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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 automaté manual and
repetitive tasks. This, in turn, also frees up the time which can then be used to address more
strategic, businessritical tasks. This document is intent to contain the working and usability
descriptions related to theCompensation and Befit processes identified and documented in
System Requirement Specification documenthe form of a user manual

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

1 Serve as a standard document for FCI employees toegquarience in adopting the
HRMS
1 Provide comprehensive details about working on different Compensation and Benefit
processes and managing exceptions and alerts as per different processes.
0 Reveal the user experience for working with the HRMS and act asrameé
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 apphtion 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 raisesst requ
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 CompatibilityMicrosoft Windows 7 and above

Browsers SupportedtE 9, 10+, Firefox 3.6+, Chrome 12+ on Windows, Firefox 3.6+, and Safari
4+ on Mac 10.5.7+

Minimum Hardware RequirementSCPUs Intel iRAM 8GBDisk Storage 164GB (64GB for
File Storage, 100GB for database storage)

Minimum SoftwareRequirementsiE 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 lealveen used in HRMS application

Icons Descriptions
4 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 forr

QoK H

It will allow processing a request like Annual Increnadrthe
employee.

It will allow defining the employee compensation i.e. salary braalof
ySs 22AYySR SYLX228S5S8SQao

It will allow viewing the uploaded document.

+

)

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

Table3-1 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 ManageREuess
(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 $&eces

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

Table3-2: 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 &lele 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. €huser permissions as described in Table 2 combines with user roles to

Fff26 GKS dzaSNJ (2 aylF @A3aFriSé FyR AGLISNF2NXY¢ (GKS
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

Table3-3 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)
9 User shall acceshke 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 Figtire 3

MY kcinrMs

Sign into your Account Download User manual

LoginID :

284908

Forgot Password?

’a 3 ,_;'a) l Password :
‘,— ........ ®
3 A,
T Lol
897267 =
Enter Captcha As Shown Above

‘ Cardex Application Link

Figure3-1Login Screen

1 Enter Login credentials, Captcha (Enter number here as shown in Figiuend Click omto

Log in to the system.
91 Post Login, employee will land on the Home Page as shown in Figure 3
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“éf FCl HRMS Aa Aa  Aa m Mss I? Hi. AMIT KUMAR %,

HAPPY NEW YEAR 2021 @ @

Welcome AMIT KUMAR

>

Dashboard Attendance > Reimbursement

AR Hir

Connect+ Training Policies And Circulars —

9 il

Directory Performance

Copyright @ 2020 Food Corporation of India | Powered by Konnect (Kellton Tech)

Figure3-2 Home Page

1 Based on the user credentials and permissions assigned to the employee, an employee shall
be able to access the Employee Self Service by clickingetstgboardink as shown in Figure
3-2 to land on the ESSEmplo/ee Dashboard as shown in Figurd 3
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x‘gf’ FCl HRMS Aa Az Aa m n? AMIT KUMAR \i

~

Home X E-Notice = My Pending Requests

User Manual & testis uploaded

EQUEST IC REQUEST NAME
My Dashboard e Common Leave Policy For CAT - Il is uploaded CR45 Local Travel Allowance Request
R . e New HOA 2828 for claims against Income Tax Department fo LBD83 LTC-Bharat Darshan/Hometown/Encashment =
TDS refund is uploade
{ISTUDIES7S Higher Studies Reguest
Core HR
& New Circular is uploaded
ERLS268 Medical Authorization For Service Employee
Compensation and Benefits e This is for New Test D uploaded
s 15 for ew fest Dec s uploaded - CBFG64 Benevolent Fund Recquest
Performance Management
Leave Management 4 Happy Birthday!!
My Time My Team My Reimbursements and Claims Policies and Circular:
Payroll ' MANENDRA
PRASAD GUPTA
Employee Relations ’ JANUARY 2021
Talent Management 20 Guru Govind
JAN - Singh's Birthday
Learning and Development 27 o8 2g 30 ET 1 >
| Absent Week- Attendance =
Off
Connect +
3 a 5 6 7 8 g Last In/Out Time
Policies and Circulars Week- Going Week- | Absent Week- Week- Week-
Off out of off Off off off
Station Check In Check Out
Retirement Benefit Calculator Going 18:47-00 17:47:00
out of ) i
Station 10 December, 10 Decemper,
_ o 2020 2020
10 n 12 13 14 15 16
Week- I Absent I Absent Week- I Absent I Absent I Absent T
Legends
@ Leave @@ Today @@ Absence Weekends @ Attendance

Holiday @@ Late Coming

Figure3-3 ESS Employee Dashboard

9 If an employee has been assigned the roles and responsibilities of a manager or competent
authority, then by clicking th&1SSlink on the top right corner of the HRMS application as
shown in Figure 2, the employee with the permissions of a manager shall navigate to the
MS&; Manager Dahboard as shown in Figure43
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£ FClIHRMS Aa Aa A ESS p AMIT KUMAR
\ o e D »

