20/11/2020 Deputation
@ Assistant Grade ||
& o i Assistant Grade - ;s
= Approved PO3139 200006 SURESH CAT-II i 28/11/2020 Deputation
Showing 1to 5 of 5 entries

Figure 4-111: CARDEX Processing

User shall be able to perform the following activities from the landing page:

e C(Clickon m to apply the available filters.
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Excel
e C(Clickon to export the table records in Excel as per table columns.
Search:
e C(Clickon to enter a search query that shall
search the table records.
e Clickon to sort the table records in ascending order or descending order of

entries.
e C(Click on Status, to open the action history in a popup that describes the
approval routing of the entire transaction

. Previous 1 Next .
e C(Clickon to navigate table records

&
e C(Clickon to edit an existing detail in the table.

e C(Clickon ® to view a detail in the table.

4.4.2.4 Add CARDEX Details

Add Cardex Listing
Click on to open Add Listing detail form as shown in Figure

below:
= %&s FCl HUMAM RESOURCE MANAGEMENT SYSTEM e ~ © -+ ess o PRIvANK DAHIva  Jo
CARDEX Form
i w
------ 2 Got Results
o OF Joining -
rsAdes
Candi
Official Information
Zone Feglon Office Office Code
Caodre Category Fositlon Applied Date Of Jotning FC1
™ Rose
o i i ontirem
. - - =
R
ElEE -

Figure 4-112: CARDEX Form
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Enter the details and click on such that the CARDEX form shall be

submitted based on self-approval with a success message as shown below.

Figure 4-113: Successful Message

4.4.2.5 View CARDEX Details

Click on ® to open View detail form as shown in Figure below:

- Why FOL HUMAN RESOURCE MAMAGSEMENT SYSTERM < e L] aa N

E 2 -

[
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Figure 4-114: View CARDEX Form

Further the User can:

e Clickon to open the Action History which reflects the

approval routing for the specific transaction.

e C(Clickon ﬂ to navigate to Landing page.

4.4,2.6 Edit CARDEX Details

(&
Click on to open Edit Process for editing existing detail of CARDEX form as shown
in Figure below:

— D
= \3_.; FClI HUMAN RESOURCE MANAGEMENT SYSTEM e A @ Aa fa PRIVANK DAHIVA  Jg

Edit CARDEX Form

Pasting ID

POS1A;
Moda Of Joining = g
N ® a

Candidate Name

NEERAJ KUMAR

Official Information

-

Zana Ragion Offica Offica Coda

lorth Zons Haryana B0 KARNAL MO
Cadra Catagory Fosition Appliod Date Of Joining FCI

snaral CAT- Assigrant Grads « il SMZ/2070

Direct Recruitment
Official Email 1D = Caste * Full/Part Time = Reserved Calegory
eearaRBlcloor General L Full Time ~ Unreserved
Grada * Salary Type Tantative Confirmation Date
; 1s PWDH Is EXSR .
v 1CA, v 09122021

Ramarks *

Figure 4-115: Edit CARDEX Form

e Clickon to update CARDEX details based on self-approval.

Copyright © 2020 HRMS All Rights Reserved to FCI Page 111 of 188



FCI HRMS
User Manual Version 2.2

4.4.3 Work Distribution
This process is used to allocate Work to Employees.
4.4.3.1 Navigation

Left Navigation: Core HR >> Requests >> Appointment and Verification >> Work
Distribution

4.4.3.2 SLA
2 Days
4.4.3.3 Landing Page

User shall traverse the navigation as mentioned in Section above to reach the Landing
Page as shown in Figure below:

= %1/ FCI HUMAN RESOURCE MANAGEMENT SYSTEM e Aa @ Aa ESS m P PRIVANK DAHIVA B

Employee Work Distribution

Otfice Division Section Cadre

Designation Status

Pe din Frade
=] S WOKEE 200006 SURESH Personnel Genel
= o i NEERAJ : Assistant Grade
@ |z Y Approved WOKES 200008 Personnel M Geners
. o W O KUMAR rEonnel E.l Genera i
Duality
« = El Approved WoKe2 200007 VIRENDER Personmnel En g Manager
Contros

Figure 4-116: Work Distribution

User shall be able to perform the following activities from the landing page:

e C(Clickon to apply the available filters.

Excel
e C(Clickon to export the table records in Excel as per table columns.

Search:

e Clickon to enter a search query that shall
search the table records.

e C(Clickon to sort the table records in ascending order or descending order of
entries.

e C(Click on Status, to open the action history in a popup that describes the
approval routing of the entire transaction
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e C(Clickon  to navigate table records

(&
e C(Clickon to edit an existing record in the table

e C(Clickon to download joining letter.

@
e Clickon to view an existing record in the table.

4.4.3.4 Add Work Distribution

Click on to open Add new Listing detail form as shown in Figure

below:

= %47 FCI HUMAN RESOURCE MANAGEMENT SYSTEM a e @ an ess DB e d | eRivank Dasiva  J

Create Work Allocation

Employes Humber *

Parant Zome Region Office Otflce Typs

Section * Cell
m Parsonne s Petconnal Establisnmant w Al o
Category © Cadre * Salary Type * Pay Level *
CAT-IN s conaral \,- oA o = ¥

Jaining Designation Diate OF Joining FEI Date Of Reparting Far Duty *

ae - Il w ~ 20712-12- 01 RO E=
Alternate Reporting Manager
Select Employens Select Office Select Division Selent Designation

SNA BARUAH!I24556) o Z0 (NORTH EAST) - QU

Controlling Autharity

Select Employee * Seleot Office = Gelect Division = slect Designation =
DEVESH KUMAR YADAVI184687) g H@-Dain Pargonnal neral Managar

Link Officeri

select Employas * Salact Office = Select Division * Soloct Designation *
PRITAL e HE-oail Personne Assistant Grade - 1)

Link Officer il

Select Employes Select Office Select Division Swlect Designation

ATISH KUMARN 72568) o ey HISAR Vher

Job Description

Mot avallatie

Office Order * 1

Figure 4-117: Add Work Distribution
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Submit
Enter the details and click on - .And a new request will be generated and added into
ESS landing page with success message as shown in Figure below:

— Employee Work Distribution

Success! Work Allocation has been saved successfully. x

Office Division Section Cadre

All » —-Select-- bt --Select—- » Al »

Figure 4-118: Successful Message

4.4,3.5 View Work Distribution

@
Click on to open View detail form as shown in Figure below:

- oD
= %i/ FCl HUMAN RESOURCE MANAGEMENT SYSTEM e s @ Aa Ess fa, PRIVANK DAHIVA b

View Work Distribution

ARtarnate Reporting Manager
. Office
m umber NA
200006 o Divintorn
Employes Name A .
SURESH = Designation
Parent Zone MA
Dafault o Employas
Region A
D Controlling Authority
Office = Dffice
HC}-Deld HO-Dethl

Office Type 1

Pareon
HQ Brsonnel

an Applied = ation
tant General Manager

ant Gradge - Il
o Employes

AMITAEH KUMAR

ink Officer |
o Office
HO-Dalhi

= Deslgnation

Assistant Grade - Il
Genaral o Employes

PRIYANK DAHIYA
Salary Tvg
(=) nk OHjcar I

o Office

Pay |

DO HISAR
5-5

lolning Dasignation

t Grade - I

ending Review
= Employes

Primary Roparting Manager

SATISH KUMAR

MOHIT
Date Of Joning FCI 5
} QInirne Mot Available
2811/2020
o Ordar

Date Of Reporting For Duty
z8/ 21

View Action History m

Figure 4-119: View Information

Further the User can:
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e C(Clickon to open the Action History which reflects the

approval routing for the specific transaction.

e C(Clickon to navigate to Landing page.

4.4,3.6 Edit Work Distribution

Note — A request which was approved previously can be updated. The updates shall
also go for approval process.

(£
Click on to open edit detail form as shown in Figure below:

%¢/ FCIHUMAN RESOURCE MANAGEMENT SYSTEM Q s @ Aa s m? (| PRIYANK DAKIVA  Jge

Edit Work Distribution

Work 10 Employes Mumbar
QKBS 2OO00E

Parent Zone Reglon Office Office Type

Narth Zare Haryana 00 KARMAL Do .
Pasition dpplied Divisien * Section * cell

asslstant Grade = || Personme o £l e b wr
Catagory * Cadre * Salary Typa * Pay Laval *

CAT-II ~ General o 104 P 5-5 ~
Joining Designation * Primary Reporting Manager = Date Of Jolning FC Dale Of Reporting Far Duty *

tant Grade - Il a INDEEP KLIMAR CHHIKARA e 13 /0B 202¢ Defi2i2020 r;_‘]

Alternate Reporting Manager

Seloct Employee Select Office Select Divislon Seloct Deslgnation

Controlling Authority

Select Employee * Select Office Galact Division Select Designation

SUNDEEP KUMAR CHHIKARAZTEZAN ~r DO KARNAL Persannel Manager
Link Officer |
Select Employee * Select Office Select Division Select Designation
LINDEER KUMAR CHHIKARAZTET1) wr DO KARMAL Porsornel Manager
Link Officer il
Select Employee Seleat Office Select Division Seleet Designation
Job Description
Mot Available
Office Order View &1 himrt 1

Figure 4-120: Edit Work Distribution
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Enter the details and click on such that a success message will be shown on

the Landing Page for updating the existing record in the table as shown in Figure below:

Employee Work Distribution

Successl Work Allocation has been saved successfully.

Figure 4-121: Edit Successful of Request

4.4.3.7 Dispatch Work Distribution

To Dispatch the request submitted by HRMS user the reviewing authority shall navigate
to Reviewer landing page as shown in Figure below:

= NI/ FCIHUMAN RESOURCE MANAGEMENT SYSTEM 0+-0+~ =@ . J— b

Employee Work Distribution Review

Office Division Section Cadre
i W “Salact v -~Selact v Al v
Designation Status
Selert v All v Get Results .
Care HR ie 1
o Show 10w entries Exportto: Search:
ACTION STATUS WORK 1D EMPLOYEE NUMBER EMPLOYEE NAME DIVISION SECTION CADRE DESIGNATION
» " Assistant Grade -
@ Pending Review WOKGE 200006 SURESH Personnel Personne! Establishment General il S

Showing 110 10f 1 entries
Previous 1 Next

Figure 4-122: Reviewer Landing Page

Click on L= to open the Review form as shown in Figure above:
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Bm

D

. Uther
Assistant Grade - 1|
o Designation
Status =
AMCO
Pending Review
o Employee
Primary Reporting Manager G g -
SATISH KUMAR
MOHIT
Date Of Joining FC!

20

Of Reporting For Duty

28j02/200

View Action History

Dispatch To 1

A EDLINE THZGA s

Do

Dispatcher Remarks ~

wigwer Remarks

Document Mame Supportive Document

Cancel

Figure 4-123: Dispatch Work Allocation

Enter the relevant details and perform one of the following actions as a reviewing
authority:

Click on to open the Action History which reflects the

approval routing for the specific transaction.

Click on m to attach a new document in PDF format with a document
name of not more than 5 MB

. Add Reviewer o .
Click on link to open the additional reviewer popup where the

existing reviewing authority can add another reviewer in the line of approval
routing.

Click on button to submit the review with details to the
concerned reviewer selected as shown in DISPATCH TO field such that the
transaction is forwarded to the next selected reviewer in the reviewing authority
final reviewer has reviewed the transaction and the same transaction is
forwarded to approving authority for final approval.

Copyright © 2020 HRMS All Rights Reserved to FCI Page 117 of 188




FCI HRMS
User Manual Version 2.2

e Clickon button to send back the entire transaction directly back
to the User who can resubmit the request with necessary details. The status of
the transaction shall change from Pending Review to Reverted in case any
reviewer or approving authority had reverted the transaction back to the

initiator.
e C(lickon to navigate back.
= %4 FCIHUMAN RESOURCE MANAGEMENT SYSTEM e Aa @ A3 gss m_ﬁlo PARAS PANJWANT

v

Employee Work Distribution Review

Request has been dispatched successfully.

Office Division Sectlon Cadre
Al W Select v Select i All "t .

Designation Status

e i M

Figure 4-124: Successfully Dispatched

4.4.3.8 Review Work Distribution

Once the request is Dispatched by the user, the selected user will receive the request
for review as a part of reviewing authority as shown in Figure 4-120 and shall click on

to open the Review form as shown in Figure above:
AL Job Description
Dare O1 Joining FCI
Mot Available
28{11/2020

Date Of Reporting For Duty

zajozfzon

Reviewe! Remarks =

Rewviewsr Remarks

i

Document Name Supportive Document

|a\-.1:1 I'ZE\.-ia\'.f{-:rI!Scle:tiu’aF-'ewr'. Raview Revert Cancel

Figure 4-125: Review Work Distribution
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Enter the relevant details and perform one of the following actions as a reviewing
authority:

View Action History
Click on to open the Action History which reflects the
approval routing for the specific transaction.

Click on “ to attach a new document in PDF format with a document
name of not more than 5 MB

. Add Reviewer . .
Click on link to open the additional reviewer popup where the

existing reviewing authority can add another reviewer in the line of approval
routing.

. Selective Revert . )
Click on link to open the selective revert popup from where

the reviewing authority can send back the transaction to any reviewer who had
previously reviewed the transaction.

transaction is forwarded to the next reviewer in the reviewing authority or to the

button to submit the review with details such that the

approving authority after final review. The status of the transaction shall change
from Pending Review to Pending Approval once the final reviewer has reviewed
the transaction and the same transaction is forwarded to approving authority for
final approval.

to the User who can resubmit the request with necessary details. The status of

button to send back the entire transaction directly back

the transaction shall change from Pending Review to Reverted in case any
reviewer or approving authority had reverted the transaction back to the
initiator.

