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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

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

0OS 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
@3‘ 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.

QoK H

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.

+

)

4 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)
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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 (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

MY kcimrRMS

Sign into your Account Download User manual

LoginID :

284908

Password : Forgot Password?

........ @

897267 o

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 3-1) and Click on mto
Log in to the system.
e Post Login, employee will land on the Home Page as shown in Figure 3-2
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Wi/ FCIHRMS

!

Welcome AMIT KUMAR

Dashboard Attendance

AR i

Connect+ Training

Directory

Copyright @ 2020 Food Corporation

ﬁﬁﬁ

Performance

Aa A2 Aa m MsS I? Hi, AMIT KUMAR b

w

HAPPY NEW YEAR 2021 @ @

®

=

Reimbursement

Policies And Circulars —

Powered by Konnect (Kellton 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 3-3
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g FClIHRMS Aa Az A MSS n? AMIT KUMAR
\ . =3

X E-Notice = My Pending Requests
User Manual ® testis uploaded REQUEST ID 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 uploaded
{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 De 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 >
|/\bt.en[ Week- Attendance
Off
Connect +
3 a 5 6 7 8 g Last In/Out Time
Policies and Circulars Week- Going Week- I Absent Week- Week- Week-
Off out of off Off off off
Station Check In Check Out
Retirement Benefit Calculator Going 16:47:00 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

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 3-4.
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= !g'g # FCl| HRMS Aa Aa Aa ESS m n;p AMIT KUMAR b
& ~
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

Compensation and Benefit

JANUARY 2021

Payroll
Talent Acquisition 27 28 29 30 31 1 2
|f\b:.en[ Week- m Fresent
off Absent
Learning and Development W On Leave
3 4 5 6 7 8 9
_ Week- Going Week- | Absent Week- Week- Week-
Employee Relation 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

D 202 e t y k (Kellton Tech)

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 3-5
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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

Change Password

Attendance

1=

.|

Policies And Circulars —

Training

j;ﬁﬁ

Directory Performance

Copyright ® 2020 Food Corpoeration of India | Powered by Kennect (Kellton Tech)

Figure 3-5 : Logout

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

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.
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S
i

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 FCl 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

4.1.1

4.1.2

4.1.3

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

Navigation

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

NA

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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= NKi# FCIHRMS s aa Aa ess 3 P AMITKUMAR
- v
Home Travel Allowance-Mode/Class
Office Type Office Name: Grade Designation
User Manual
Al v Al ~ Al v A ~
Manager Dashboard
Mode Of Travel Class Is Active Effective Date
Al ~ v Al ~ Al w

‘ Add Travel Allowance-Mode/Class I

h v
Assistant
1 HQ HQ-Delhi E-2 General By Bus AC Bus 09/01/2021 N % Active
Manager
IES, Assistant
2 e 2 By Ai ‘conomy 25/01/202 cumer mber / ctiv
IFS GURGAON E-2 General By Air Economy 5/01/2021 DocumentNumber 3 Inactive
Manager
Do Assistant
3 C Ser By Tral > 01/01/202 ? active
Do BANDERDEWA E-2 General By Train AC Il Tler 01/01/2021 sSD Inactivi

Manager

e :l

Talent Acquisition

Learning and Development

Figure 4-1: Travel Allowance-Mode/Class Master

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

e Clickon m to apply the available filters.

Exce PDF P

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

per table columns.

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

search the table records.

e C(Click on to sort the table records in ascending order or descending order of
entries.
X Previous 1 Mext X
e Clickon to navigate table records
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. Add Travel Allowance-Mode/Class .
e Click on to add a new record in the table as

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

e Clickon E to edit an existing record in the table as mentioned in Section 4.1.5 —
Edit Travel Allowance-Mode/Class.

4.1.4 Add Travel Allowance-Mode/Class

) Add Travel Allowance-Mode/Class
Click on to open the Add Travel Allowance- Mode/Class as

shown in Figure 4-2

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

Add Travel Allowance-Mode/Class

Office Type * Office Name * Grade * Designation *

Made Of Travel * Class * Effective Date *

By Air v Business/Club Class v 011172021

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

Enter the details and click on msuch 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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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 ~
Mode Of Travel Class Is Active Effective Date
Al v ~ Al v Al ~

Add Travel Allowance-Mode/Class

Search:

Show 10 w entries Exportto:

NO. OFFICE TYPE OFFICE NAME GRADE DESIGNATION MODE OF TRAVE CLASS EFFECTIVE DATE

REFERENCE
Assistant Business/Club
1 HQ HORS 55 Grade Il By Air e ! 01/02/2021 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 .
R — 3 RO CUWAHATI E-2 Manager By Air P 01/10/2020 Demo %
(Region)
Assistant
4 HQ HORS £ Grade Il By Train AC Il Tier 23/09/2020 Ff ?
Stagnatior Increment (Personnel)
Celling Mainten Assistant
5 Ha HGRS s-4 Grade | By Train AC Il Tler 04/02/2021 REF D12@FCIZZ LY
{Personnel)
B HO HORS 56 Managing By Bus Non- AC Bus 01/01/2021 Ref D12@FCI Y
Director