Reminders For Pending Requests To-Do-List

Due Today

No Record found
User Manual
Due Date Approaching

Manager Dashboard Due Date Expired |
Talent Management

Core HR

Leave and Attendance

Performance Management

Calender Biometric
JANUARY 2021 Team Organizatic
Compensation and Benefit -| Sl
Payroll
Talent Acquisition 27 28 29 30 31 1 2
|Ab:.en[ Week- m Fresent
of Absent
Learning and Development W OnLeave
3 4 5 6 7 8 9
_ Week- Going Week- | Absent Week- Week- Week-
Employee Relation v off out of off off off off
Station
Going
out of
Station
L3
PRESENT ABSEN ON LEAVE
10 1 12 13 14 15 H
week- | absent labsent || week- |l absent | absent [[Absent |~ N 13 N
Legends
@ Leave @ Today @ Absence Weekends (@ Attendance

Holiday @ Late Coming

(Kellton Tech)

Figure3-4 ManagerDashboard

3.5 Exiting the System

When the employee would like to exit from the HRMS application, then employee shall click
on S19n OUt 44 |0g out of the system as shown in Figurs 3
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FClI HRMS Aa Aa Aa Mss & HiAMIT KUMAR
W = >
f AMIT KUMAR
Employee 1D : 280572
Division : Personnel
Welcome AMIT KUMAR Preferred Language English

My Profile

S|

Dashboard Attendance

Change Password

=

aa

Connect+ Training Policies And Circulars —

j;ﬁﬁ

Directory Performance

Copyright @ 2020 Food Corporation of India | Powered by Kennect (Kellton Tech)

Figure3-5: Logout

1 The useshall navigate to Login Page as shown in Figdr@R successful log out.
1 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 Logiare 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 senegadation

to validate the user credentials. The login activity has few timeout settings as illustrated
below.

1 Access token Lifespag These is the setting for capturing the lifespan of Access
token before it gets expired. Before access token gets expinedrash 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.

1 SSO Session IldieThese is the setting for time a user session can be idle before it
gets expired. Default iesto 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 paymekesBHLI, 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 trsafaries via payroll management.

4.1 Travel AllowancéMode/Class

Travel AllowancéMode/Class Master is a list of configured rules for applicable mode of travel
based on the Office/Grade/Designatiohhe user can also configure the new rules based on
Office/Grade/Designation

4.1.1 Navigation

Left Navigation:Canpensation and BenefitsSMasters>>Travel AllowancéMode/Class
4.1.2 SLA

NA
4.1.3 Landing Page

HRMS dministrator shall traverseghe navigationas mentioned in Section 4.1t& reachthe
Travel Allowancéode/ChssMaster Landing Page as shown iiguFe 4.1
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= NKi# FCIHRMS s aa Aa ess 3 P AMITKUMAR
£ &

Travel Allowance-Mode/Class

Office Type Office Name: Grade Designation
Al v Al ~ Al v A ~
Mode Of Travel Class Is Active Effective Date
Al ~ v Al ~ Al w
‘ Add Travel Allowance-Mode/Class I
h v
Assistant
1 HO HG-Delhi E-2 General By Bus AC Bus 09/01/2021 N LY Active
Manager
IES, Assistant
. 2 By Aif ‘conomy 25/01/202 cumer mber ? ctivi
IFS CURGAON E-2 General By Air Economy 5/01/2021 DocumentNumber 3 inactive
Manager
Do Assistant
Do BANDERDEwA B2 General By Train ACHTler  01/01/2021 s Y Inactive
Manager
»
R :l

Figure4-1: Travel AllowanceMode/Class Master

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

1 Click orm to apply the available filters.

: Exce PDF Print :
1 Click on to export the table records in Excel BDFas
per table columns.
Search:
1 Click on to enter a search query that shall

search the table records.
1 Click on to sort the table records in ascending order or descending ooder
entries.

1 Clickor to navigate table records
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- -
M Click on to add a newrecord in the tabk as

mentioned in Section 4.4 ¢ Addtravel AllowanceMode/Class

1 Click or (£ to edit an existingecordin the tade as mentioned in Section 45l
EditTravelAllowanceMode/Class

4.1.4 AddTravel Allowancélode/Class

-
Click orl to open the AddTravel AllowanceMode/Classas

shown in kgure 42

X§/ FCIHRMS ra A s ess B3 ,P AMITKUMAR i
. &

Add Travel Allowance-Mode/Class

Office Type * Office Name * Grade * Designation *

HQ v HQ-Deln v §-5 v Assistant Grade - I| ~

Made Of Travel * Class * Effective Date * Reference Document Number *

By Air v Business/Club Class v 0111172021 C] Reference Document Number
nce Document * .

Figure4-2: Add Travel AllowanceMode/Class

Enter the details and click c“such that a success message will be shown in
the Travel AllowancdMode/ClassMaster Landing Pager addition of a new record in the
table as shown in Figure-3
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0
= y FClI HRMS A Aa Aa ESS o AMIT KUMAR
\W/ - s =

Success! Travel Allowance Mode Class has been added successfully

Travel Allowance-Mode/Class

Office Type Office Name Grade Designation
N All v v All ~ E
Mode Of Travel Class Is Active Effective Date
Core HR
Al v ~ Al v Al ~

Add Travel Allowance-Mode/Class

Show 10 w entries Exportto:

Search
D TR TR @D CEIImT) . CCRE . @ ik L —
Travel Allowas Assistant
B Clut
1 HO HORS 55 Grade Il By Air U“;‘:E'SS’ “° ow0z2r2021 Circular 5 ?
(Personnel)
Assistant
2 RO gammﬂ E-1 ;Z’;:gr By Train AC 1 Tier 08/10/2020 Wage Revision Q E
{Personnel)
General
RO Business/Club .
3 RO COWALAT] E-2 Manager By Air o 01/10/2020 Demo %
(Region)
Assistant
4 HQ HORS £ Grade Il By Train AC Il Tier 23/09/2020 Ff ?
(Personnel)
Ceiling Maint Assistant
5 Ha HGRS s-4 Grade | By Train AC Il Tler 04/02/2021 REF D12@FCIZZ LY
{Personnel)
ommodation
6 HO HORS 56 Managing By Bus Non- AC Bus 01/01/2021 Ref D12@FCI Y
Director

Showing 1t 6 of 6 entries

Talent Act

Learning and

Empl

Figure4-3: New Travel AllowanceMode/ClassAdded

4.1.5 EditTravel AllowanceMode/Class

Click or (£ to open EdifTravel AllowanceMode/Classas shown in Figure-4
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= Wi/ FCIHRMS s A2 Aa  ESS w?
-

Edit Travel Allowance-Mode/Class

Office Type * Office Name * Grade * Designation *
HQ v HQ-Deln v S5 v Assistant Grade - Il v
Mode Of Travel * Class * Effective Date * Reference Document Number *
By Air v Business/Club Class v 01111202 E Reference Document Number
Reference Document *  Attachment Is Active * E
m o M

m e

sensation and Benefit

Figure4-4: EditTravel AllowanceMode/Class

. , Update : .
Enter the details and click ¢ such that a success message will be shown in the
Travel AllowanceMode/ClassMaster Landing Page for updating the existing record in the
table as shown in Figure5!

= Y FClI HRMS Aa Aa  Aa ESS ? AMIT KUMAR
W/ s |

Success! Travel Allowance Mode Class has been updated successfully

Travel Allowance-Mode/Class

Office Type Office Name: Grade Designation
Al v Al v All v All v
Mode Of Travel Class Is Active Effective Date
A “ v Al ~ Al v
Get Results
Performa
Add Travel Allowance-Mode/Class
Show 10 v entries Exportto: & PDF Search:
— —— e REFERENCE DOCUMENT R
FIC AVEL CLASS EFFECTIVE DATE I REFERENCE
Assistant
Business/Club
1 HQ HQRS §-5 Grade Il By Air Class ' 01/02/2021 Circular 5 @
(Personnel)
Assistant
RO General . . N
2 RO GUWAHATI E-1 Manager By Train AC 1 Tier 08/10/2020 ‘Wage Revision ¥
(Personnel)
General
RO Business/Club
; > N / 0 @
[ 3 RO CUWAHATI E-2 Manager By Air Class 01/10/2020 Demo ?
(Region)
Assistant
4 HQ HQRS E-1 Grade Ill By Train AC Il Tler 23/09/2020 Ff Q@
(Personnel)
Ceiling Maintenance Assistant
5 HQ HQRS S-4 Grade | By Train AC Il Tler 04/02/2021 REF D12@FCIZZ Q@
(Personnel)
e 6 Ha HQRS 56 B’:?;':lgo‘:'g By Bus Non- AC Bus 01/01/2021 Ref D12@FCI Q

Figure4-5: ExistingTravel AllowanceDetail Updated
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4.2 Travel Allowancé&xpense

4.2.1

4.2.2

4.2.3

Travel Allowance Expense Master is a list of configured rules for travel allowance expense
limit gradewise and designatiowise.The wser can also configure the new rules for travel
expense limit based on gradeise and designaticwise.

Navigation

Left Navigation:Compensation and Benefits >>Mart >> Travel Allowandexpense
SLA

NA

Landing Page

HRMS administrator shall traverse the navigation as mentioned in Section 4.2.1 tdahreach
Travel Allowancé&xpense Master Landing Page as showiginr& 46
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= Wi FCIHRMS s ha ma ess 3 ,P AMITKUMAR
. &

Travel Allowance-Expense

Office Type Office Name: Grade Designation

Al v Al ~ Al v

Expense Type Eligibility Type Natural Account Is Active

v
Add Travel Allowance-Expense

20 (NORTH Assistant
1 20 EAST) E1 General Car Actual _ 2716 05/02/2021 Wage Revision !
GUWAHATI Manager
IES, Assistant
2 IFs BURGAON £-2 General DA Actual 2715 01/0112021 ADD
Manager
Assistant
3 HQ HQ-Delhi E-3 General Train Actual _ 2719 22/12/2020 Rd 3
Manager
. Assistant
4 C - - a al ctua 216 04/12/2020 cz
a Do DAeUR E3 General Train Actual _ 2716 04/12/202¢
Manager
s HO HQ-Dehi ) éu'_?"" Train Limit 10000 2119 1011212020 s 2 E

Figure4-6: Travel AllowanceExpense Master

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

1 Click oro apply the available filters.

: Exce PDF Prin -
1 Click on " to export the table records in Excel BDFas

per table columns.

Search:
1 Click on to enter a search query that shall
search the table records.
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1 Click on  to sort the table records in ascending order or descending oader
entries.