4.4.3.9 Approve Work Distribution

To approve or reject the request forwarded by reviewing authority, the approving
authority shall navigate to Approval page as shown in Figure below:
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= by 5"{

FCI HUMAN RESOURCE MANAGEMENT SYSTEM o Aa @ Aa Ess

Employee Work Distribution Approve

Office Division Section Cadre

Designation Status .
e - -

Shew 10 - entries  Export to |

o nenang WOKSS 200006 SURESH Porsonnel Genera ASiRANEAmES
She 1of1er
Figure 4-126: Employee Work Distribution Approval
Click on in above figure to open the Approval page as shown in Figure below
HQ Personnel
o Designation
Assistant General Manager
/\M"T/-;;H KUMAR
ority Desk
CAT Il!
General °
oA
anagomont ,5
rensation and Benefit 5ol
m
nsnegey ;:n:ex»:n—:uw,\::
Job Description
oining FCI
28022021 ‘ ;
View Action History
Approver Remarks *
Document Name Supportive Document

Figure 4-127: Approve Work Distribution

Enter the relevant details and perform one of the following actions as a reviewing
authority:
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View Action History

approval routing for the specific transaction.

“ to attach a new document in PDF format with a document

name of not more than 5 MB

e C(lickon to open the Action History which reflects the

e (Click on

Add Reviewer

e Click on link to open the additional reviewer popup where the
existing reviewing authority can add another reviewer in the line of approval
routing.

. Selective Revert . .
e C(lick on link to open the selective revert popup from where

the reviewing authority can send back the transaction to any reviewer who had
previously reviewed the transaction.

e C(Click on to give approval on the transaction and On Approval

Landing Page status of the transaction changes from Pending Approval to
Approved as shown in Figure below.

e Clickon m to give a rejection on the transaction and the User will not

be able to resubmit the same transaction with updates. On Approval Landing

Page status of the transaction changes from Pending Approval to Rejected.

Click on

to navigate back to Approval Listing Page.

— Employee Work Distribution Approve

Success! Reguest has been approved successfully. B

Office Division Section Cadre

All bt --Select-- > —Select—- > All bt

Figure 4-128: Work Distribution Approved

4.4.4 Item Allocation
This process is used to allocate Items to Employees.
4.4.4.1 Navigation

Left Navigation: Core HR >> Requests >> Appointment and Verification >> Item
Allocation

4.4.4.2 SLA
2 Days
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4.4.4.3 Landing Page

User shall traverse the navigation as mentioned in Section above to reach the Landing

Page as shown in Figure below:

Ay FCIHUMAN RESOURCE MANAGEMENT SYSTEM
-

item Allocation Listing

PRIVANK DAHIVA %.

gffice Type Office Division
Select Select
Video Tutarial o "
Dasignation Status
Managar hboard
Select “ Al Get Results
Talent Managemant
Perfon | Add Item Allocation
Show 10 w entries  Exportto:  Eucel Eo—
ACTION STATUS D ALLOCATION ID EMPLOYEE MUMBER EMPLOYEE NAME OFFICE DIVISION DESIGNATICN
P g R ALLBD 152770 AMITABH KUMAR HG-Dethi Personnel Assistant General Manager
Shawing 11ta 7 af

CARDEX Assignment

CARDEX

Dacument Verification

Figure 4-129: Item Allocation

User shall be able to perform the following activities from the landing page:

Click on to apply the available filters.

[ )
. Excel .
e C(Clickon to export the table records in Excel as per table columns.
Search:
e C(Clickon to enter a search query that shall
search the table records.
e C(Clickon to sort the table records in ascending order or descending order of

entries.
e C(Click on Status, to open the action history in a popup that describes the
approval routing of the entire transaction

Fravious 1 MNext

e Clickon to navigate table records
£

e Clickon to edit an existing record in the table

e Clickon to generate joining letter with eSign.
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e Clickon to view an existing record in the table.
4.4.4.4 Add Item Allocation

Click on to open Add new Listing detail form as shown in Figure
below:

Y

FClI HUMAN RESOURCE MANAGEMENT SYSTEM

e Aa @ Aa ESS I?
Add Allocation

< PRIYANK DAHIYA b
v

Employes Number * 1

SURESHI2

b Get Results
Employee Mamsa Office Division Cadre
SURESH HG-Delh Personng! Genera .
Category Dasignation Date Of Joining Floor Number 2
CAT-II Asclstant Grade - [l 2020-11-28 3
Cabin/Seat Number Blood Group Of Employes Transfer Order/Joining Qrder
102 w
Items *

 Tape Brown 2 | = Tape White 1 | = Tumbler Glass xScale [ Ruler

. 3
Remarks *

hems allocated

- =

Figure 4-130: Add Allocation

Enter the details and click on

and a new request will be generated and added into
MSS landing page with success message as shown in Figure below:

Itern Allocation Listing

Success! Itern Allocation has been saved successfully.
Office Type

Office Division
All d --Selact-- hd --Salect-- d
Figure 4-131: Successful Message
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4.4.4.5 View Item Allocation

@
Click on to open View detail form as shown in Figure below:

0
¥ FCl HUMAN RESOURCE MANAGEMENT SYSTEM A Aa ESS o PRIVANK DAHIYA 3
W Q@ 0~ = awonia iy

View Item Allocation

ser Manual
Allocation ID Designation
AlLLEl Assistant Grade - |1l
Employes Number Date Of Joining
200008 28/1jz2020
Employee Mame Floor Mumber .
SURESH 3
Office Cabin/Seat Number
HG-Delni 102
Division Transfer Order/Joining Order
Personne! Wiew Attachmen
Cadre Items
General o Taps Brown 2
Category o Tape White 1
CAT-IH

o Tumbler Glass

Fayroll

a Tag
o Scale | Ruler
Learning and D

o Stapler Pin Small

Remarks

Items allocated

e

Figure 4-132: View Item Allocation

Further the User can:

e C(Clickon to open the Action History which reflects the

approval routing for the specific transaction.

e C(Clickon to navigate to Landing page.

4.4.4.6 Edit Item Allocation

Note — A request which was approved previously can be updated. The updates shall
also go for approval process.

&

Click on to landing page to open edit detail form as shown in Figure below:
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Ml/ FClI HUMAN RESOURCE MANAGEMENT SYSTEM © » 0 ~ = . SRS S
2

Edit Allocation

Allgeatian 1D

aLLEl
Employee Number Employes Hame Office Division

20 SURESH HG-Delhi Personne .
Cadra Category Designation Date Of Joining

General CAT=Il As: -l 2EM1/2020

Floor Number Cabin/Seat Number Biood Group Of Emplioyee * Transfer Order/Joining Order

- B - -
Items *

Tope frawn 2| «Tope Wit ] xTumbie Gass [ xTag ] xcae  uier SN
jnsenn2 Lx

Cancel

Figure 4-133: Edit Item Allocation

Enter the details and click on such that a success message will be shown on

the Landing Page for updating the existing record in the table as shown in Figure below:

— Item Allocation Listing

Successl Item Allocation has been saved successfully.

Office Type Office Division

All - —Select— - —Select— -

Figure 4-134: Updated Item Allocation

4.4.4.7 Dispatch Item Allocation

To Dispatch the request submitted by HRMS user the reviewing authority shall navigate
to Reviewer landing page as shown in Figure below:
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FC!I HUMAN RESOURCE MANAGEMENT SYSTEM

= W

Item Allocation Review Listing

tfice Typa ffice
Usor Manual Difice Typ atfica
4l v
Vigeo Tutarial
Designation Status
Manager Dashboard = Al
Leave and Attendance
Show 10 v entries Exportto:
Request
Appointment and Verificationss @ ALLBT 200006

and Employeo Showing 1to 1 of 1entrics

Stepping Up Appn

Q-0+~ =mE@f

PARAS PANJWANI b

Division
v Select w
’ Got Rasults B8
Search:
SURESH HQ-Delhi Persor |‘Jl-:l Assistant Grade - Il

Figure 4-135: Item Allocation Review Listing

Click on

to open the Review form as shown in Figure above:

Personnel

Cadre

Ganeral

CAT-IN

Dispatch To

SHEEL A EDLINE TIGGA s

TEms

o Tape Brown 2

= Tape White 1

o Tumbler Glass

e Tag

o Scale { Ruler

e Stapler Pin Small
temarks

tems aliocation reguired

Dispatchar Remarks *

o Remarks

Document Name Supportive Document

Entar Document Name

Cancel

Figure 4-136: Dispatch Item Allocation

Enter the relevant details and perform one of the following actions as a reviewing

authority:
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View Action History

approval routing for the specific transaction.

name of not more than 5 MB

e C(lickon to open the Action History which reflects the

e (Click on to attach a new document in PDF format with a document

Add Reviewer
e C(lick on link to open the additional reviewer popup where the

existing reviewing authority can add another reviewer in the line of approval
routing.

e Click on button to submit the review with details to the
concerned reviewer selected as shown in DISPATCH TO field such that the
transaction is forwarded to the next selected reviewer in the reviewing authority
final reviewer has reviewed the transaction and the same transaction is
forwarded to approving authority for final approval.

e Clickon button to send back the entire transaction directly back
to the User who can resubmit the request with necessary details. The status of
the transaction shall change from Pending Review to Reverted in case any
reviewer or approving authority had reverted the transaction back to the
initiator.

e C(lickon to navigate back.
| Request has been dispatched successfully. |

Office Division Section Cadre
Al v -Select v -Salect R All v .

Designation Status

-Salect v All s Get Results

Figure 4-137: Item Allocation Dispatched

4.4.4.8 Review Item Allocation

Once the request is Dispatched by the user, the selected user will receive the request
for review as a part of reviewing authority as shown in Figure 4-136 and shall click on

=4

to open the Review form as shown in Figure above:
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Peen

Job Description
Dare O Joining FCI

28{11/2020

Mot Available

Date Of Reporting For Duty

Za/0Z2021

Office Order

Reviewer Remarks *

Rewviewsr Remarks

i

Document Name Supportive Documeant

DOCU SUPPORTIVE DOCUMENT

|a\-.1:1 I'ZE\.-ia\'.f{-:rI!Scle:tiu’aF-'(-.wr'.r'. Raview Ravert Cancel

Figure 4-138: Review Item Allocation

Enter the relevant details and perform one of the following actions as a reviewing

authority:
View Action History

approval routing for the specific transaction.

e C(lickon to open the Action History which reflects the

e Click on n to attach a new document in PDF format with a document
name of not more than 5 MB

Add Reviewer

e C(lick on link to open the additional reviewer popup where the
existing reviewing authority can add another reviewer in the line of approval
routing.

. Selective Revert .
e C(lick on link to open the selective revert popup from where

the reviewing authority can send back the transaction to any reviewer who had
previously reviewed the transaction.

transaction is forwarded to the next reviewer in the reviewing authority or to the

button to submit the review with details such that the

approving authority after final review. The status of the transaction shall change
from Pending Review to Pending Approval once the final reviewer has reviewed
the transaction and the same transaction is forwarded to approving authority for
final approval.
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e Click on

to the User who can resubmit the request with necessary details. The status of

button to send back the entire transaction directly back

the transaction shall change from Pending Review to Reverted in case any
reviewer or approving authority had reverted the transaction back to the
initiator.

4.4.4.9 Approve ltem Allocation

To approve or reject the request forwarded by reviewing authority, the approving
authority shall navigate to Approval page as shown in Figure below:

7 » . ' o o
M/ FCI HUMAN RESOURCE MANAGEMENT SYSTEM e s @ o s B - Hful‘.rln.uh-ian!

Iltem Allocation Approve Listing

Gomch

[Lp— Bssindnnt (o ok
L p N RS AT ) SURESH PRI R R Cenar

Figure 4-139: Item Allocation Approval

Click on v in above figure to open the Approval page as shown in Figure below

Office Order

Reparting For Duty

28/02f2021

Approver Remarks *

Approver Remarks

Document Name Supportive Document

|| 1 || Cancel

Figure 4-140: Approve Item Allocation
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Enter the relevant details and perform one of the following actions as a reviewing
authority:

View Action History
Click on

approval routing for the specific transaction.

to open the Action History which reflects the

Add
e (Click on to attach a new document in PDF format with a document
name of not more than 5 MB

Add Reviewer

e Click on link to open the additional reviewer popup where the
existing reviewing authority can add another reviewer in the line of approval
routing.

. Selective Revert . .
e C(lick on link to open the selective revert popup from where

the reviewing authority can send back the transaction to any reviewer who had
previously reviewed the transaction.

e C(lick on to give approval on the transaction and On Approval

Landing Page status of the transaction changes from Pending Approval to
Approved as shown in Figure below.

e Clickon m to give a rejection on the transaction and the User will not

be able to resubmit the same transaction with updates. On Approval Landing

Page status of the transaction changes from Pending Approval to Rejected.

Cancel

e C(lickon to navigate back to Approval Listing Page.

— ltem Allocation Approve Listing

Successl Request has been approved successfully.

Office Diivision Section Cadre

Al v Selects: v wSabects ” all

Figure 4-141: Item Allocation Approved

4.4.5 Document Verification

This process is change status of Employee who are on probation based on document
verification.
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4.4.5.1 Navigation

Left Navigation: Core HR >> Requests >> Appointment and Verification>> Document
Verification

4.4.5.2 SLA
2 Days
4.4.5.3 Landing Page

User shall traverse the navigation as mentioned in Section 4.4.5.1 to reach the Landing
Page as shown in Figure below:

= \l/ FClIHUMAN RESOURCE MANAGEMENT SYSTEM e e @ M oess ? i PRIVANK DAHIVA i

Employee Probation Listing

Offica Type Oftice Division Saection
Al w~ Al ¥4 Al W All W
From Date To Date Dasignation Probation Status
DEMMIYYYY | ] DD/MMIY Y YY | All e All N .

