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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 Compensation and Benefit 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 

¶ Serve as a standard document for FCI employees to gain experience in adopting the 

HRMS 

¶ Provide comprehensive details about working on different Compensation and Benefit 

processes and managing exceptions and alerts as per different processes. 

o Reveal the user experience for working with the HRMS and act as a reference 

for users to reinforce working tactics with the HRMS as per requirement.  

1.2 Target Audience 

FCI Officers and FCI Employees 

2 Overview 
The process area of Compensation and Benefits houses the employee benefits 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 Getting Started 

3.1 Set Up Consideration 

OS Compatibility: Microsoft Windows 7 and above 

Browsers Supported: IE 9, 10+, Firefox 3.6+, Chrome 12+ on Windows, Firefox 3.6+, and 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) 

Minimum Software Requirements: IE 9, 10+ Firefox 3.6+, Chrome 12+ on Windows,  

Firefox 3.6+, Safari 4+ on Mac 10.5.7+ 

3.2 Know Your Icons 

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

Icons Descriptions 

 
It will allow editing a record. 
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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 
ƴŜǿ ƧƻƛƴŜŘ ŜƳǇƭƻȅŜŜΩǎΦ 

 
It will allow viewing the uploaded document. 

 
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 
ŀƭƭƻǿ ǘƘŜ ǳǎŜǊ ǘƻ άƴŀǾƛƎŀǘŜέ ŀƴŘ άǇŜǊŦƻǊƳέ ǘƘŜ ƴŀǘǳǊŜ ƻŦ ǇǊƻŎŜǎǎŜǎ ŀǎ ǇŜǊ ǘƘŜ ŘŜƭŜƎŀǘŜŘ ǇƻǿŜǊΦ 
 

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) 
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3.4 Accessing the system / System Organization and Navigation (Login, ESS and MSS) 
¶ User shall access the HRMS application as per the shared website address (URL) and 

provide the credentials in the form Login ID (Employee Number) and Password as 

shared by FCI Computer/IT section as shown in Figure 3-1 

 

Figure 3-1 Login Screen 

¶ Enter Login credentials, Captcha (Enter number here as shown in Figure 3-1) and Click on to 

Log in to the system.  

¶ Post Login, employee will land on the Home Page as shown in Figure 3-2 
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Figure 3-2 Home Page 

¶ 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 ς Employee Dashboard as shown in Figure 3-3 



FCI HRMS  

User Manual Version 0.1  

Copyright © 2020 HRMS All Rights Reserved to FCI 
Page 25 of 278 

 

Figure 3-3 ESS - Employee Dashboard  

¶ If 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 ς Manager Dashboard as shown in Figure 3-4. 
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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  to log out of the system as shown in Figure 3-5 
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Figure 3-5 : Logout 

¶ The user shall navigate to Login Page as shown in Figure 3-1 on successful log out. 

¶ An employee shall automatically logout from the application if it remains idle due to 

inactivity for a longer period of time (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. 

¶ Access token Lifespan ς 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. 

¶ 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. 
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4 Using the System 

Compensation and benefits are the results or rewards that the employees receive in return for 
their work. Compensation and benefits in FCI include payments like PLI, overtime allowance, 
wage revision policy inclusions, retirement grants, leave encashment and various types of 
reimbursements and claims. The compensation part will deal with updating the pay components 
of the employees that is used to process their salaries via payroll management. 

4.1 Travel Allowance-Mode/Class 

Travel Allowance-Mode/Class Master is a list of configured rules for applicable mode of travel 
based on the Office/Grade/Designation. The user can also configure the new rules based on 
Office/Grade/Designation 

4.1.1 Navigation 

Left Navigation: Compensation and Benefits >>Masters >> Travel Allowance-Mode/Class 

4.1.2 SLA 

NA 

4.1.3 Landing Page 

HRMS administrator shall traverse the navigation as mentioned in Section 4.1.1 to reach the 
Travel Allowance-Mode/Class Master Landing Page as shown in Figure 4.1  
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Figure 4-1: Travel Allowance-Mode/Class Master 

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

¶ Click on  to apply the available filters.  

¶ Click on to export the table records in Excel or PDF as 

per table columns. 

¶ 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 to navigate table records 
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¶ Click on to add a new record in the table as 

mentioned in Section 4.1.4 ς Add travel Allowance- Mode/Class. 

¶ Click on to edit an existing record in the table as mentioned in Section 4.1.5 ς 

Edit Travel Allowance-Mode/Class. 