. Previous 1 Mext .
9 Clickor to navigate table records

- .
M Click on to add a newrecordin the tabk as

mentioned in Section 4.2 ¢ Add travel AllowanceExpense

1 Click or (£ to edit an existingecordin the tade as mentioned in Section 45X
EditTravelAllowanceExpense

4.2.4 Add Travel AllowaneExpense

-
Click o to open the Add Travel AllowancExpense as

shown in Figure ¥

\i/ FClIHRMS Aa Aa Aa ESS m P AMIT KUMAR $

Add Travel Allowance-Expense
Office Type * Office Name * Grade * Designation *

HQ v HO-Deln ~ §5 v Assistant Grade - || ~

Expense Type * Eligibility Type * Natural Account * Effective Date *

‘Submit Cancel

Figure4-7: Add Travel Allowanc&xpense

Enter the details and click cmsuch that a success message willd®wn in
the Travel Allowanc&xpenseéMaster Landing Page for addition of a new record in the table
as shown in Figure-8
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FClI HRMS Aa Aa Aa ESS m 9 AMIT KUMAR

Success! Travel Allowance Expense has been added successfully

Travel Allowance-Expense

n
-
i

Office Type Office Name Grade Designation
N All v v All ~ E
Expense Type Eligibility Type Natural Account Is Active
Core HR
Al v Al v Al v Al ~

Add Travel Allowance-Expense

Show 10 v entries Exportto: Search

S.NO. OFFICE TYF GRADE DESIGN N XPENSE TYPE ELIGIBILITY TYPE AMOUN

QUNT EFFEC DA

Assistant
1 HQ HQRS E-4 Grade | DA Actual 2715 05/02/2021
(Personnel)

Expen

Executive
2 HQ HQRS E-1 Director Hotel Actual — 2715 06/02/2020 E
(Personnel)
Executive
3 HQ HQRS E1 Director Hotel Actual
(Personnel)

— 2715 05/02/2020

Executive
0o !

x 12/
4 Do BANDERDEWA E-1 Director Train Limit 1200 2719 02/12/2020
(Personnel)

Increment

Executive
HQ HQRS E1 Director Hotel Actual 10 2715 02/02/2020
(Personnel)

@

Executive
6 Do DO DIMAPUR E-4 Director DA Actual
(Zone)

— 2718 09/10/2020

General
7 Do DO SHILLONG E-5 Manager Car Actual 250 2716 23/08/2020
(Zone)

General
8 HQ HQRS E-3 Manager Train Actual
(Personnel)

Deputy E

E] IFS IFS, GURGAON E6 General Car Actual 5000 2713 01/06/2021
Manager

(Personnel)

— 2719 10/10/2020

neral
RO, Gene

10 RO BHUBANESWAR E-1 r[\g:w‘a;?er Hotel Actual — 277 01/03/2021

Showing 11te 10 of 15 entries

1 2 Mext

Figure4-8: New Travel Allowanc&xpenseAdded

4.2.5 Edit Travel Allowancdxpense

Click or (£ to open Edit Travel AllowaneExpenseas shown in Figure-4
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N/ FCIHRMS M Aa Aa ESS m?

Edit Travel Allowance-Expense

Office Type * Office Name * Grade * Designation *
v HQ-Deh v 87 v Head Watchman v
Expense Type * Eligibility Type * Natural Account *
Train v Awal v e v
Effective Date * Reference Document Number * Reference Document *  Att Is Active *
@ i m e Y

m o

Figure4-9: Edit Travel AllowanceExpense

Update

Enter the details and click such that a success message will be shown in
the Travel AllowanceExpenséMaster Landing Page foipdating the existing record in the
table as shown in FigureXD
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= 8/ FCI HRMS Aa Az Aa ESS £ AMIT KUMAR
\W =

Success! Travel Allowance Expense has been updated successfully

Travel Allowance-Expense

Office Type Office Name Grade Designation

v Al v All v Al v

Expense Type Eligibility Type Natural Account Is Active
A v Al v All v All v

and Attendance

Get Results

Add Travel Allowance-Expense

how v entri :
Sho 10 entries  Export to Search

YPE OFFICE NAM RA DESIGNATION XPENSE TYF ELIGIBILITY TYPE AMOUNT NATURAL ACCOUNT FFECTIVE DATE

Assistant
1 HQ HQRS E-4 Grade | DA Actual — 2715 05/02/2021
(Personnel)

Executive
2 HQ HQRS E-1 Director Hotel Actual — 2715 06/02/2020
(Personnel)

Executive
3 HQ HQRS E-1 Director Hotel Actual — 2715 05/02/2020
(Personnel)

Annual Increment

Do Executive

4 0o BANDERDEWA el Director Train Limit 1200 2119 02/12/2020
(Personnel)

Executive
5 HQ HQRS E-1 Director Hotel Actual 10 2715 02/02/2020
(Personnel)

Executive

6 Do DO DIMAPUR E-4 Director DA Actual 2716 09/10/2020
Local Travel Allowance (Zone)

General
7 DO DO SHILLONG E-5 Manager Car Actual 250 2718 23/09/2020
(Zone)

General
8 HQ HQRS E-3 Manager Train Actual _ 2719 10/10/2020
(Personnel)

Deputy
Fs IFS, GURGAON E-6 General Car Actual 5000 2713 01/06/2021
Manager

(Personnel)

©

RO, General

10 RO EHUBANESWAR E-1 T.;aur;‘aeg)er Hotel Actual — 27117 01/03/2021

Figure4-10: Existing Travel AllowaneExpense Detail Updated

4.3 Annual Increment

In the Annual Increment Master the user can configure the centralized percentage Annual
Increment based owhich employees salary brealp shall get affected at the time of
Annual Increment.