Approval Status
: 7

Show 10 ~ entrles Exportto: e F Prird

Pending 200008 HO-Deihi Assistant Grade - Il Personnel 28/11/2020 Pending Pendir
i tee 1 of 1 entr
Item Allocation
4
Document Verification
Figure 4-142: Employee Probation Listing
User shall be able to perform the following activities from the landing page:
e C(Clickon m to apply the available filters.
. xcel .
e Clickon to export the table records in Excel as per table columns.
Search:
e C(Clickon to enter a search query that shall
search the table records.
e C(Clickon to sort the table records in ascending order or descending order of

entries.
e C(Click on Status, to open the action history in a popup that describes the
approval routing of the entire transaction
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e C(Clickon to navigate table records

e C(Clickon to start request of confirmation or extension of probation.

4.4.5.4 Verify Documents and Probation

(£
Click on to open Add new information in the Figure below:
= %&¥ FClIHUMAN RESOURCE MANAGEMENT SYSTEM o Aa @ Aa  Ess L-o PRIVANKDAHIVA o

Document Review And Probation

Employes Numiber Employee Name Office Diviglon
200006 SURESH HI-Delh Persanne
Section Dasignation Calegory Date O Joining
Pers: =~ il CAT-Il 812020 .
Primary RM Caste PwWBD Home Town
MOHIT Genara N BELHI
[ IT NAME EMA JIE

Old Service Book Approved s amalnt if B

Probation Status Effective Data
Confirmad W [_'"l
Detalls Submitted By New Joinee Are Carrect And Valid As Per CARDEX Details. 2
The Candidate Has Adhered To The Elgibility Criterla As Per FCI Recruitment Norms, 3

Figure 4-143: Document Review and Probation

Submit
Enter the details and click on and a new request will be generated and added
into MSS landing page with success message and the status changes from Pending to
Pending Review as shown in Figure below:
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o
= FClI HUMAN RESOURCE MANAGEMENT SYSTEM e A A £33 8, ]
\Eg a @ a ES m PRIYANK DAHIYA @,
Employee Probation Listing
Office Type Office Division Section
Tutaria b ¥ w All w Al w
From Datg To Date Designation Probation Status .
f‘| MM Y Y Y E ~ Al w
Talent M.
Approval Status
- v
Show 10~ entries Exportic: Search:
PROBATION ID EMPLOYEE NLIMBEF OFFICE DESHENATION DIVISIOH DATE OF J OBAT TL PP T T
EPM37 200006 HG-Delhi Assistant Grade - Il Parsonnel 28/M/2020 Confirmed Pending Review @
Shoa o 1 of 1entries
I 1
Figure 4-144: Verification Initiated
4.4.5.5 View Documents and Probation
Click on to open View detail form as shown in Figure below:
= Ny FClI HUMAN RESOURCE MANAGEMENT SYSTEM o Aa @ Aa ess [EED faxd PRIVANIK DAHIYA g
Hame View Employee Probation Details
Usas Manual
Catagory
e CAT-IN
Employee Numbet Date Of Joining
Bt ot 200006 28/11/2
Employoes Primary RM
SURESH MOHIT
Dffice Caste
Parfarmarnc; HO-Delni Ganaral
PwBD
Personnel Mo
Section Home Town
Pers: nel Establishmeant New Celni
Assistant Grade - Il
ENO. DOCUMENT NAME 15 VERIFIED FOOUMENT GTATUS REMAFH PRODF OF VERIFICATION VIEW DOCUMEN
1 Oid Service Book Yoo Approved Approved b

Probation Status

Confirmed
Detalls Submitted By New Joinea Are Correct And Valid As Per CARDEX Details

The Candidate Has Adhered To The Eligibility Criteria As Per FCI Recruitment Norms

= =3

Figure 4-145: View Employee Probation Details
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Further the User can:

e C(Clickon to open the Action History which reflects the

approval routing for the specific transaction.

e C(Clickon to navigate to Landing page.

4.4.5.6 Dispatch Documents and Probation

To Dispatch the request submitted by HRMS user the reviewing authority shall navigate
to Reviewer landing page as shown in Figure below:

A&/ FCIHUMAN RESOURCE MANAGEMENT SYSTEM @ o @ m s - T — P

Employee Probation Listing

Office Type Office Division Section
Al w All w &l LS Al w
From Date To Date Designation Probation Status
DO/MMIY Y YY = DOIMMIYYYY [] Al w Al v .

Approval Status

Show 10 ~ entries Exportto: Esce OF Print Search

PROBATION STATUS APPROVAL STATUS ACTION

PROBATION ID EMPLOYEE HUMBER OFFICE DESIGNATION DIvisiO DATE OF JO
EPM37 200008 HQ-Delhi Assistant Grade - Il Personnel 28112020 Confirmed Panding Review

Document Showing 1to 1 of 1 entries

Figure 4-146: Employee Probation Review Listing

Click on B to open the Review form as shown in Figure above:
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= Wiy Fcl HUMAN RESOURCE MANAGEMENT SYSTEM e e @ A ess

Approve Cardex Details

SURESH
Office

HQ-Dalhi

Mo
Home Town
nned Establishment MNew Deihl
Dasigr
Assistant Grade - |l
LAME 1S5 VERIFIED DOCUMENT STATUS REMARKS PROOF OF VERIFICATION WIEW DOCUME

1 Old Service Book Yers Approved Appraved = @&
Probation Status Effectiva Data
canfirmen 2070-71-28

Details Submitted By New Jolnee Are Cormrect And Vallid As Per CARDEX Details.

The Cancidate Has Adhered To The Elginiity Critera As Per FCI Recruitment Norms.

Dispateh Ta

SHEELA EDLINE TIGDA ~

Dispatcher Remarks *

Document Name Supportive Document

Add Raviewar Cancel

Figure 4-147: Dispatch Document Verification and Probation

Enter the relevant details and perform one of the following actions as a reviewing
authority:

View Action History
e C(Clickon to open the Action History which reflects the

approval routing for the specific transaction.

m to attach a new document in PDF format with a document

name of not more than 5 MB

e (Click on

Add Reviewer

e C(lick on link to open the additional reviewer popup where the
existing reviewing authority can add another reviewer in the line of approval
routing.
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e Click on button to submit the review with details to the
concerned reviewer selected as shown in DISPATCH TO field such that the
transaction is forwarded to the next selected reviewer in the reviewing authority
final reviewer has reviewed the transaction and the same transaction is
forwarded to approving authority for final approval.

e Clickon button to send back the entire transaction directly back
to the User who can resubmit the request with necessary details. The status of
the transaction shall change from Pending Review to Reverted in case any
reviewer or approving authority had reverted the transaction back to the
initiator.

e C(Clickon to navigate back.
User Manual | Request has been dispatched successfully. |

Office Division Section Cadra
Al v -Select v -Salect R All iv3 .
Designation Status

. ;I:':il;..;: v . &

Figure 4-148: Dispatched Document Verification

4.4.5.7 Review Document Verification and Probation

Once the request is Dispatched by the user, the selected user will receive the request
for review as a part of reviewing authority as shown in Figure 4-136 and shall click on

=4

to open the Review form as shown in Figure above:

Cffice Order

View Action History

Documant Name Suppariive Documant
iy : “

Addd Revigwst I I:a'_LJuu'.l.f:-_- Revarl Review vart Cancel

Figure 4-149: Review Document Verification and Probation
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Enter the relevant details and perform one of the following actions as a reviewing
authority:

View Action History
Click on

approval routing for the specific transaction.

“ to attach a new document in PDF format with a document

name of not more than 5 MB

to open the Action History which reflects the

e (Click on

Add Reviewer

e Click on link to open the additional reviewer popup where the
existing reviewing authority can add another reviewer in the line of approval
routing.

. Selective Revert . .
e C(lick on link to open the selective revert popup from where

the reviewing authority can send back the transaction to any reviewer who had
previously reviewed the transaction.

transaction is forwarded to the next reviewer in the reviewing authority or to the

button to submit the review with details such that the

approving authority after final review. The status of the transaction shall change
from Pending Review to Pending Approval once the final reviewer has reviewed
the transaction and the same transaction is forwarded to approving authority for
final approval.

to the User who can resubmit the request with necessary details. The status of

e C(Click on button to send back the entire transaction directly back
the transaction shall change from Pending Review to Reverted in case any
reviewer or approving authority had reverted the transaction back to the
initiator.

— Employee Probation Listing

Successl Request has been reviewed successfully.

Office Type Office Division Section

All > All o All > All o

Figure 4-150: Document Verification and Probation Reviewed

4.4.5.8 Approve Document Verification and Probation

To approve or reject the request forwarded by reviewing authority, the approving
authority shall navigate to Approval page by following the navigation as mentioned in

section 4.4.5.1 and click on v to open the Approval page as shown in Figure below
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Date Of Reporting For Duty
28/02/2021

Approver Remarks *

rover Remarks

Document Name Supportive Document

Hesumen hame . m “

T NAME SUPPORTIVE UMEN ACTION

Add Reviewer | |Selective Revert PrOvE || || Cancel

Figure 4-151: Document Verification and Probation Approval

Enter the relevant details and perform one of the following actions as a reviewing

authority:
View Action History

approval routing for the specific transaction.

e (Click on n

name of not more than 5 MB

e C(lickon to open the Action History which reflects the

to attach a new document in PDF format with a document

Add Reviewer

e Click on link to open the additional reviewer popup where the
existing reviewing authority can add another reviewer in the line of approval
routing.

. Selective Revert )
e C(lick on link to open the selective revert popup from where

the reviewing authority can send back the transaction to any reviewer who had
previously reviewed the transaction.

e C(lick on to give approval on the transaction and On Approval

Landing Page status of the transaction changes from Pending Approval to
Approved as shown in Figure below.

e C(Clickon m to give a rejection on the transaction and the User will not

be able to resubmit the same transaction with updates. On Approval Landing
Page status of the transaction changes from Pending Approval to Rejected.

Click on

to navigate back to Approval Listing Page.
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— Employee Probation Listing

Successl Request has been approved successfully.

Office Type Office Division Section
All - All - All - Al -

Figure 4-152: Document Verification and Probation Approved

4.5 Employee Records Management
4.5.1 Employee Portfolio Detail

The purpose of Employee Portfolio Detail is to allow the Establishment Section of
Personnel Division to view employee portfolio details in the MSS.

4.5.1.1 Navigation
For MSS

Left Navigation: Core HR >> Transaction >> Employee Records Management >>
Employee Portfolio Details

For ESS
Left Navigation: Core HR >> My Portfolio
4.5.1.2 Landing Page

User shall traverse the navigation as mentioned in Section 4.3.1.1 to reach the
Employee Portfolio Landing Page as shown in Figure below

= %L FCIHRMS ™ Aa Aa ESS m _P o AmTABH KUMAR

-

Employaa Portfolio 5

Offieae

Figure 4-153: Employee Portfolio Detail

e Apply the filters and click on to fetch the records as

shown in Figure below:
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o]
= ) FCl| HRMS Aa A Aa Ess R O AMITABH KUMAR
W = ¢

Employee Portiolio

Zone Region Office Type Office
v w e
Division Section Diesignation
FBersorme: w --gelact ") --Saet A
Get Results
Show 10~ entries Exportto; l:l Search:

ENIPLOVEE NUMBEF |:| ENPLOYEE NAME Division

174222 SHISHIR LAKRA HO-Deli 0
141281 SANJAY PANDEY HGQ-Dresdni Persannal El Manager =
208060 PREM CHAND SAIN HQ-Detnl Persannsl EN Assistant Grade - || @
s 4 s T ! Assstant General -
Employes Portfalia 5.0 7772 MADHL BALA ATREJA HQ-Deki Parsonnel A eanen ®
IManager
Employes Profi ;
Assistan! General -
104738 GORAL KRISHAN CHAWLA HG-Dekil Parsonnel Dther ,\; il "
lanager
1858M RAVI KUMAR YADAY HG-Drednl Parsonmel omiss Manager o
A Enars
115223 RAM RAJ MEENA HG-Dekl Bersonnel Other ‘ General &
Mal
276212 ANSHU SAXENA HQ-Deki Personnel RP Manager ®
207265 ANIL KUMAR HE@-Deti Persannel Tyolst @
300027 BLIAY KUMAR SINGH HEG- ekl Personnel Executive Cirector @
an anid Benefit
& g1 1o 1 158 e

Figure 4-154: Employee Portfolio Detail

Search:
e C(Clickon to enter a search query that shall

search the table records.

e C(Clickon to sort the table records in ascending order or descending order of
entries.

@
e C(Clickon to view portfolio details of the employee as shown in below
Figure:
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%/ FCl HRMS

Employea Profile Report

Waork Information

Employes Name : SHISHIR LAKRA Office ; HEZ
Sectian - ZE Cadre : [
| Designation W Ganeral Manager Mode of Joining : Pramation
Stafi Code: CPF Number : 157125
Employee Status : Permanent Salary Type ;104
Shift Type: Shift Timings:
Leave Profile
Ca 100
Compansa AR
¥ Susl L 1]
| Unavaiiad Joining Leav 1 )
g Earned Leave 1 15
] HPL/Madical Leave 384 10
Matemily Leave
Transfer Profile
0, il Manager 22/04/1097 3
JourneyH Select G/ 200 09/06/2002
10, West Ber Ma r C 1 30120
| J ayH alec 2/ 2060 ZIN212002
RO, Palna Ma r r 02003
Jous ey H Sl £ ) 8/0
ha Ma 0012003 7111/ 2008
Journey/Hollda lect 1812008 13(12/2008
Disciplinary Proceedings
Minor
Major
Adminlstrative

Date of Joining: 22/04/13%

Reporting Manages

DOfficial E-Mail ld:

1] 4] 1«
1 ¥ )
1 0 }
1 0 1
1] G 342
0 15} 384
o C 1]
} o i)
Reduction OF Pay By Cne Stage In The Time Scal

AMITABH KUMAR i

Figure 4-155: Employee Portfolio Report

4.5.2 Employee Profile Edit

This process will allow the nodal officer to update employee information based on My

Profile edit requests raised by employees.