4.1.4 Add Travel Allowance-Mode/Class 

Click on to open the Add Travel Allowance- Mode/Class as 
shown in Figure 4-2  

 

 

Figure 4-2: Add Travel Allowance-Mode/Class 

Enter the details and click on such that a success message will be shown in 
the Travel Allowance-Mode/Class Master Landing Page for addition of a new record in the 
table as shown in Figure 4-3 
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Figure 4-3: New Travel Allowance-Mode/Class Added 

4.1.5 Edit Travel Allowance- Mode/Class 

Click on to open Edit Travel Allowance- Mode/Class as shown in Figure 4-4 
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Figure 4-4: Edit Travel Allowance- Mode/Class 

Enter the details and click on  such that a success message will be shown in the 
Travel Allowance- Mode/Class Master Landing Page for updating the existing record in the 
table as shown in Figure 4-5 

 

Figure 4-5: Existing Travel Allowance Detail Updated 
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4.2 Travel Allowance-Expense 

Travel Allowance Expense Master is a list of configured rules for travel allowance expense 
limit grade-wise and designation-wise. The user can also configure the new rules for travel 
expense limit based on grade-wise and designation-wise. 

4.2.1 Navigation 

Left Navigation: Compensation and Benefits >>Masters >> Travel Allowance-Expense 

4.2.2 SLA 

NA 

4.2.3 Landing Page 

HRMS administrator shall traverse the navigation as mentioned in Section 4.2.1 to reach the 
Travel Allowance-Expense Master Landing Page as shown in Figure 4-6  
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Figure 4-6: Travel Allowance-Expense Master 

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

¶ Click on to apply the available filters.  

¶ Click on to export the table records in Excel or PDF as 

per table columns. 

¶ Click on to enter a search query that shall 

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

entries. 

¶ Click on to navigate table records 

¶ Click on to add a new record in the table as 

mentioned in Section 4.2.4 ς Add travel Allowance- Expense. 

¶ Click on to edit an existing record in the table as mentioned in Section 4.2.5 ς 

Edit Travel Allowance-Expense. 

4.2.4 Add Travel Allowance-Expense 

Click on to open the Add Travel Allowance- Expense as 
shown in Figure 4-7 

 

 

Figure 4-7: Add Travel Allowance-Expense 

Enter the details and click on such that a success message will be shown in 
the Travel Allowance-Expense Master Landing Page for addition of a new record in the table 
as shown in Figure 4-8 
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Figure 4-8: New Travel Allowance-Expense Added 

4.2.5 Edit Travel Allowance- Expense 

Click on to open Edit Travel Allowance- Expense as shown in Figure 4-9 
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Figure 4-9: Edit Travel Allowance- Expense 

Enter the details and click on  such that a success message will be shown in 
the Travel Allowance- Expense Master Landing Page for updating the existing record in the 
table as shown in Figure 4-10 
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Figure 4-10: Existing Travel Allowance-Expense Detail Updated 

4.3 Annual Increment 

In the Annual Increment Master the user can configure the centralized percentage Annual 
Increment based on which employees salary break-up shall get affected at the time of 
Annual Increment. 

4.3.1 Navigation 

Left Navigation: Compensation and Benefits >>Masters >> Annual Increment 

4.3.2 SLA 

NA 
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4.3.3 Landing Page 

HRMS administrator shall traverse the navigation as mentioned in Section 4.3.1 to reach the 
Annual Increment Master Landing Page as shown in Figure 4.11 

 

Figure 4-11: Annual Increment Master 

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

¶ Click on to apply the available filters.  

¶ Click on to export the table records in Excel or PDF as 

per table columns. 
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¶ 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 to navigate table records 

¶ Click on  to add a new record in the table as mentioned 

in Section 4.3.4 ς Add Annual Increment. 

¶ Click on to edit an existing record in the table as mentioned in Section 4.3.5 ς 

Edit Annual Increment. 

4.3.4 Add Annual Increment 

Click on to open the Add Annual Increment as shown in Figure 4-
12 

 

 

Figure 4-12: Add Annual Increment 

Enter the details and click on such that a success message will be shown in 
the Annual Increment Master Landing Page for addition of a new record in the table as 
shown in Figure 4-13. 
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Figure 4-13: New Annual Increment Added 

4.3.5 Edit Annual Increment 

Click on to open Edit Annual Increment as shown in Figure 4-14 

 

Figure 4-14: Edit Annual Increment 

Enter the details and click on  such that a success message will be shown in 
the Annual Increment Master Landing Page for updating the existing record in the table as 
shown in Figure 4-15 
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Figure 4-15: Existing Annual Increment Detail Updated 

4.4 Stagnation Increment 

In the Stagnation Increment Master the user can configure the policy for Stagnation Increment 
based on the FCI policy. 

4.4.1 Navigation 

Left Navigation: Compensation and Benefits >>Masters >> Stagnation Increment 

4.4.2 SLA 

NA 

4.4.3 Landing Page 

HRMS administrator shall traverse the navigation as mentioned in Section 4.4.1 to reach the 
Stagnation Increment Master Landing Page as shown in Figure 4.16 
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Figure 4-16: Stagnation Increment Master 

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

¶ Click on to apply the available filters.  

¶ Click on to export the table records in Excel or PDF as 

per table columns. 