4.3.1 Navigation

Left Navigation:Compensation and Benefit>Masters > Annual Increment
43.2 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

0
= i FClI HRMS A Aa A: ESS L AMIT KUMAR
b1 * : a = &

Annual Increment

Effective Date

’ v
Talent Management g Add Annual Increment E

1 3 11/01/2021 Revision ¥ Inactive
2 3 15/01/2021 Revision L Inactive r4

3 3 01/01/2000 Revision [/ Inactive r4

R

Stagnation
Ceiling Maintenance

mmodation

Reimbursement Master

CPF Interest Rate

Transaction

Payroll

Talent Acquisition

Learning and Development

Emp

Figure4-11: Annual Increment Master

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

1 Click oro apply the available filters.

1 Clickon ~°° oo """ to export the table records in Excel BDFas

per table columns.
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Search:
1 Click on to enter a search query that shall

seard the table records.

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

. Previous 1 Mext .
9 Clickor to navigate table records

M Click on to add a newrecordin the table as mentioned

in Section 4.4 ¢ Add Annual Increment.

9 Clickor (£ to edit an existingecordin the table as mentioned in Sectior4 ¢
Edit Annual Increment.

4.3.4 AddAnnual Increment

Click or 0 open the Add Annual Increment as shown in Figure 4

12

= %&7 FCIHRMS Aa A2 Aa ESS m ...o AMITKUMAR
= =

Add Annual Increment

Annual Increment Percentage * Effective Date * Ref. Document Number * Reference Document *

01/01/2022 5 Revision m

Is Active *

Figure4-12: Add Annual Increment

Enter the details and click cmsuch 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 Figure43.
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0
= §/ FCIHRMS A Aa Aa ESS o AMIT KUMAR
A ? : = &

Add Annual Increment

Annual Increment Percentage * Effective Date * Ref. Document Number * Reference Document *

01/01/2022 (59 Revisior m
Is Active *
Active v E

m conee!

Payroll

Talent Acquisition

Learning anc

Emp

Figure4-13: New Annual Increment Added

4.3.5 EditAnnual Increment

Click or (£ to open Edit Annual Increment as shown in Figufet4

= %§#/ FCIHRMS fa Aa  Aa ESS m .=.° AMIT KUMAR &
&

v

Edit Annual Increment

Annual Increment Percentage Effective Date * Ref. Document Number * Reference Document *

User Manual
; ) [

Manager Dashboard
Is Active *

Talent Management . Active

o

Leave and Attendance

Performance Management

enefit

Payroll

Talent Acquisition

Leamning and Development

Figure4-14: Edit Annual Increment

Update

Enter the details and click 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 Figure45
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= NIy FCIHRMS A Aa  Aa  ESS m? AMITKUMAR g

Success! Annual Increment has been updated successfully.

Annual Increment

Effective Date

All ~ Get Results |
Add Annual Increment

Show 10 ~ entries Exportto: Ex PDF P Search
CREMENT PERCENTAGE FFECTIVE DA REF. DOCUMENT NUMBER REFERENCE DOCUMENT S ACTIVE
1 3 01/01/2022 Revision @ Active = |
2 3 11/01/2021 Revision ¥ Inactive =
3 3 15/01/2021 Revision ?/ Inactive =
4 3 01/01/2000 Revision ? Inactive 4

Showing 1to 4 of 4 entries

Figure4-15: Existing Annual Increment Detail Updated

4.4 Stagnation Increment

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

4.4.1 Navigation

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

NA
4.4.3 Landing Page

HRMS administrator shall travertige 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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N\
%

FCl HRMS aa  As  Aa  ESS m P AMITKUMAR

Stagnation Increment

Office Type Office Name: Salary Type Applicable Pay Scale

Al v Al ~ Al v A ~

Effective Date Is Active

Show 10 enwies Exportto |:] Search:

1 HQ HQ-Delhi 2 3 40000 - 140000 IDA 01/02/2021 Revision Y
20 (NORTH
2 IFS EAST) 2 2 50000 - 160000 IDA 02/01/2020 ABC123444
GUWAHATI
20 (NORTH
3 IFS EAST) 2 2 50000 - 160000 DA 26/12/2020 ABC123444 %
GUWAHATI
20 (NORTH
4 IFS EAST) 2 2 50000 - 160000 DA 25/12/2020 ABC123444
GUWAHATI
s o 3 0000 - 160( DA 30/01/202 We
5 IF GURGAON 50000 - 160000 1DAY 30/01/2021 W
6 HQ HQ-Delni 1 2 40000 - 140000 IDA_A 01/04/2021 Ref. L‘Ufur\el\[ A E
Number
20 (NORTH
7 IFS EAST) 2 2 50000 - 160000 IDA 22/12/2020 ABC123444
GUWAHATI
8 HO HQ-Delhi 10 1 40000 - 140000 CDA 16/12/2020 ASD213
9 IFS S, a 5 40000 - 140000 CDA 01/06/2021
GURGAON ’ e

20 (WEST) Ref. Document NuRef
10 0 o 9 9 40000 - 140000 coA 01/05/2021 Document Number

MBA ' h
MUMBAI Mber E
»

Figure4-16: Stagnation IncremeniMaster

HRMS administrator shall be able to perform the following activitie® the landing page:

1 Click mmto apply the available filters.

. Exce POF Drim )
1 Click on ' to export the table records in Excel BDFas

per table columns.