4.5.2.1 Navigation

Left Navigation: Core HR >> Requests >> Employee Records Management >>

Employee Profile Update
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4.,5.2.2 SLA
Not Applicable
4.5.2.3 Landing Page

User shall traverse the navigation as mentioned in Section 4.5.2.1 to reach the Landing
Page as shown in Figure below:

= \&/ FCIHUMAN RESOURCE MANAGEMENT SYSTEM Q- 0 ~» =K # . sonmoom T

Edit Employee Profile

Enter Employee 1D

WAN KUMAR MALHOTRA
105500

NAREMDRA KUMAR-276089
AMIT KOHAR-276580
RAJAT S01-275387

SALMAN MAHMOOD-27 7138

Employee Profile Update

Employee Mastar

Figure 4-156: Edit Employee Profile

User shall be able to perform the following activities from the landing page:

e C(Clickon m to fetch the profile and portfolio details of the selected

employee.
e C(Clickon to view the profile edit requests raised by the
employees from ESS-My Profile.

4.5.2.4 Edit Profile and Portfolio Details

User will navigate to the selected employee’s profile and portfolio details based on
the employee number filtered as shown below:
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# i sonaLcovar

%/ FClHUMAN RESOURCE MANAGEMENT SYSTEM e s @ s

Edit Employee Profile

Entor Employes 1D

~ s

Date of Joining = 14/10/2011 Site Joining Date Category - CAT-1
Cadre Andhar ¥ Pan Humber : AF
Statf Code ; & UAN Number : 1111111111117 CPF Code Type : & 4
Employemant Type: Part Time Employomaent Status: P Gonder: Femala
NAVNEET SANDHU Dato of Birth: 12/06/ 1988 Marital Status: Single Religlon:
275851 Pay Scale Type: E-3 Basic Salary: 69950 Bank Mamea: CORPORATION BANK
ant Gene Branch Hame: RAIENDRA PLACE -NEW Account Mumber: 1117177117111711 City Type: -

DELHI
Dato of Rotiromont: 30/06/2048
stion Date:
Ex Servicemen: b
Profile Edit Request
Show 10w entrles  Export to S omrchn:
1
EPRT1 Pending ® o
8 R R
snal Information fer Profile MNominee Detal Dependont Details Emurgency

Casual Leave

2 o Hollday
a Special Casual Leave o
4 HPL/Medical Leave a7
5 Compensatory Leave 0
=] Unavalled Joining Leave o

7 Earned Leaves

B8 Maternity Leave o
=] Adoption Leave
10 Child Care Leave 510
1 Sty Leave o
12 Leave Not Due o
12 Extra Or )
14 jork Refated Injury Leave) o
15 LWPR {Leave Without Pay) o
iG] a

Figure 4-157: Edit Profile Request
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Enter the details and click on to update the portfolio or profile

details of the employee which is then reflected in the ESS — My Profile and My

Portfolio. Nodal officer will then click on to mark the request as Completed.
4.5.3 Employee Master

This process will allow user to update master details related to pay and various statuses
for an employee.

4.5.3.1 Navigation

Left Navigation: Core HR >> Requests >> Employee Records Management >>
Employee Master

4.5.3.2 SLA
Not Applicable
4.5.3.3 Landing Page

User shall traverse the navigation as mentioned in Section 4.5.3.1 to reach the Landing
Page as shown in Figure below:

= %l FClI HUMAN RESOURGCE MAMNAGEMENT SYSTEM e As @ Aa £ss m o SONAL GOYAL
iy
Employee Master
office Typa Otfice Division Section
N & “ &l - Al
Catagory Dasignatian
ot Al s Get Results
Show 10 - ehtries Export to | E Searah:
200008 SLIRESH CAT-I Assistant Grade - || Personnel App =l
-
o
145008 RASHI SINHA CAT-1I Manager Hireli (B west|
(-3
184667 DEVESH KUMAR YADAY CAT-1 Genaral Manager Personnal pproved -
(.4
141881 SAMJIAY PANDEY CAT=1I Manages Personnel (4]
I
187012 RAO MOOL BHARTI CAT-I Assistant Grade - || Cither
-
=
295215 FPARVESH CAT-I Assistant Orade 1 Caneral F
=
4
276632 SHALINI RASTOGI CAT-lI Manager Personnel 12K -
=
306555 ARTIRA MANDAL CAT-1 Assistant Grade - |1 Personnel pproved =
=
307734 PAWAMN KUMAR CAT-1 Assistant Grade - I Personnal pprovad el
(.
307225 MOHIT CAT-1I Assistant Grade - (Il Personneal F -
Showing 1 to 10 of 778 anitrigs

Figure 4-158: Employee Master

Copyright © 2020 HRMS All Rights Reserved to FCI Page 144 of 188



FCI HRMS
User Manual Version 2.2

User shall be able to perform the following activities from the landing page:

Click on to apply the available filters.

Excel
e Clickon to export the table records in Excel as per table columns.

Search:
e C(lickon to enter a search query that shall
search the table records.

e C(lickon to sort the table records in ascending order or descending order of
entries.

e C(Click on Status, to open the action history in a popup that describes the
approval routing of the entire transaction

Frevious 1 MNext
e C(lickon to navigate table records

(&
e C(lickon to edit an existing record in the table

@
Click on to view an existing record in the table.

4.5.3.4 Update Employee Master

&

Click on to open the employee master detail page as shown in Figure 4-153. The
user shall enter the details and perform one of the following:

View Employee Profile

e C(lickon to view the employee — ESS — My Profile.

e C(lickon to add reason for updating employee detail in

employee master.
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_ " . o) -
= %7 FClIHUMAN RESOURCE MANAGEMENT SYSTEM e o @ ae ess [EER © SOMAL GOYAL

Edit Employee Master Information

Employea Work Information

Emplayes Number Employes Name Office Division

Delh Bergonnet

Section Cell Cadre
e E
Gaste ooe Notianal Date Of Birth
a1 A
Frimary Reporting Manager Altermate Reparting Manager Made Of Joining GRF Mumber
MCHIT Ceputs
Statf Code vendor Code Pacent Zone -
MIZ3A5EH Ent jor Cod an i ~
Custrent APAR Rating Is Sensitive
Seal Caver Suspendsd From Date Suspended Upto Date Under Penality
i Wi
Penality From Date Fenality To Date EPS Number * FPS Numibe:
=
MIC Number * MHS Status * Zsn I= Difficult
o o Mo
Previous Reparting Manager s Reporting Manager Designation Previous Reporting Manager Office Date OF Exit
i MIA M 28/10/2021 i |
Promation Source Previous Office DR Marks Emergency Parson Mame
LINNY
Emargancy Re Emergency Relation Gantact Humber I= Baubtful * 1= Agresd *
B o154 N e Mo ~
Doubitiul Start Date Boubtful End Bate Agresd Stari Date Agres End Date

IMMIY Y VY =i o vy =

RABATY YN =it (51

Employee Pay Details

Current Basic

Regular
v Grade
5-8 L4
DOPS Number LIC Mumber

Show 1 ~ antries
s Saarch

1 New Detalis o3fovzo2

Office Order =

Update Cancel

Figure 4-159: Update Employee Master
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Update
Click on to update employee master details based on self-approval.

i

%4/ FCI HUMAN RESOURCE MANAGEMENT SYSTEM @ ~» © ~ = # i somcom =

Employee Master

Employee Record has bean saved successfully,

Office Type Office Division Saction

~w I w v o
Category Designation

e Al w Get Results
Show 10 ~ entries Exportto: Exce POF Frint Search:

=
200006 SURESH CAT-II Assistant Grade - I Personne ®
=
145006 RASHI SINHA CAT-II Manager Hindi Appraved
@
Fg
184667 DEVESH KUMAR YADAY CAT-1 General Manager Personne Approved -
Figure 4-160: Employee Master Updated.
4.5.3.5 View Employee Master
Click on to view employee master details of the employee in read only mode as
shown below:
= %y FCl HUMAN RESOURCE MANAGEMENT SYSTEM o a @ as EsS P sonacaovar

View Employee Master Information

Employee Work Information

Tant Mo

Previous Reparting Manager

MIA

Figure 4-161: View Employee Master
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4.5.4 Employee Service Book

The purpose of Employee Service Book is to allow the Establishment Section of Personnel
Division to view employee service details in the MSS.

4.5.4.1 Navigation
For MSS

Left Navigation: Core HR >> Requests >> Employee Records Management >>
Employee Service Books

For ESS
Left Navigation: Core HR >> My Service Book

4.5.4.2 Landing Page

User shall traverse the navigation as mentioned in Section 4.5.4.1 to reach the
Employee Service Book Landing Page as shown in Figure below

Cuss Jad

Pankal Jan G

= %f/ FGCIHUMAN RESOURCE MANAGEMENT SYSTEM e o @ Ae ESS

Service Book Listing

Office Type Office Division Section
Al > Al % Al

Category Employee MumbarfMame Date Of Jaining Date Of Birth
an Erployes Mimbar/Employes Bam MM Y =i VALY Y Y

show 19 v enies exportto:| o |

Search
EMPLOVER HAME CATEQORY SESIONATION
SUDEEP =S Executive Quality
a CAT-1 Sal 1 150111988 12/11119685 [&]
SINGH Directar 2 Control Bk =
S K . ecu scirine|
127 BLIAY KLIMAR CAT-1 Fmcltive Persannel Eracr PS2a0 14/11/2018 23/091967 @
SN Director Establishrent
SHREE P slsiant : . -
156 CAT General Personne| EJ B3GH6E 22/03/1985 1412863 o
BRAJESH
Manager
46 OV PRASAD CAT-1 other other IAS3E4 oovzoie 151111980 -
HARISH
ol BrEonnel 2 113170 S/01/200: 2B/O5187 =
o6 KUMAR TAT-1 Parsonnel EP 13170 15012002 28/05/1971
SANGEE
1 AR re: e % - o89B2 o2 5 30rmnes -
4 VERMA CAT Perzonnel WRL JBEH 0107/200! 30/01 a
RAJKUMAR
25 7 CAT-1 Engineering Other 87132 01/10/1984 01/05/1862 R
KATARIA
Manager
JAGDISH General
4 3 “AT-1 PR, s g58RA 24/05/201 01/10/1976
] AWAnH CAT e Firar Fuire BE A4/05/ 11410 -
SYAM KUMAR Hiepity
87 i CAT-1 Oeneral Board Cell Other 90348 25/03/1887 04/05/1966 -
* Manager
M P Sl Geanearal
s CIARARISASM CAT-1 s Engineering Other go3sg 23/03/2020 10/03/ 1982 @
GOYAL Managear

Figure 4-162: Employee Service Book

User shall be able to perform the following activities from the landing page:
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e C(Clickon m to apply the available filters.

Excel
e C(Clickon to export the table records in Excel as per table columns.

Search:
e C(Clickon to enter a search query that shall
search the table records.

e C(Clickon to sort the table records in ascending order or descending order of
entries.
Frevious 1 Mext
e Clickon to navigate table records

@
e C(Clickon to view an existing record in the table.

4.5.4.3 View Service Book

@
Click on to view the service book of the selected employee as shown below

]
-
a,:

FClI HUMAN RESOURCE MANAGEMENT SYSTEM e w @ A = 3 .o pankasaN B

Employee Service Book

Emplayes Number Employee Nams Otfice Divigien

305559 OM PARKASH GOYAL HG=Delhi Erg:

Designation Reporting Manager CPF Mumbear Staff Code

Manag Dar: General Wanader BIJAY KUMAR SINGH 9389 SHO99383C .
Talent Management From Date To Date

= = Get Results
Performance Management

Show 10 « entries Exportto: BOF Search:

TRANSACTION IO TRANSACTION TYPE RECCRDED DATE ACTION HISTORY DRDER VERIFY SERVICE ACTION

CCS120 CPF Composite Claim Reguest 24/02/2027 @ D

Showing 1to 1of 1 entries

Payrall

Empiayes

Verify Back

Figure 4-163: Employee Service Book Detail

User shall be able to perform the following activities from the landing page:

e Check the details and mark the service as verified for each transaction

Verify ‘
appended in the service book occurring in HRMS. On clicking the '
button to mark the transactions as verified service transactions.
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..f

[ =]
e Clickon to add service and audit remarks towards an HRMS transaction
or attach additional documents for the same as shown in Figure 4-158

Upload Document

Service Remarks Audit Remarks

Enter Service Remarks Enter Audit Remarks

Upload Date Document Name * i | Supportive Document *

CD/MMYYYY Enter Document Mame

DOCUMENT NAME SUPPORTIVE DOCUMENT ACTION

No Record Found

Figure 4-164: Upload Service Documents and Noting

4.6 HR Letters and Reports
4.6.1 Predefined Letters

This process shall allow Personnel Division users to issue orders based on predefined
templates.