¶ 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 to navigate table records 
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¶ Click on to add a new record in the table as 

mentioned in Section 4.4.4 ς Add Stagnation Increment. 

¶ Click on to edit an existing record in the table as mentioned in Section 4.4.5 ς 

Edit Stagnation Increment. 

4.4.4 Add Stagnation Increment 

Click on to open the Add Stagnation Increment as shown in 
Figure 4-17 

 

Figure 4-17: Add Stagnation Increment 

Enter the details and click on such that a success message will be shown in 
the Stagnation Increment Master Landing Page for addition of a new record in the table as 
shown in Figure 4-18. 
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Figure 4-18: New Stagnation Increment Added 

4.4.5 Edit Stagnation Increment 

Click on to open Edit Stagnation Increment as shown in Figure 4-19 

 



FCI HRMS  

User Manual Version 0.1  

Copyright © 2020 HRMS All Rights Reserved to FCI 
Page 46 of 278 

Figure 4-19: Edit Stagnation Increment 

Enter the details and click on  such that a success message will be shown in 
the Stagnation Increment Master Landing Page for updating the existing record in the table 
as shown in Figure 4-20. 

 

Figure 4-20: Existing Stagnation Increment Detail Updated 

4.5 Stagnation (SIAS) Increment 

In the Stagnation (SIAS) Increment Master the user can configure the policy for Stagnation 
(SIAS) Increment based on the FCI policy. 

4.5.1 Navigation 

Left Navigation: Compensation and Benefits >>Masters >> Stagnation (SIAS) Increment 

4.5.2 SLA 

NA 

4.5.3 Landing Page 

HRMS administrator shall traverse the navigation as mentioned in Section 4.5.1 to reach the 
Stagnation (SIAS) Increment Master Landing Page as shown in Figure 4.21 
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Figure 4-21: Stagnation (SIAS) Increment Master 

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

¶ Click on to apply the available filters.  

¶ Click on to export the table records in Excel or PDF as 

per table columns. 

¶ 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. 
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¶ Click on to navigate table records 

¶ Click on to add a new record in the table as 

mentioned in Section 4.5.4 ς Add Stagnation (SIAS) Increment. 

¶ Click on to edit an existing record in the table as mentioned in Section 4.5.5 ς 

Edit Stagnation (SIAS) Increment. 

4.5.4 Add Stagnation (SIAS) Increment 

Click on  to open the Add Stagnation (SIAS) Increment 
as shown in Figure 4-22 

 

Figure 4-22: Add Stagnation (SIAS) Increment 

Enter the details and click on such that a success message will be shown in 
the Stagnation (SIAS) Increment Master Landing Page for addition of a new record in the 
table as shown in Figure 4-23. 
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Figure 4-23: New Stagnation (SIAS) Increment Added 

4.5.5 Edit Stagnation (SIAS) Increment 

Click on to open Edit Stagnation (SIAS) Increment as shown in Figure 4-24 
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Figure 4-24: Edit Stagnation (SIAS) Increment 

Enter the details and click on  such that a success message will be shown in 
the Stagnation (SIAS) Increment Master Landing Page for updating the existing record in 
the table as shown in Figure 4-25. 

 

Figure 4-25: Existing Stagnation (SIAS) Increment Detail Updated 
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4.6 Higher Study Incentive Increment 

In the Higher Study Incentive Increment Master the user can configure the policy of higher 
study incentive increment based on which the employee shall be able to request for Higher 
Study Incentive Increment. 

4.6.1 Navigation 

Left Navigation: Compensation and Benefits >>Masters >> Higher Study Incentive Increment 

4.6.2 SLA 

NA 

4.6.3 Landing Page 

HRMS administrator shall traverse the navigation as mentioned in Section 4.6.1 to reach the 
Higher Study Incentive Increment Master Landing Page as shown in Figure 4.26 
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Figure 4-26: Higher Study Incentive Increment Master 

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

¶ Click on to apply the available filters.  

¶ Click on to export the table records in Excel or PDF as 

per table columns. 

¶ Click on to enter a search query that shall 

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

entries. 

¶ Click on to navigate table records 

¶ Click on  to add a new record in the table 

as mentioned in Section 4.6.4 ς Add Higher Study Incentive Increment. 

¶ Click on to edit an existing record in the table as mentioned in Section 4.6.5 ς 

Edit Higher Study Incentive Increment. 

4.6.4 Add Higher Study Incentive Increment 

Click on  to open the Add Higher Study Incentive 
Increment as shown in Figure 4-27. 

 

Figure 4-27: Add Higher Study Incentive Increment 

Enter the details and click on such that a success message will be shown in 
the Higher Study Incentive Increment Master Landing Page for addition of a new record in 
the table as shown in Figure 4-28. 
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Figure 4-28: New Higher Study Incentive Increment Added 

4.6.5 Edit Higher Study Incentive Increment 

Click on to open Edit Higher Study Incentive Increment as shown in Figure 4-29. 


































































































































































































































































































































































































































