Search:
1 Click on to enter a search query that shall

search the table records.

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

, Previc lext .
1 Clickor : "o navigate table records
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- -
M Click on to add a new record in the table as

mentioned in Section 4.4.¢ Add Stagnation Increment.

M Clickor (£ to edit an existing record in the table as mentioned in Sectidrb4;
Edit Stagnation Increment.

4.4.4 AddStagnationncrement

Click o to open the Add Stagnation Increment as shown in

Figure 417

= %I/ FCIHRMS Aa Aa Aa ESS m P AMIT KUMAR &
- v

Add Stagnation Increment

Office Type * Office Mame * Applicable On Number Of Years Service *

~ 1Q-Delhi v

No. Of Times * Applicable Pay Scale * Salary Type *

40000 - 140000 v ~

Effective Date * Ref. Document Number * Ref. Document *

01/02/2021 5 Revision

Figure4-17: AddStagnation Increment

Enter the details and click cmsuch that a success message willdh®wn in
the Stagnation Increment Master Landing Page for addition of a new record in the table as
shown in Figure48.
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\l/ FCIHRMS = M

AMITKUMAR g

Success! Stagnation Increment has been added successfully

Stagnation Increment

Office Type Office Name Salary Type Applicable Pay Scale

Effective Date Is Active E

Ed =
Add Stagnation Increment

Show 10 v entries Exportto:

Search:
1 HQ HQ-Delhi 2 3 40000 - 140000 IDA 01/02/2021 Revision ?
ZO (NORTH
2 IFS EAST) 2 2 50000 - 160000 IDA 02/01/2020 ABC123444
GUWAHATI
N 20 (NORTH
CF'S fuats Mavter 3 IFS EAST) 2 2 50000 - 160000 IDA 26/12/2020 ABC123444 Q
GUWAHATI
Annual Increment
ZO (NORTH
- 4 IFs EAST) 2 2 50000 - 160000 IDA 25/12/2020 ABC123444 Q
gnation Increment
GUWAHATI
tion (SIAS) Increment "
5 IFS s 2 3 50000 - 160000 DAY 30/01/2021 We ? E
E GURGAON > ¥ = ~
Ref. Documes
6 Ha HQ-Delni 1 2 40000 - 140000 IDAA 01/04/2021 Socument Q
Number
ZO (NORTH
7 IFS EAST) 2 2 50000 - 160000 IDA 22/12/2020 ABC123444
GUWAHATI
8 HQ HQ-Delhi 10 1 40000 - 140000 CDA 16/12/2020 ASD213 ?
9 IFS IFS 4 140000 CDA 01/06/2021 Q
s BUhaNoN 5 140000 C 1/06/202 2 E
Ref. Document NuRef
20 (Wi -
10 20 MUM 9 9 40000 - 140000 CDA 01/05/2021 Document Number ?
= Mber

PF Parameters

and Development

Figure4-18: New Stagnation Increment Added

4.45 EditStagnationncrement

Click or (£ to open Edit Stagnation Incremeas shown in Figure-49

= v As A S AMIT KUMAR
\/ FolHRMS s K-g »

Edit Stagnation Increment

Office Type * Office Name *© Applicable On Number Of Years Service *
RO ~ RO PANCHKULA v 2
No. Of Times * Applicable Pay Scale * Salary Type *
Talent M 2 40000 - B0 y on o E
Effective Date * Ref. Document Number * Ref. Document * At nt
01/01/2020 = Revision m
Is Active *
ive hv

Cancel

Update
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Figure4-19: Edit Stagnation Increment

Update

Enter the details and click such that a success message will be shown in
the Stagnation Increment Master Landing Page for updating the existing record in the table
as siown in Figure £0.

o

AMIT KUMAR

(¥4 a A ESS
A\l FCIHRMS A Aa a ss m

‘ Success! Stagnation Increment has been updated successfully

Stagnation Increment

Office Type office Name salary Type Applicable Pay Scale

Al v Al v Al v All

Effective Date Is Active

v
" ¥ ! v
eave an
Add Stagnation Increment
Miscellaneous “

Show 10 v entries Exportto: DF

Performa Search:

S.NO OFFICE TYPE OFFICE NAME 'f‘r';"‘“c"'rd-":" NUMBEROF . NO.OFTIMES ¢  APPLICABLE PAY SCALE SALARY TYPE FFECTIVE DATE REF. DOCUME!
Z0 (NE)

1 IF! -1 IDA al R

S GUWAHATI 2 2 50000 - 160000 D. 26/12/2020 evision

ZO (NE)