4.6.1.1 Navigation

Left Navigation: Core HR >> Reports >> Letters and Reports >> Generate Predefined
Reports

4.6.1.2 SLA
Not Applicable
4.6.1.3 Landing Page

User shall traverse the navigation as mentioned in Section 4.6.1.1 to reach the Landing
Page as shown in Figure below:
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_ . . _ o —
= \ﬁ( FCI HUMAN RESOURCE MANAGEMENT SYSTEM o aw @ s ess BB “ SONAL GOVAL

Latter Template Master

Office Type Office Divisicn Zone
~r all o all
Reglon Designation Letter Type From Date

i Al o All - DRMMIYYY |_ | .
To Date

Show 10~ entries Expertto: v Pr
b v I:I Searchi

HIER D EMPLOYEE NUMBEF EMPLOVEE HAME CihvISION DESIGMATION LETTER TYPE LETTER DAT

HRLZBO 284218 PRAVITHA K Movement I""::L_”“""’" 25/02/2021 [=]
HRLZE6 104300 ::":::“I RASHORSSHE Parsonnel “;"‘"‘:"'"' Hrade I"’:':':"‘ Serving 23/02/2021 -
HRL264 152770 AMITABH KUMAR Personnel __f;\""l\m“u_um My Sening 23/02/2021 ®
HRL2E1 268830 MALOTH BALA Other ‘Wwatchman t:’l‘lt_m':"'” 22/02/2021 @
HRL258 184667 :,:;:3_. i Parsonnel Genaral Manager :“;I'I'_ D 22022021 @
HRLZE? 290572 AMIT KUMAR Parsonne Manager :‘::L”‘ Lt 22/02/2021 Lo
HRL25S 259117 LODI RAMA KRISHNA Finance watchman :’;:':n,'” card 22/02/2021 «
HRL24Z 276613 SHYAM SUNDER Finance Manager Fixation Orcer 2zj0z2027 @y
HRL238 158525 RAJKUMAR KATARIA Enginieering E";;'!’I";:"_‘.’Lf""”""" Fixation Order 22j02{2021 -
HRLZ38 158525 RAJKLIMAR KATARIA Engineering E:"‘_'I'r"""";_?""”""" Fisation Orclet 22/02/2021 @
Figure 4-165: Letter Template Master
User shall be able to perform the following activities from the landing page:
e C(Clickon m to apply the available filters.
. xcel .
e (Clickon to export the table records in Excel as per table columns.
Search:
e Clickon to enter a search query that shall
search the table records.
e Clickon to sort the table records in ascending order or descending order of
entries.
Previous 1 Next
e C(Clickon to navigate table records

@
e Clickon to view an existing record in the table.
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4.6.1.4 Generate Letter

User shall perform the following steps to generate a letter:

Select Order

Joining Letter v
e C(lickon to select the required letter to
generate.
Generate Order
e C(lickon to generate the selected template as shown below
= Wi/ FClHUMAN RESOURCE MANAGEMENT SYSTEM Q w @ A s 3 .

Joining Letter

YWES
- 2

s =7
Order 1d Office Order Number * Date Employee Number

DLZCAQYZ 20000¢
Joining Letter
3
In pursuance of] virect Recruitment made at "Office” date on "Date of Joining”, “Salutation” "Empioyee Name® has

reported for his duty to this office "Date of Reporting”. The joining of the employee is hereby accepted and posted in

"Division" - "Section” al with immediate effect until further notice
4

5 6
Distributions Appainting Athority
» Assigtant Genoral Managor{RP1), HQ-Dealn| Deplty General Manager {Persannel F ishr W) ~

Figure 4-166: Predefined Letter Input

Enter the details and click on and the page shall redirect for eSign page as
shown below. Provide the credentials and click on GET OTP

i Digital India
Power Empower

¥You are currently using C-DAC eSign Service and have been redirectad from

S < e

CDAC s align Servics

Aadhaar Based e-Authentication

Get Virtual ID

View Document Informaticon

Mol Received OTP? BRasend OTE

Figure 4-167: Provide eSign Credentials
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Order 10z HALI01
Office Order No.

DL2CAQEDT 6 E%ég

Faod Corporation of India

Date: 01/0372021
Employee Mo.: 200006

16-70, Barakhambs Lang, Now-Doke- 110000, iadis , Phong: 011-83527607, 435276004

loining Letter

In pursusnce of Deputation made st HQ-Delhi dated on 28/11/2020, Mr. SURESH has reported
for him duty to this office 287112020 The jining of the employes is hereby accepted and posisd

Iri Personnel - Personnel Establishment st Forenoon with immediate effect untll further notice

Distribastions:

Appointing Authority
1. Assistant General Manager, HQ:Delhi

Signature

Figure 4-168: Non Validated eSign

To validate the eSign, download the letter and open in any PDF Reader. Right click on the
signature and validate the signature.

4.6.2 Generate Adhoc Letters

When organization must suddenly issue an order, it can be done using this function in
HRMS.

4.6.2.1 Navigation

Left Navigation: Core HR >> Reports >> Letters and Reports >> Generate Adhoc Letter
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4.6.2.2 SLA
Not Applicable
4.6.2.3 Landing Page

User shall traverse the navigation as mentioned in Section 4.6.2.1 to Landing Page as
shown in Figure below

1]

%i/ FCI HUMAN RESQURCE MANAGEMENT SYSTEM o @ A Ess P wmcoman ¥

bl

Adhoc Letters Listing

User Manual Purpose From Date To Date

All v DO/MM/YY Y Y DOMMYY Y Y - Get Results
Video Tutorial Ij j -
Manager Dashboard mo“ﬁ

Talent Management
JRDER IL . EMPL EE NUMEBER WEE MAME PURPOSE ACTION
Core HR 1 MELII0 QRO 200 T P e Tranatee Carcellytion m
Masters

Transaction

Reports | 2

Letters and Repaorts

G & Predefined
Le 3

Generate Adhoc Lette

Figure 4-169: Adhoc Letter Listing

User shall be able to perform the following activities from the landing page:

Get Results
e C(lickon to apply the available filters.

|
e C(Clickon to add a new letter

@
e C(lickon to view an existing adhoc letter

4.6.2.4 Generate Adhoc Letter

Click on to Generate a new Speaking Order/Ad hoc Letter as shown in

Figure below
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A
: : - 2
Aa Aa ESS L AMIT KUMAR b

= i/ FClHRMS Az

Adhoc Letier

User Manual

Video Tutorial

S
Manager Dashboard
Order Id Employes Mumber * Purpose *
Talent Management nployves Mumber | et
Core H Office Division Designation Order Date *

DD/MMIYYYY
Subject

Subject

Body
Letters and Reports

Predefined

Senerate Adhc
Distributions Appointing Athority

Figure 4-170: Generate Adhoc Letter

Enter the details and click on : such that a success message will be shown in
Landing Page with addition of a new record in the table as shown in Figure below

- Al FCl HUMAN RESOQURCE MANAGEMENT SYSTEM @ A s _? AT KUMAR 'h

Adhoc Letters Listing

Bigcimesl Lot i Linlirsg dimabad Sudceash iy

Purposd Fram Date To Dt

Figure 4-171: Adhoc Letter Generated
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Note — Adhoc Letters shall also be verified based on eSign whose process is mentioned as
per Figurer 4-160 and Figure 4-161 in Section 4.6.1.4

4.6.2.5 View Adhoc Letter

@
Click on to open and view an existing Order, and order will open as shown in Figure
below

n

o i - _
i/ FCI HUMAN RESOURCE MANAGEMENT SYSTEM © ~ O » = [T sovmcom

View Adhoc Letter

Yy, B ¥
L &S
Videa Tutorkal Z2=F
Order Id Employee Number Purposs DOffice
HRL3G3 200006 Genera HG-Deih
Division Designation Order Date
Parsonnel Assistant Grade - | A1/03/2021
Subject
Ce ation Training
Body
This is 1o inform that 1he concemed employes has complated the orlentation session as a part of direct recrultment in FCI
L o . Appaointing Athority
Distributions
Assistant General Manager{RPI), HQ-Delhi Assistant Ganaral Manager [Otharn) L

Assistant General Manager|Other) HQ-Delhi

istant General A (Computer |, HQ-
Delhi

Assistant General Manager|Other) HQ-Delhi

Assistant General Manager{Other) Z0
{S0UTH) - CHENNAI

tion and Benefit

Assistant General Manager{Other) RO -

Figure 4-172: View Speaking/Ad-hoc Order

Further the User can:

e Clickon to navigate to Landing page.

4.6.3 Generate Adhoc Reports
4.6.3.1 Navigation

Left Navigation: Core HR >> Reports >> Generate Adhoc Reports
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4.6.3.2 SLA
Not Applicable
4.6.3.3 Landing Page

User shall traverse the navigation as mentioned in Section 4.6.3.1 to reach Landing
Page as shown in Figure below

\i/ FCIHUMAN RESOURCE MANAGEMENT SYSTEM e n @ A e ' Jp— —

Adhoc Report Listing

Pi 5 Fi t T b
ek hanital urpose rom Date o Date
v DOIMMIYYYY 5 DDIMMIYYYY ﬁ Get Results
Manager Dashboars Generate Adhoc Report
alent Managemer 1 1| Exce
Talent Management Show 10 ~ entrles Exportto:| Exce Semrch:
1 :
/ REPORTID DATE PURPOSE D REPORT TITLE ACTION
ADDOOT 231212020 Ew
ADDOD2 25{12/2020 Just Testing @

2

Reports Shewing 110 2 of 2 entries

Lettars and Reports

Generate Adhoc

Generate Adhoc

ale Adhoc Report

Figure 4-173: Adhoc Report Listing

User shall be able to perform the following activities from the landing page:

Click on m to apply the available filters.

[ )
. Excel .
e C(Clickon to export the table records in Excel as per table columns.
Search:
e C(Clickon to enter a search query that shall
search the table records.
e C(Clickon to sort the table records in ascending order or descending order of
entries.
Frevious 1 MNext
e Clickon to navigate table records
e C(Clickon to view an existing record in the table.
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4.6.3.4 Create Adhoc Report

Generate Adhoc Report

Click on
below:

to open the adhoc report creation page as shown

= ‘;gg FCl| HUMAN RESOURCE MANAGEMENT SYSTEM

e Aa @ Aa  ess @ S FSONALGOYAL

Generate Adhoc Report

* MODE OF JOINING | x ZONE |

Figure 4-175: Select Sort Order

Copyright © 2020 HRMS All Rights Reserved to FCI
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Choose Flelds Sart Order Filter Criteria Resulis
Select Information
1
Available Fields Selected Fields
Available Flelds 2 o EMPLOYEE ID
(< EMPLOYEE 10 | XENPLOYEE NAME | xMODE OF JONING | xZ0NE  ENBLONEEANE
o MODE OF JOINING
CADRE NAME
o ZONE
CATEGORY NAME
i o OFFICE NAME
DESIGNATION NAME v
1 o DESIGNATION NAME
Lol 3
SECTION NAME
Generate
Figure 4-174: Select Fields
Click on m to proceed with sorting order as shown below
9 -
FCl HUMAN RESOURCE MANAGEMENT SYSTEM e o @ Aa oess ay SONAL GOVAL
Generate Adhoc Report
Choose Fields Sort Order Filter Criteria Results
L @ L ®
Selected Fields 1 Sorting Fields
Selected Flelds = MODE OF JOIMING
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Click on to proceed with filter criteria as shown below:

- NEis/ FCl HUMAN RESOURCE MANAGEMENT SYSTEM o Aa o Aa ESS —9 SONAL GOYAL T
=
Generate Adhoc Report
“hoosa Ficlds Sort Order Filter Critaria Results
® @ @ @

Selected Fields Selected Filters .
Selected Fi 1 MODE OF JOINING

[ voe oF Joining < zone | nEtG

EMPLOYEE ID

Figure 4-176: Select Filtering Criteria

Click on to proceed and generate the adhoc report as shown below:

ECI HUMAN RESOQURCE MANAGEMENT SYSTEM e = @ A == EER » SOMAL GOYAL

1
&
=

Generate Adhoc Report

Choose Fields Sort Qroer Flltar Criteria Resurs

Report Thie

———
v
Iaining Rapa
MODE OF JOINING ZONE
Show 10~ entries ‘
Swarch:
IEDMPWVEE - EMBLOYEE HAME MODE OF JOINING ZOME DFFICE NAME DESIGHATION HAME
: Assistant General
20 CISPATCHER Direct Recruitment Dafault HG-Dethi
Manager
= s o - = = = = Assistant General
100005 DURGADAS BHAWANMIDAS BHORE Eromation South Zone RO HYDERABAD e H_J'e'r !
na
101684 SHANIF.S. M Prametian Defaul HE-Dathi Gereal Manager
101685 SYJUa S Bramation South Zone RO CHEMNMAI General Manager
101747 MINI REMESH KUMAR Pramotion South Zone DO TRIVENDRUM Marager
101810 SWATI NARENDRA HIRE Prametion West Zone RO MUMBAI i‘“'sw‘”l il
Nanager
101917 MAMRATA BMAHENDRA MOHITE Eramotion Wast Zone DO BORIVALI Manager
102 MNANDKUMAR ANKUSH PARKAR Pramation RO MUMBAS Manager
101933 MNANDA PRABHAKAR LOKHANDE Pramation Wast Zane DO BORIVAL Manager
101967 RAMJAN AMIL BAVASKAR Promotion Default ZO {WEST) - MUMBAI Deputy C zral Manager
Snawing 11510 o1 1,426 aniries

Figure 4-177: Generate Adhoc Report
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Click on ﬂ to generate the read only view of the Adhoc Report as shown below:

2 -
[ mss = SONAL GOVAL

FClI HUMAN RESOURCE MANAGEMENT SYSTEM Q@ ~ ® s

Adhoc Report View
Report Ttk

Fane Wiss Mode of doining Report

Report Description

Show 10 ~ ontries  Exportto: Saarch
EMPLOYEE L EMELOVEE MAME MORE OF IDINING
200026 SANJIV KUMAR Deputaticn Default HE-Delhl “L"I'I'_'”["”" % Managing
305629 RABINDRA KUMAR AGARWAL Deputation Diefault Ha-Delh| Executive Directol
300027 BIIAY KUMAR SINGH Deputation Diafauit HO-Delhi Executive Director
2000046 SURESH Deputation Default HQ-Dedhi Assistant Grade - |1
297241 OM PRAKASH Morth Zone RO PANGHKULA General Manager
287414 MAZEEM RD South Zone Z0 (SOUTH) - CHENMAIL Exgcutive Direcior
141052 KalLASH CHAMND Direct Recrultment Diefault HG-Delhl Driver Mechanic
305559 OM PARKASH GOYAL Direct Recruitment Default HQ-Delhi General Manager
105001 LAXMI HARAY AN Direct Recrstmant Detault H@-peln| Manager
182873 WVAMDNA CHANDRA Dirget Recrultmeant Dafault HQ-Dwlhl Manager

howing | s 1.4 o

Figure 4-178: Generated Adhoc Report

4.7 Sanction of Telephone
This function is used to get section of telephone sanction from manger.
4.7.1 Navigation

For ESS — Employee Dashboard:

Left Navigation: Core HR >> Telephone Sanction Request

For MSS — Manager Dashboard:

Left Navigation: Core HR >> Requests >> Device Sanction Approval

4.7.2 SLA

2 Days
4.7.3 Landing Page

User shall traverse the navigation as mentioned in Section 4.7.1 to Landing Page as
shown in Figure below
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FCl HUMAN RESOURCE MANAGEMENT SYSTEM no @ ra i B i »

w

1l
-t
[ChTs
o

Telephones Facility Request - Employee

Request Date Sanction Type Status

User Manual Y
DDMMY Y Yy [ ] A v All s Get Rasults

Video Tutorial

My Dashboard

e Show ~ entries Exportto:
= ¥ b 3 i

Core HR 1 2 ACTION STATUS TELED D REQUEST DATE SANCTION TYPE
Telephone Sanction Request | » Pending Raview TELZ22 17/01/2021 cuc

@ Withdrawn TELTE 02/01/2027 CuUG

Transfer Request

Showing 110 2 of 2 entrias

Step Up Request

Separation Request

Figure 4-143: Telephone Facility Request - Employee

User shall be able to perform the following activities from the landing page:

e C(lickon to apply the available filters.

e Clickon  toexport the table records in Excel as per table columns.