2 0 GUWAHATI 50 5 78800 - 209200 DA 09/01/2021 Test Doc 50

3 HQ HQRS 7 7 78800 - 209200 Adhoc 25/12/2020 Test25 Upda

Test51234
- /

4 0 ZO WEST 5 5 250000 - 250010 IDA 16/12/2020 Updatedbss

5 Do po 51 5 0-0 DA 15/12/2020 Test Updatec
BAMDERDEWA o °
Z0 (NE)

- 412/

6 IFS GUWAHATI 2 2 50000 - 160000 IDA 04/12/2020 ABC123

7 IFS IFS, 10 1 0-0 CDA 09/12/2020 Aasd
GURGAON 2]

8 HQ HQRS 12 2 40000 - 140000 CDA 07/11/2020 12

9 RO RO DIMAPUR 2 3 80000 - 180000 DA 02/11/2020 Wage Revisic

e e e 10 0 20 NORTH 4 2 24000 - 70000 IDA 02/10/2020 Demo

Figure4-20: 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) Incrememiiased orthe FCpolicy.

4.5.1 Navigation

Left Navigation:Compensation and Benefits >>Masters >> Stagnation (Bizk&nent
452 SLA

NA
4.5.3 Landing Page

HRMS administrator shall traverse the navigatasnmentioned in Section 45to reach the
Stagnation (SIAS) Increment Madt@nding Page as shown in Figure 4.21
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= Xiy FCIHRMS Aa ha  Aa ESS m 9 AMIT KUMAR b
- ~
e Stagnation (SIAS) Increment
Office Type Office Name Applicable Grade Applicable Pay Scale
User Manual
v Al v A v Al v
Effective Date Is Active
v v Get Results E

Core HR

Add Stagnation (SIAS) Increment

w[] £ £

1 HQ HQ-Delhi 2 3 40000 - 60000 E-1 CAT-| 01

2 HQ HQ-Delhi 6 1 - 5-1 CAT-IV 01

3 HQ HQ-Delhi 12 1 - S$-1 CAT-IV L]

4 HQ HQ-Delhi 20 1 - S-1 CAT-IV o1

5 HQ HQ-Delhi ] 1 - 5-2 CAT-IV o1

6 HQ HQ-Delhi 12 1 - 52 CAT-IV o
Annual Increment

7 HQ HQ-Delhi 20 1 - 5-2 CAT-IV 01
Stagnation Increment

8 HQ HQ-Delhi 8 1 - 53 CAT-IV 01
Stagnatior

9 HQ HQ-Delhi 12 1 S-3 CAT-IV 01
Celling Maintenance

10 HQ HQ-Delhi 20 1 - s-3 CAT-IV [l

Showing 1to 10 of 148 entries

Reimbursement Master

CPF Interest Rate

PF Parameters

Transaction

Payroll

Talent Acquisition

Leamning a

Figure4-21: Stagnation (SIAS) Increment Master

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

1 Click oro apply the available filters.

: Exce PDF Prin :
1 Click on " to export the table records in Excel &tDFas
per table columns.
. Search:
1 Click on to enter a search query that shall

search the table records.

1 Click on to sort the table records in ascending order or descending order of
entries.
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. Previous 1 Mext .
1 Click or to navigate table records

- -
9 dick on to add a new record in the table as

mentioned in Section 4.8 ¢ Add Stagnation (SIAS) Increment.
1 Click on“ to edit an existing record in the table as mentioned in Sectiorb4;,5.
Edit Stagnation (SIAS) Increment.

4.5.4 Add Stagnation (SIAS) Increment

- -
Click o to open the Add Stagnation (SIAS) Increment

as shown in Figure-22

0
= ¢y FClI HRMS A A Aa ESS o AMIT KUMAR
\£¢ o 4 m 'b'

Add Stagnation (SIAS) Increment

Office Type * Office Name * Applicable For Number Of Years Service

HQ v HQ-Delhi v
No. Of Times * Applicable Pay Scale * Applicable Grade *

3 40000 - 60000 v E v E
Applicable Category * Effective Date * Ref. Document Number *

CAT-I ~ 01/04/2021 ﬁ Revisios
Ref. Document * Is Active *

m e v

m conee!

Figure4-22: Add Stagnation (SIAS) Increment

Enter the details and click cmsuch that a success message will be shown in
the Stagnation (SIAS) Increment Mast.anding Page for addition of a new record in the
table as shown in Figure2B.
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- g ) Lo
= \ii FCI HRMS Aa Aa  Aa ESS m Jay AMIT KUMAR 'vb
User Manual Stagnation (SIAS) Increment
Manage - Office Type Office Name Applicable Grade Applicable Pay Scale
v v v v
d
Effective Date Is Active

Show 10 v entries Exportto:

Search:

F ABLE E EF
1 HQ HQ-Delhi 2 3 40000 - 60000 =1 CAT-1 01
2 HQ HQ-Delhi 6 1 - S-1 CAT-IV 01
3 HQ HQ-Delhi 12 1 = s-1 CAT-IV 01
4 HQ HQ-Delhi 20 1 L S CAT-IV 01

Annual Increment 5 HQ HQ-Delhi 6 1 2 S-2 CAT-IV 01 E

6 HQ HQ-Delhi 12 1 = S-2 CAT-IV 01
7 HQ HQ-Delhi 20 1 - S-2 CAT-IV 01
8 HQ HQ-Delhi 6 1 S-3 CAT-IV 01
9 HQ HQ-Delhi 12 1 - S-3 CAT-IV o1
10 HQ HQ-Delhi 20 1 - S-3 CAT-IV 01