Add Facility

e C(lickon to generate new request.

Search:
e C(lickon to enter a search query that shall

search the table records.

e C(lickon to sort the table records in ascending order or descending order of
entries.

e C(lickon @ to view the request.

. X .
e C(lickon to withdraw the request.
Previous 1 Mext

e Clickon to navigate table records

4.7.4 Add Device Sanction Request

Add Facility

Click on in ESS to generate a new Telephone request as shown in Figure
below
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MSS 1? AMIT KUMAR &

= %i/ FCIHUMAN RESOURCE MANAGEMENT SYSTEM n @ re
<

Mew Device Sanction Request

Request Date Sanction Type *
20210120 CUG W
Video Tutorial
=
My D
Employee Mobile Number * Allowance *
Directory Ertar ki — ke
= ter Moblie Number Enter Allowancea

Core HR
Compensation and Benefits | want to request a telephone extension/CUG for official wark purpese only.

| declare, that any previous sanctioned telephone extensions / CUG has been retumed to FCI.
Parformance Management

| understand that the telephone extension/CUG shall be assigned subject to availability and requirement.
Leave Management
| declare, that in the event of damages or loss of the telephone extension or misuse of CUG shall be recoverable from me by FCL
Fayroll Remarks * E
Remarks

Employee Rela

Talent Management

Supportive Document *
Learning and Development

Connact +

Folicies and Circulars

Figure 4-179: Generate a new Telephone request

Enter the details and click on and a new request will be generated and added
into ESS landing page with success message as shown in Figure below

I

%i# FCI HUMAN RESOURCE MANAGEMENT SYSTEM Aa Aa mss ¥ amTkumaR S

= W

Telephones Facility Request - Employee

Reguest Date Sanction Type Status

DOMMMIYYYY EI S A -

> Tutorial

Sh ( tries E tto:
ow 10 ~ entrie wport to Search:

Core HR

@ Withdrawr TEL18 azf01/2021 CuG

Telephone Sanction Requ

Transfer Request
Showing 1 1o Z of 2 entries

Up Request

ration Request

Figure 4-180: New Request generated successfully
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4.7.5 View Device Sanction Request

Click on e to View detail of request as shown in Figure below:

= ®E FClHUMAN RESOURCE MANAGEMENT SYSTEM mo @ Aa wss & 1 awimkumar &

Home Employee Request View

User Manual

TELE ID Employee Name

TELZ22 ANIT KUMAR
Video Tutorial

Request Date

My Dashbo 2021-01-17
Sanction Type Divigion
CLUG Parsonnel
MokileBrand Designation
Mode| Nun Manager
Remarks
i ARP
Compensation and Benefits M ,
Xy

Supportive Document

Performance Man

gement
I 'want to request atelephone extension/CUG for official work purpose only

Payrall

I declare, that any previous sanctioned telephone extensions | CUG has been returned to FCL

l understand that the telephone extension/CUG shall be assigned subject to availability and requirement.

Talent Management

| declare, that in the event of damages or loss of the telephone extension or misuse of CUG shall be recoverable from me by FCL

R

Learning and Development

Connect +

Figure 4-181: ESS- View Request Information

In MSS:

In MSS- Dashboard landing page of “Device Sanction Approval” Manager can view request
Raised by other employees and review it if they have authority as shown in figure below

1]

\i/ FCIHUMAN RESOURCE MANAGEMENT SYSTEM e o @ A ess i‘p | sonALGOYAL T

40

Device Sanction Review Listing

Office Type O il =
Usar Manual

g

Show 10 -~ enftries Exportto:

Search:
cT TELE ID REQUEST DATE TYPE DCA MPLOYEE HUMBER
& Pending Review TEL30 01011970 Telephone HQ-Delhi 152770
@ Withdrawn TEL2S2 01011970 Telephone HO-Delhi 152770
@ Pending Rewview TELZE 01/01/1270 Laptop HQ-Delhi 152770

Figure 4-182: MSS- Landing page

Clickon @ to View detail of request as shown in Figure below:
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Riy

User Manual
Tutorial

zshboard

Talent Management

Core HR

Performance Ma

Leave and Attendance

Compensation and Beneflt

Talent Acg

Learning and Development

Employes Relation

4.7.6

FCl HUMAN RESOURCE MANAGEMENT SYSTEM

Employee Request View

AMIT KUMAR

<

TELEID
TELZ22
Request Dats
2021-01-17
Sanction Type
CUG

Mobile Brand
Model Numbe

MRP

I want to request a telephone extension/CUG for official work purpose only

I understand that the telephone extension/CUG shall be

Employes Name

AMIT KUMAR

LDivision

| declare, that any previous sanctioned telephone extensions / CUG has been returned to FCLL

subjeet to

llity and regquirement.

I declara, that in the event of damages or loss of the telephone extension or misuse of CUG shall be recoverable from me by FCL

Figure 4-183: ESS- View Request Information

Further the User can:

——

e Clickon to open the Action History which reflects the

approval routing for the specific transaction.

to navigate to Landing page

Dispatch — Device Sanction Request

e C(Clickon

To Dispatch the request submitted by HRMS user the reviewing authority shall click on

to navigate to detail page as shown in Figure below:
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= A8y FCl HUMAN RESOURCE MANAGEMENT SYSTEM
=

A5 W
s i T

Telephones_facility { Approve

SOMAL GOYAL

TELE ID Employse Mame
TEL3O AMITABH KUMAR
Ruquost Dale Employee Numbat
2021-03-01
Sanction Typs Personnel
Telephone Designation
Mol rnict Assistant General Manager
Maodal Mumber Remarks
MRF bl
supportive Document
I want to request a telephone extension/SUS for official work purpose anly.
I checlars, That any o P i JCUG has Been returned to FCIL
Tunderstand that the telephone extension/CUG shall be assigned subjeet ta aveilability and reguirement
I declars, thatin the svent of d or loss of the o1 misuse of CUG shall be recoverabile from me by FCI.
Wiew Acton History
1

Dispatch To

Ok

Dispatcher Remarks -

Document Mamwe Supportive Document 3

Figure 4-184: Dispatch Device Sanction Request

Enter the relevant details and perform one of the following actions as a reviewing
authority:

View Action History
Click on to open the Action History which reflects the

approval routing for the specific transaction.

Click on n to attach a new document in PDF format with a document
name of not more than 5 MB

. Add Reviewer . .
Click on link to open the additional reviewer popup where the

existing reviewing authority can add another reviewer in the line of approval
routing.

Click on button to submit the review with details to the
concerned reviewer selected as shown in DISPATCH TO field such that the
transaction is forwarded to the next selected reviewer in the reviewing authority
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final reviewer has reviewed the transaction and the same transaction is
forwarded to approving authority for final approval.

e C(lickon button to send back the entire transaction directly back
to the User who can resubmit the request with necessary details. The status of
the transaction shall change from Pending Review to Reverted in case any
reviewer or approving authority had reverted the transaction back to the

initiator.
Cancel
e C(Clickon - 'to navigate back.
= & FCIHUMAN RESOURCE MANAGEMENT SYSTEM © ~ O » = E= ® . sonmcom T

Device Sanction Review Listing

Request has been dispatched successfully.

Office Type oOffice Type Stalus

Videa Tutorial

All avd Al i Al RV Al b

Show 10~ entries Exportio: .| F Search:

ACTION STATUS TELEID REQUES

@ Pending Review TEL3O 01/01/1870 Telephone HQ-Delhi 152770

Figure 4-185: Device Sanction Request Dispatched

4.7.7 Review Device Sanction Request

To review the request reviewing authority shall navigate to MSS-landing page as shown in
Figure below

1

- PANKAJ JAIN

-
8

% FCl HUMAN RESOURCE MANAGEMENT SYSTEM Aa @ Aa  Ess m

[l
<

Device Sanction Review Listing
Office Type Office Type Status

User Manual

All A Al R All s All w

Video Tutaorial

Manage

Talent Management
Show 10 ~ entries Exportto: Soareh;
TION STATUS TELE ID REQUEST DATE TYPE D OFFICE LOCATION EMPLOYEE NUMBER
Leave and Attendance . SOV e Fo s -
® Pending Review TEL23 01/01/1970 Mobile Device HQ-Delhi 300027
Leamning ar i Pending Review TEL21 01/01/1970 Telephone HQ-Dalhi 146856

Figure 4-186: Device Sanction Review Listing
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Click on — to open the Review form as shown in Figure 4-149

%i/ FClI HUMAN RESOURCE MANAGEMENT SYSTEM Aa @ Aa ess (EED &P i earacassam

Telephones_facility / Review

TELE ID Employee Name
y Tutorial TEL23 BlJAY KUMAR SINGH
Raquest Date Employee Number
Dashboard SHRGEE
e Division
Sanction Type Parzonnel

Maobile Device Designation

Mobile Brand Executive Director
Samsung Romarks

Model Number Remarks

520 Supportive Document
MRP View Attachment
5000

| want to request a telephone extension/CUG for officlal work purpose only.
| declare, that any previous sanctioned telephone extensions /| CUG has been returned to FCI
| understand that the elephone extension/CUG shall be assigned subject 1o availability and reguirement.

| declare, that in the event of damages or loss of the telephone extension or misuse of CUG shall be recoverable from me by FCI.

| View Action History

Reviewer Remarks *

Documeant Name Supportive Document

Enter Document Name el 1 m n

Figure 4-187: Reviewing Device Sanction

Enter the relevant details and perform one of the following actions as a reviewing
authority:

View Action History

e C(Clickon to open the Action History which reflects the

approval routing for the specific transaction.

Click on m

name of not more than 5 MB

to attach a new document in PDF format with a document
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Add Reviewer

e Click on link to open the additional reviewer popup where the
existing reviewing authority can add another reviewer in the line of approval
routing.

. Selective Revert .
e Click on link to open the selective revert popup from where

the reviewing authority can send back the transaction to any reviewer who had
previously reviewed the transaction.

transaction is forwarded to the next reviewer in the reviewing authority or to the

button to submit the review with details such that the

approving authority after final review. The status of the transaction shall change
from Pending Review to Pending Approval once the final reviewer has reviewed
the transaction and the same transaction is forwarded to approving authority for
final approval.

to the User who can resubmit the request with necessary details. The status of

button to send back the entire transaction directly back

the transaction shall change from Pending Review to Reverted in case any
reviewer or approving authority had reverted the transaction back to the
initiator.

%/ FCl HUMAN RESOURCE MANAGEMENT SYSTEM @ o @ Aa o ess 5 eankas A §

Device Sanction Review Listing

Request has been reviewed successiully.

Office Type Office Type Status
All ¥ A b Al v All e

Get Rasuits
& H Excel PC
Show 10 ~ entrles Exportto: - F Search:

STATUS TELE ID REQUEST DATE TYPE OFFICE LOCATION EMPLOYEE NUMBER
@ Pending Review TEL30 DYOINE70 Telephone HG-Delhi 152770
@ Withdrawn TELZS 0101970 Telephone HG-Dethi 152770

Figure 4-188: Device Sanction Reviewed

4.7.8 Approve Device Sanction Request

To approve or reject the request forwarded by reviewing authority, the approving
authority shall navigate to Approval landing page as shown below:
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%&/ FClI HUMAN RESOURCE MANAGEMENT SYSTEM Aa @ Aa ESS m & BIJAY KUMAR SINGH

Device Sanction Approval Listing
Office Type Dffice Type Status

User Manual

All Ry All RV All " Al AV

Get Results

Video Tutoria

ger Dashboard

Talent Management .
Show 10 v entries Exportto: ECucel Search:
Performance Management
ACTION STATUS TELE ID REQUEST DATE TYPE OFFICE LOCATION EMPLOYEE NUMBER
Leave and Attendance : ;
[e] Pending Approval TEL23  01/01/1970 Mobile Device HQ-Delhi 300027
® Pending Review TEL21 01/01/1870 Telephone HQ-Delni 146856

Figure 4-189: Device Sanction Approval Listing

Click on v to open the page as shown below, where approving authority can perform
one of the following actions:

View Action History

approval routing for the specific transaction.

e C(lickon to open the Action History which reflects the

e Click on “ to attach a new document in PDF format with a document
name of not more than 5 MB

Add Reviewer

e C(lick on link to open the additional reviewer popup where the
existing reviewing authority can add another reviewer in the line of approval
routing.