HRA Maintenance

Showing 110 10 of 148 en

DA Rate

ement M

CPF Interest Rate

Figure4-23: New Stagnation (SIAS) Increment Added

4.5.5 Edit Stagnation (SIAS) Increment

Click or (£ to open Edit Stagnation (SIAS) Increment as showigimre 424
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= NI/ FCIHRMS R Y s | ® o b
& v
Home Edit Stagnation (SIAS) Increment
Office Type * Office Name * Applicable For Number Of Years Service *
HQ v HQ-Delhi v 2
No. Of Times * Applicable Pay Scale * Applicable Grade *
3 60000 v E-1 W E
Applicable Category * Effective Date * Ref. Document Number *
CAT-I v 01/04/2021 ﬁ Revision
nd Attendance
Ref. Document *  Attachme; Is Active *

m e ~

d Benefit

m e

Payroll

Figure4-24: Edit Stagnation (SIAS) Increment

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

y FCIHRMS As Az Aa ESS m .? AMIT KUMAR ,b

v

Success!Stagnation (SIAS) Increment has been updated successfully

Stagnation (SIAS) Increment

i
b

Office Type Office Name Applicable Grade Applicable Pay Scale

All v Al v All W

Effective Date Is Active
Al v Al v Get Results

Add Stagnation (SIAS) Increment

I <

Show 10 v entries Exportto: E PDF P
on and Benefit - Search:

CETY of NO. OF TIMES APPLICABLE PAY SCALE APPLICABLE GRADE APPLICABLE CATEGORY EFI

1 HQ HQ-Delhi 2 3 40000 - 60000 E-1 CAT-I 0

2 HQ HQ-Delhi 6 1 - 5-1 CAT-IV 01

3 HQ HQ-Delhi 12 1 - 5-1 CAT-IV 0

DCP! ste 4 HQ HQ-Delhi 20 1 - 5-1 CAT-IV 01
Annual Increment 5 HQ HQ-Delhi 6 1 - 5-2 CAT-Iv 0
Stagnation Increment 6 HQ HQ-Delhi 12 1 - 52 CAT-IV 01
Stagnation | rement > 7 HQ HQ-Delhi 20 1 - S-2 CAT-IV 0
Ceiling Maintenance 8 HQ HQ-Delhi 6 1 - 53 CAT-IV 01
9 HQ HQ-Delhi 12 1 - 5-3 CAT-IvV 0

10 HQ HQ-Delhi 20 1 - 53 CAT-IV 01

Showing 1to 10 of 148 entries

Figure4-25: Existing Stagnation (SIAS) Increment Detail Updated
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4.6 Higher Study Incentivimcrement

4.6.1

4.6.2

4.6.3

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

Navigation

Left Navigation:Compensation and Benefits >>Masters >> Higher Study Incémtireament
SLA

NA

Landing Page

HRMS administrator shall travertige navigation as mentioned in Section 4.6.1 to reach the
Higher Study IncentivimcrementMaster Landing Page as shown in Figure 4.26
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j o]
= §/ FClI HRMS A Aa Aa ESS o AMIT KUMAR
b1 * _ m

Higher Study Incentive Increment

Effective Date Is Active
v v Get Results
:
Talent Mana ” Add Higher Study Incentive Increment E
\ i ;
O D EN
R INCREMENT NUMBE
1 1 2 5 1 21/08/2020 Revision @
2 1 3 5 7 01/02/2021 Revision %
1
3 9 4 5 5 08/12/2020 Revision
4 2 1 2 1 01/01/2021 Wage Revision ¥
>
Showing 1t 4 of 4 entries I:l
DCPS Rate Master
Annual Increment
Stagnation Increment
Stagnatio
Ceiling Maintenance
modation
-

Figure4-26: Higher Study IncentivencrementMaster

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

Get Results
1 Click or-o apply the available filters.

, Exce PDF Print -
i1 Click on to export the table records in Excel BDFas
per table columns.
Search:
1 Click on to enter a search query that shall

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

. Previous 1 Mext .
9 Clickor to navigate table records

. .
M Click on to add a new record in the table
as mentioned in Section 44¢ Add Higher Studincentivelncrement

M Clickor E to edit an existing record ithe table as mentioned in Section 48,
Edit Higher Study Incentilecrement

4.6.4 AddHigher Study Incentive Increment

Click on to open the Add Higher Study Incentive

Incrementas shown in Figure-27.

0
= ¢y FClIHRMS A A Aa ESS o AMIT KUMAR
N * 8 =

Add Higher Study Incentive Increment

Maximum No. Of Courses Applicable Minimum No. Of Increment Maximum No. Of Increment
For Increment During Service * Per Course * Per Course *

Minimum Course Duration  Yr) * Effective Date * Reference Document Number *

4 18/03/2021 ] reviso

m conee!

Figure4-27: Add Higher StudincentiveIncrement

Enter the details and click cmsuch that a success message will be shown in
the Higher Study IncentivimcrementMaster Landing Page for addition of a new record in
the table as shown in Figure28.
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Figure4-28: New Higher Study IncentidecrementAdded

4.6.5 EditHigher Study Incentive Increment

Click or (£ to open Edit Higher Study Incentilrerementas shown in Figure-29.
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