. Selective Revert .
e C(lick on link to open the selective revert popup from where

the reviewing authority can send back the transaction to any reviewer who had
previously reviewed the transaction.

e C(Click on to give approval on the transaction and On Approval

Landing Page status of the transaction changes from Pending Approval to
Approved as shown in Figure below.

e C(Clickon m to give a rejection on the transaction and the User will not

be able to resubmit the same transaction with updates. On Approval Landing
Page status of the transaction changes from Pending Approval to Rejected.
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Cancel
e C(Clickon ——to navigate back to Approval Listing Page.

= Wi/ FCIHUMAN RESOURCE MANAGEMENT SYSTEM e @ Aa [ mss e BIJAY KUMAR SINGH
- b
Telephones_facility / Approve
TELEID Employee Name
TELZ3 BIJAY KUMAR SINGH E
Request Date Employes Number
2021-01-20 Division
Sanction Type Personnel
Mobile Device Designation
Parformar Mobile Brand Executive Director
Samsung Remarks
Attendanc Model Numbear Remarks
3520 Supj tive Document
MRP
5000
ification .
I want to request a phone ton/CUG for official work purpose only.
| declare, that any previous sanctioned telephone extensions / CUG has been returned to FCLL E

I understand that the telephone extension/CUG shall be assigned subject to availability and requirement.

B

I declare, that in the event of damages or loss of the telephone extension or misuse of CUG shall be recoverable from me by FCI,

(<

aing Up Ap

Fixation of P View Action History

Approver Remarks =

Approver arks

Document Name Supportive Document
Enter Document Mame I | e m

S. MO

Add Reviewer Cancel

Figure 4-190: Device Sanction Approval

= %jis FClI HUMAN RESOURCE MANAGEMENT SYSTEM o w @ A s 3 » BlAY KuMAR sinGH (B

Device Sanction Approval Listing

Request has been approved successiully.

Otfice Type Office Type Status

~r o a1 e Al -

Show 10~

EXport to : v i Search

“ Approved TEL30Q DU I970 HO-Dalhi 152770

Figure 4-154: Device Sanction Approved
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4.8 Stepping Up Pay

When a senior employee draws lesser pay than his junior promoted after him, the pay may
be stepped up to the extent of pay of his junior from the date of promotion of junior subject
to following conditions. In this case, the senior employee can raise a request to step up his
pay to Personnel division.

4.8.1 Navigation
ESS Navigation: Core HR >> Step Up Request
MSS Navigation: Core HR >> Request >>
4.8.2 SLA
2 Days
4.8.3 Landing Page

User shall traverse the navigation as mentioned in Section 4.8.1 to reach the Step Up
Request Landing Page as shown below:

L}
-
o

FCI HUMAN RESOURCE MANAGEMENT SYSTEM e a @ n . T ¥

Step Up Request Listing

From Cate To Date

— 5| oomme B

& ort to F
Show 10  ~ entries  Export B Print Search:

ACTION STEP LR ID D STATUS
SFX74 Pending Reviey 114012021
© SFA73 Pending Review 04/01/2021

Showing 1to 2 of 2 entries

Figure 4-191: Step Up Request Landing Page

User shall be able to perform the following activities from the landing page:

Click on to apply the available filters.

[ ]
e Clickon  toexportthe table records in Excel as per table columns.
Request Stepping Up Pay
e C(lickon to generate new request.
Search:
e Clickon to enter a search query that shall

search the table records.

Copyright © 2020 HRMS All Rights Reserved to FCI Page 171 of 188



& gy
Es i %

FCI HRMS
User Manual Version 2.2

e C(lickon to sort the table records in ascending order or descending order of
entries.

e C(lickon °® to view the request.

Previous 1 Mext

e C(lickon to navigate table records

4.8.4 Step Up Request

User shall raise a step up request from ESS by clicking the

button to open the Step Up Request Form as shown below:

M/ FCIHUMAN RESOURCE MANAGEMENT SYSTEM © -~ 0 ~» B} P . covamconia b

Stepping Up Pay Request

Name OF Employee Who Draws More Office Divislan Qesignation
Salary * 1
DO HOOGHLY Stocks Assislant Grade - Il
JOYASHREE PAKRAY wr
Remarks * .

oK

| Declare That A&s Per FC| Staff Regulation The Employes Mentioned |s Drawing More Salary In Junior Capacity. *

Figure 4-192: Step Up Request

Enter the details and click on and a new request will be generated and
added into ESS landing page with success message as shown in Figure below

o
= g FCI HUMAN RESOURCE MANAGEMENT SYSTEM o A Ad ss b | ]
\ a @ a B wss PRIYANK DAHIYA %
Step Up Request Listing
From Date To Date

DDIMM Y = DDA = Get Results .
Request Stepping Up Pay

Show 10 w entries  Export to: Search:

ACTIGN STEFUPID STATUS REQUEST DATE
@ SFK7S Pending Review ojo3fzo
@ SF¥74 Panding Review /o202

Figure 4-193: Step Up Request Submitted
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4.8.5 Review Step Up Request

To review the request submitted by HRMS user the reviewing authority shall navigate to
Reviewer landing page as shown in Figure below:

M/ FCl HUMAN RESOURCE MANAGEMENT SYSTEM e o @ A s mgﬁ PARAS PANJWANI o

Step Up Request Review Listing

From Dale To Date Office Divislon
DOIMMTYYYY £ oo B wm v Al v
Status .
4 o
ol
Show 10 ~ entries Exportto: ce POF Search:

T EMF OFFICE RE
@ SFX73 PRIVANK DAHIYA HGQ-Delhi Personne 4f0i2021
® a SFX74 PRIYAMNE DAHIYA HG-Delhi Personne 11012027

Figure 4-194: Step Up Request Review Listing

click on = to open the Review form as shown in Figure above:

ey
Job Description
Cate OF Jaining FCI

Mot Available
28{11/2020
Office Order
Date Of Reporting For Duty ok S
28{0212021
View Action History
Reviewer Remarks ©
Document Name Supportive Document
QCLIN TNAME SURPPORTIVE DOCUMENT
2
|a\-.1:1 I'fc\.-i.?z\'.f{-:rl !Scle:tiw’: Revert Ruwvi t Cancel

Figure 4-195: Review Step Up

Enter the relevant details and perform one of the following actions as a reviewing
authority:

View Action History
e C(Clickon

approval routing for the specific transaction.

to open the Action History which reflects the
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e Click on “ to attach a new document in PDF format with a document
name of not more than 5 MB

Add Reviewer
e C(lick on link to open the additional reviewer popup where the

existing reviewing authority can add another reviewer in the line of approval
routing.

. Selective Revert .
e Click on link to open the selective revert popup from where

the reviewing authority can send back the transaction to any reviewer who had
previously reviewed the transaction.

transaction is forwarded to the next reviewer in the reviewing authority or to the

button to submit the review with details such that the

approving authority after final review. The status of the transaction shall change
from Pending Review to Pending Approval once the final reviewer has reviewed
the transaction and the same transaction is forwarded to approving authority for
final approval.

button to send back the entire transaction directly back

to the User who can resubmit the request with necessary details. The status of

e Click on

the transaction shall change from Pending Review to Reverted in case any
reviewer or approving authority had reverted the transaction back to the
initiator.

4.8.6 Approve Step Up Request

To approve or reject the request forwarded by reviewing authority, the approving
authority shall navigate to Approval page by following the navigation as mentioned in

section 4.4.5.1 and click on v to open the Approval page as shown in Figure below
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Office Order

Approver Remarks *

Approvar Remarks

Document Name Supportive Document

HemEn A ) n

Selective Revert || || Cancel

Figure 4-196: Approve Step Up Request

Enter the relevant details and perform one of the following actions as a reviewing
authority:

View Action History
e C(Clickon

approval routing for the specific transaction.

e (Click on n

name of not more than 5 MB

to open the Action History which reflects the

to attach a new document in PDF format with a document

Add Reviewer

e C(lick on link to open the additional reviewer popup where the
existing reviewing authority can add another reviewer in the line of approval
routing.

. Selective Revert .
e C(lick on link to open the selective revert popup from where

the reviewing authority can send back the transaction to any reviewer who had
previously reviewed the transaction.

e C(lick on to give approval on the transaction and On Approval

Landing Page status of the transaction changes from Pending Approval to

Approved as shown in Figure below.

be able to resubmit the same transaction with updates. On Approval Landing

to give a rejection on the transaction and the User will not

Page status of the transaction changes from Pending Approval to Rejected.

Cancel

e Clickon to navigate back to Approval Listing Page.
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— Step Up Request Review Listing

Successl Request has been approved successiully.

GOffice Crnvisign Secion Cadre

an ” “Larlec- wEehoct v Al

Figure 4-197: Step Up Request Approved

4.9 Fixation of Pay

At the time of promotion or increment, Personnel division performs a pay fixation to ensure
that increments and revised pay scales as per Ministry order or pay commission are included
and updated to employee salary. Hence, the system shall have the provision that allows
Personnel division to update pay scales as per fixation guidelines.

4.9.1 Navigation

MSS Navigation: Core HR >> Requests >> Fixation of Pay
4.9.2 SLA

2 Days
4.9.3 Landing Page

User shall traverse the navigation as mentioned in Section 4.9.1 to reach the Pay Fixation
Landing Page as shown below:
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= %i# FClIHUMAN RESOURCE MANAGEMENT SYSTEM o o @ ae Ess i PRIYANK DAHIYA l@,

Pay Fixation Listing

Oftics Type Office Division Fixaticn 5tatus
Al o ali o all o Al
Compensation Processing Status Source Of Changes From Date To Date

Al e Al i CORARAS Y Y £ DDMMAYYYY ] .

Initiate Fixation

|
pexizi  Pondin ABHMIT ASHOK gy 270112021 Unprocessed
P PEx1zzo o RICHA o 2740172021 Uiiitaeed TN
® pexizia  Ponding KAUSHAL finance 27012021 URgraEEse incraient
- prxizia  Pendin SN Enginoering 2770172021 UrRoERR
- pRxizis P b Other 27/0112021 Unprocessed Incrament
prxiots  Pondn AT BR parsonnel 211012021 Unpracessed
- prxizy  Penin COPALKRISHAN g cagnne 270112021 Lingescassen
pexizia  ending RAM RAJMEENA  Porsonnol 270112021 Uniroiassen
pexizon  Perin SAREERIMMR R apenge UnfesEiasa ——
pExizor  bending SANDEER <ol oy 271012021 Uripriessa ——
Figure 4-198: Pay Fixation
User shall be able to perform the following activities from the landing page:
e C(Clickon m to apply the available filters.
xcel
e C(Clickon to export the table records in Excel as per table columns.
Search:
e C(Clickon to enter a search query that shall
search the table records.
e Clickon to sort the table records in ascending order or descending order of

entries.
e Click on Status, to open the action history in a popup that describes the
approval routing of the entire transaction

Frevious 1 MNext
e C(Clickon to navigate table records
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e C(lickon to download joining letter.
e Clickon to view an existing record in the table.

4.9.4 Initiate Fixation of Pay

Click on mto open the Initiate Pay Fixation page as shown below:

- \y FCI HUMAMN RESOURCE MANAGEMENT SYSTEM o An @ Aa ESS m fand PRIVANK DAHIVA  Jo

Pay Fixatien Proposal

Employee Name/Number 1 Revised Pay Scale
2
s =20 s
Start Basic
30500 .
End Basic
23 | as100
Reviced Basic *
BOOND 3
.
Current DA
6320
Revised DA
Current HRA
1040
B244
Ravised Current HRA
Cafotena Allowanc 3
8031 14400
Revised Cafateria Allowances
Total Earnings
15600
57845
Revised Total Earnings
10040
Gross Earning Difforenca
43185
Effective Date =
DUD32021 = 5
Entar Remarks =
-8
6
Source OF Changes * Artach Grder = Date Of Reparting
BT =R
Figure 4-199: Initiate Pay Fixation
Enter the details and click on and a new request will be generated and

added into ESS landing page with success message as shown in Figure below

— Pay Fixation Listing

Successl Pay Fixation has been submitted successfully.

Figure 4-200: Request Added Successfully
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4.9.5 Dispatch Fixation of Pay

To Dispatch the request submitted by HRMS user the reviewing authority shall click on

to navigate to detail page as shown in Figure below:

Personnel View Attachment
Cadre TEms
Ganeral o Tape Brown 2
Category & Tape White 1
GAaEm o Tumbler Glass

e Tag

o Scale | Ruler

e Stapler Pin Small
Remarks

Items aliocation reguired

Dispateh To

SHEEL & EDLINE TIGGA s

Document Name Supportive Document

Cancel

Figure 4-201: Dispatch Fixation of Pay

Enter the relevant details and perform one of the following actions as a reviewing
authority:

e C(Clickon to open the Action History which reflects the

approval routing for the specific transaction.

e (Click on m to attach a new document in PDF format with a document

name of not more than 5 MB

. Add Reviewer o .
e C(lick on link to open the additional reviewer popup where the

existing reviewing authority can add another reviewer in the line of approval
routing.
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e Click on button to submit the review with details to the
concerned reviewer selected as shown in DISPATCH TO field such that the
transaction is forwarded to the next selected reviewer in the reviewing authority
final reviewer has reviewed the transaction and the same transaction is
forwarded to approving authority for final approval.

e Clickon button to send back the entire transaction directly back
to the User who can resubmit the request with necessary details. The status of
the transaction shall change from Pending Review to Reverted in case any
reviewer or approving authority had reverted the transaction back to the

initiator.
e C(Clickon to navigate back.
= I/ FCIHUMAN RESOURCE MANAGEMENT SYSTEM e o @ A ess B - PARAS PANJWAN| @.

Pay Fixation Review Listing

User Manual Request has been dispatched successfully. %

Video Tutorial

Office Type Office Division Fixation Status

Manager Dashboard All L All Ev3 All RV All L w

Figure 4-202: Fixation of Pay Dispatched

4.9.6 Review Fixation of Pay

To review the request submitted by HRMS user the reviewing authority shall navigate to
Reviewer landing page as shown in Figure below:

2D

= Ni/ FCl HUMAN RESOURCE MANAGEMENT SYSTEM Q e @ Aa ess R & SHEELA EDLINE TIGGA  Jpr
Pay Fixation Review Listing
Office Type Office Division Fixation Status
~ Al ~ Al ~ \l >
Source Of Changes From Date To Date .

~ DO/MMIYYYY =]  oommevyy =3

ho v entries e
Show 10 entries  Export to Search:

Requeast > PFX1221 3 B SONAL GOYAL Other 0170372021 Increment

Appointment and Verification Snowing 1to 1 of 1 entries

ords

Figure 4-203: Pay Fixation Review Listing
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click on = to open the Review form as shown in Figure above:

%}/ FCl HUMAN RESOURCE MANAGEMENT SYSTEM e Aa Q Aa ESS :SD SHEELAEDLINETIGGA J

Review Pay Fixation

R i Pay Scale
221 PAY15
& Mumber Start Basi .
30500
Employes Name End Basic
SONAL GOYAL BEI10OD

Revised Basic
s — || 60000
Rovisod DA
11040

Revised Current HRA

14400
Revised Cafeteria Allowances
15500
R 1 Total Earning
8744 101040
Cafeteria Allowanc oss Earning Difference .
8931
Total Earnings
57845

Enter Remarks

oK
View Actlon History
Reviewer Remarks = .
Document Name Sllpport'we Document
Sttt m “

Add Reviewear

S UM 2 '
Selective Revart |m ||m| i

Figure 4-204: Review Fixation of Pay

Enter the relevant details and perform one of the following actions as a reviewing

authority:
View Action History

approval routing for the specific transaction.

name of not more than 5 MB

e Clickon to open the Action History which reflects the

e (Click on to attach a new document in PDF format with a document

. Add Reviewer o .
e C(lick on link to open the additional reviewer popup where the

existing reviewing authority can add another reviewer in the line of approval
routing.
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. Selective Revert .
e Click on link to open the selective revert popup from where

the reviewing authority can send back the transaction to any reviewer who had
previously reviewed the transaction.

transaction is forwarded to the next reviewer in the reviewing authority or to the

button to submit the review with details such that the

approving authority after final review. The status of the transaction shall change
from Pending Review to Pending Approval once the final reviewer has reviewed
the transaction and the same transaction is forwarded to approving authority for
final approval.

m button to send back the entire transaction directly back

to the User who can resubmit the request with necessary details. The status of

e Click on

the transaction shall change from Pending Review to Reverted in case any
reviewer or approving authority had reverted the transaction back to the
initiator.

— Pay Fixation Review Listing

Successl Request has been reviewed successfully. :

Office Type Office Division Fixation Status

All T Al T Al YAl Y

Figure 4-205: Pay Fixation Review Success
4.9.7 Approve Fixation of Pay
To approve or reject the request forwarded by reviewing authority, the approving

authority shall navigate to Approval page by following the navigation and click on v to
open the Approval page as shown in Figure below
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Office Order

28/02/2021

Approver Remarks

spprover Remark

Document Name Supportive Document

Femnane ) “

Add Reviewer | |Selective Revert pprove || Reject || Cancel

Figure 4-206: Pay Fixation Approval

Enter the relevant details and perform one of the following actions as a reviewing
authority:

View Action History
e Clickon

approval routing for the specific transaction.

n to attach a new document in PDF format with a document

name of not more than 5 MB

Add Reviewer

to open the Action History which reflects the

e (Click on

e C(lick on link to open the additional reviewer popup where the
existing reviewing authority can add another reviewer in the line of approval
routing.

. Selective Revert .
e Click on link to open the selective revert popup from where

the reviewing authority can send back the transaction to any reviewer who had
previously reviewed the transaction.

e C(Click on to give approval on the transaction and On Approval

Landing Page status of the transaction changes from Pending Approval to
Approved as shown in Figure below.

e C(Clickon m to give a rejection on the transaction and the User will not

be able to resubmit the same transaction with updates. On Approval Landing
Page status of the transaction changes from Pending Approval to Rejected.

Cancel

e Clickon to navigate back to Approval Listing Page.
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— Pay Flxation Approve Listing

&l

Citice Type

CHTies Darigic Figntisn S1atus

Figure 4-207: Pay Fixation Approval Success

5 Troubleshooting and Support

5.1.1 Error Messages

In reference to standard error messages that may appear in the application with respect to user
and internet settings, the following status codes may reflect:

S.No. Status Code Description
1 100 Continue Only a part of the request has been received by the server, but as long as it has not been
rejected, the client should continue with the request.
2 200 OK The request is OK.
3 201 Created The request is complete, and a new resource is created
4 202 Accepted The request is accepted for processing, but the processing is not complete.
5 203 Non-authoritative | The information in the entity header is from a local or third-party copy, not from the
Information original server.
6 204 No Content A status code and a header are given in the response, but there is no entity-body in the
reply.
7 205 Reset Content The browser should clear the form used for this transaction for additional input.
8 206 Partial Content The server is returning partial data of the size requested
9 301 Moved The requested page has moved to a new url.
Permanently
10 ;gzi:::;porary The requested page has moved temporarily to a new url.
11 400 Bad Request The server did not understand the request.
12 401 Unauthorized The requested page needs a username and a password.
13 403 Forbidden Access is forbidden to the requested page.
14 404 Not Found The server cannot find the requested page.
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15 405 Method Not The method specified in the request is not allowed.
Allowed
16 406 Not Acceptable The server can only generate a response that is not accepted by the client.
17 408 Request Timeout The request took longer than the server was prepared to wait.
18 409 Conflict The request could not be completed because of a conflict.
19 410 Gone The requested page is no longer available.
20 415 Unsupported The server will not accept the request, because the mediatype is not supported.
Media Type
21 500 Internal Server The request was not completed. The server met an unexpected condition.
Error
22 501 Not Implemented | The request was not completed. The server did not support the functionality required.
23 502 Bad Gateway The request was not completed. The server received an invalid response from the
upstream server.
24 503 Service Unavailable | The request was not completed. The server is temporarily overloading or down.
25 504 Gateway Timeout | The gateway has timed out.
26 505 HTTP Version Not The server does not support the "http protocol" version.
Supported
Table 5-1: HTTP Status Error Codes
5.1.2 Frequently Asked Question
This section shall address some of the frequently asked questions which may arise in the
HRMS application under different circumstances as mentioned in Table 5-2
S.No Circumstance Next Step
1 Unable to Login to HRMS application | Please contact the nodal officer in the HRMS application who shall crosscheck
the roles and permissions assigned in the User Management module. In case
roles are assigned and the issue persists then please drop an email along with
the employee number, employee name and office to hrmssupport.fci@gov.in
2 | am able to access the HRMS Please contact the nodal officer in the HRMS application who shall
application but unable to access crosscheck the roles and permissions assigned in the User Management
respective menu links module. In case roles are assigned and the issue persists then please drop an
email along with the employee number, employee name and office to
hrmssupport.fci@gov.in
3 | am unable to see my profile Please contact the nodal officer, whether the data for the concerned

information in HRMS application

employee has been migrated to HRMS application or not. If the data has not
been migrated, then kindly fill the required form and submit. The information
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for the employee shall be visible in the HRMS within 2 working days. In case
the issue persists then please drop an email along with the employee number,
employee name and office to hrmssupport.fci@gov.in

| am unable to submit a request due
to “Bad API Error”

Please contact the nodal officer in the HRMS application who shall
crosscheck the roles and permissions assigned in the User Management
module. In case roles are assigned and the issue persists then please drop an
email along with the employee number, employee name and office to
hrmssupport.fci@gov.in

| am unable to submit a request due
to “Unauthorized Access Error”

Please contact the nodal officer in the HRMS application who shall
crosscheck the roles and permissions assigned in the User Management
modaule. In case roles are assigned and the issue persists then please drop an
email along with the employee number, employee name and office to
hrmssupport.fci@gov.in

| am unable to open the HRMS
application in my web browser

Go to browser settings and clear the cache. Also to ensure the issue is
resolved, please type %TEMP% using the run command to delete all cookies
permanently. If the issue persists, then contact the nodal officer in the HRMS
application who shall crosscheck the roles and permissions assigned in the
User Management module. In case roles are assigned and the issue persists
then please drop an email along with the employee number, employee
name and office to hrmssupport.fci@gov.in

| am unable to upload the
documents in the HRMS application

Kindly check the file size as the HRMS application restricts document
attachment till 5 MB (Except for Service Book). Also ensure that either .pdf
or .jpeg files are uploaded as these are only supported. If the issue still
persists then please drop an email along with the employee number,
employee name and office to hrmssupport.fci@gov.in

| am a competent authority but
unable to see the review or approval
icon in my listing

Please contact the nodal officer in the HRMS application who shall
crosscheck the roles and permissions along with the process workflow
assigned in the User Management module. In case roles are assigned and the
issue persists then please drop an email along with the employee number,
employee name and office to hrmssupport.fci@gov.in

Unable to open HRMS application in
web browser

Please note that the HRMS application is compatible with the following
browsers only:

e Internet Explorer 11 and above

e Google Chrome ver. 44 and above

e Motzilla Firefox ver. 48 and above

o Safari Browser ver. 5.1.7 and above

In case the issue persists then please drop an email along with the employee
number, employee name and office to hrmssupport.fci@gov.in

10

Unable to install the HRMS mobile
application in Android/iOS mobile

Please note that the HRMS application is compatible with the following
mobile OS versions:

e Android KitKat (Ver. 4.4) and above
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e |0S 12 and above

In case the issue persists then please drop an email along with the employee
number, employee name and office to hrmssupport.fci@gov.in

11

| am unable to see the required
information in the dropdowns and
filters of HRMS application

The issue that the intended information is not available for data entry might
be because:

e Permission or Role not assigned for the employee.

e Information has not been migrated into the HRMS application

e Information has been modified after scheduled maintenance of HRMS
application

Please contact the nodal officer in the HRMS application who shall
crosscheck the roles and permissions along with the process workflow
assigned in the User Management module. In case roles are assigned and the
issue persists then please drop an email along with the employee number,
employee name and office to hrmssupport.fci@gov.in

12

Information visibility as per
organization hierarchy

Employee posted in HQ shall be able to view the information of all employees
posted in different FCl offices till DO level. However an employee posted in a
Z0 would only be able to view the details of all ROs and Dos falling within that
zone. Similarly an employee posted in the RO office would only be able to
access the information of all Dos falling within that RO. Finally a specific DO
employee would only be able to see the information pertaining to the
respective DO itself.

Please crosscheck with the nodal officer in the HRMS application who shall
crosscheck the roles and permissions along with the process workflow
assigned in the User Management module. In case roles are assigned and the
issue persists then please drop an email along with the employee number,
employee name and office to hrmssupport.fci@gov.in

13

| am unable to generate an eSign or
apply digital signature as a
competent authority

Please send an email along with the employee number, employee name and
office to hrmssupport.fci@gov.in as eSign/Digital Signature credentials and
any technical discrepancies related to the same shall be fixed.

14

Unable to export or print the
information in the HRMS Application

Please ensure that MS Office with latest updates is installed in the system
and print settings are set to “Default”. In case the issue persists then please
drop an email along with the employee number, employee name and office
to hrmssupport.fci@gov.in

15

Biometric device is unable to
recognize employee fingerprint.

To ensure that the employee does not lose any attendance, the HRMS
application provides the “Attendance Regularization” feature via which
attendance can be modified to “Present Status” based on the request made
by the employee. However, in case the issue persists, then kindly contact the
nodal officer for resetting the fingerprint and initiate a fresh fingerprint
registration using the biometric device w.r.t. the employee number. In case
the approach does not work, then kindly drop an email along with the
employee number, employee name and office to hrmssupport.fci@gov.in
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16

The leave details in the HRMS
application is incorrect

There can be circumstances that the migrated information from Service Book
to HRMS application might be incorrect or undefined under rare
circumstances. However, in such cases the “Leave Updation” process
provided by the HRMS application shall allow the Personnel Division to update
the Leave balance of the employee. In case the approach does not work, then
kindly drop an email along with the employee number, employee name and
office to hrmssupport.fci@gov.in

17

Unable to generate MPIN for HRMS
Mobile Application

Please crosscheck your mobile number that has been provided during the
migration of information as the HRMS mobile application would verify the
user based on SMS using OTP. In case the details are correct and the issue
persists, then kindly drop an email along with the employee number,
employee name, mobile number and office to hrmssupport.fci@gov.in

18

Unable to view my scanned service
book in HRMS application

There can be circumstances that the migrated information and the scanned
service book have not been linked in the HRMS during data migration. If so
then kindly drop an email along with the employee number, employee name,
mobile number and office to hrmssupport.fci@gov.in

19

| have setup a new DOP, but it is not
reflecting in the system.

Please contact the nodal officer in the HRMS application who shall crosscheck
the roles and permissions assigned in the User Management module. In case
roles are assigned and the issue persists then please drop an email along with
the employee number, employee name and office to hrmssupport.fci@gov.in

20

| have lost/damaged my mobile or
PC.

In the event an employee has lost his mobile or damaged the PC, then the
event is to be immediately informed to hrmssupport.fci@gov.in, so that the
user profile could be made inactive preventing unauthorized access and
protect sensitive information related to FCl work procedures.

Table 5-2: Troubleshooting and Next Steps

e |[ssues identified and formally received shall be addressed swiftly as per the support matrix.

e Corrections and improvements to the HRMS application shall be disbursed based on

application updates which shall be performed during system maintenance, to ensure

employees can work during the operating hours.

e HRMS mobile application shall receive regular updates only in the event of any reported

issues which have been fixed.

6 Helpdesk

Please contact us on: support-hrms@kelltontech.com for more information/help.
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