HRA Mair
Showing 1t 6 of 6 entries

Talent Act

Learning and D

Empl

Figure 4-3: New Travel Allowance-Mode/Class Added

4.1.5 Edit Travel Allowance- Mode/Class

Click on E to open Edit Travel Allowance- Mode/Class as shown in Figure 4-4
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= Wi/ FCIHRMS s A2 Aa  ESS w

&

AMIT KUMAR }

Edit Travel Allowance-Mode/Class

Office Type * Office Name * Grade * Designation *
Ha v “ 55 v t Grade - Il v
Mode Of Travel * Class * Effective Date * Reference Document Number *
By Air v Business/Club Class v 01111202 E Reference Document Number
Core HR / Reference Document *  Attachment Is Active * E
Active v
Leave and Attendance /

m e

Figure 4-4: Edit Travel Allowance- Mode/Class

Update
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

= 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
Travel Allowance-Mode/Class
Show 10 v entries Exportto: & PDF Search:
. R REFEREN NT .
o CLASS EFFECTIVE D I REFERENCE
Assistant
Business/Club
1 HQ HQRS 55 Grade Il By Air A ovj02r2021 Circular 5 Y
(Personnel)
Assistant
Incentive RO General ) .
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 Il By Train AC Il Tler 23/09/2020 Ff X
(Personnel)
Assistant
5 HQ HQRS S-4 Grade | By Train AC Il Tler 04/02/2021 REF D12@FCIZZ X
(Personnel)
6 Ha HQRS 56 B’:?;':lgo‘:'g By Bus Non- AC Bus 01/01/2021 Ref D12@FCI Q

aintenance

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

421

4.2.2

4.2.3

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.

Navigation

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

NA

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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= Wi FCIHRMS s ha ma ess 3 ,P AMITKUMAR
%

Travel Allowance-Expense
Office Type Office Name: Grade Designation
Al v A ~ Al v A

Expense Type Eligibility Type Natural Account Is Active

20 (NORTH Assistant
1 20 EAST) E1 General Car Actual _ 2716 05/02/2021 Wage Revision !
GUWAHATI Manager
s Assistant
2 IFs BURGAON £-2 General DA Actual 2715 01/0112021 ADD %
Manager
Assistant
3 HO HQ-Delhi E-3 General Train Actual _ 2719 22/12/2020 Rd @
Manager
. Assistant
coGratulty 4 Do DAeUR E3 General Train Actual _ 2716 04/12/2020 zcz
Manager
s HO HQ-Dehi ) éu'_?"" Train Limit 10000 2719 1011212020 s Y E

ent Request

Benevolent Fund

al Travel All

Figure 4-6: Travel Allowance-Expense Master

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

e Clickon mo apply the available filters.

ce PDF P

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

per table columns.

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

; Previous 1 Mext ]
e C(lickon to navigate table records

) Add Travel Allowance-Expense .
e C(Click on to add a new record in the table as

mentioned in Section 4.2.4 — Add travel Allowance- Expense.

e Clickon E to edit an existing record in the table as mentioned in Section 4.2.5 —
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

\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 - I| ~

Expense Type * Eligibility Type * Natural Account * Effective Date *
Train v Actua ~ 2717 v 01/04/2022 B

Reference Document Number * Reference Document * Is Active * E

m e v

‘Submit Cancel

Figure 4-7: Add Travel Allowance-Expense

Enter the details and click on msuch 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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n
-
o

0
y FClI HRMS A Aa Aa ESS o AMIT KUMAR
14 i * _ m

Success! Travel Allowance Expense has been added successfully

Travel Allowance-Expense

Office Type Office Name Grade Designation

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

Al v Al v Al v Al ~

Add Travel Allowance-Expense

Show 10 v entries Exportto: Search

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

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

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

Executive
3 HQ HQRS E1 Director Hotel Actual
(Personnel)

— 2715 05/02/2020

ual Increment

Executive
0o !

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

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 _ 2719 10/10/2020 b1
(Personnel)

Deputy E

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

(Personnel)

CPF Inter

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

Transactions

Showing 11te 10 of 15 entries
1 2 Mext

Talent Acqui

arning and D

Figure 4-8: New Travel Allowance-Expense Added

4.2.,5 Edit Travel Allowance- Expense

Click on E"? to open Edit Travel Allowance- Expense as shown in Figure 4-9
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= N/ FCIHRMS A A Aa  ESS m? AMITKUMAR

Edit Travel Allowance-Expense

Office Type * Office Name * Grade * Designation *
v HQ-Delh v S7 v Head Watchman v
Expense Type * Eligibility Type * Natural Account *
Train v A v s v
Effective Date * Reference Document Number * Reference Document *  Attachment Is Active *
@ i m e v

m o

Figure 4-9: Edit Travel Allowance- Expense

Update
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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= 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

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
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

= X&7 FCIHRMS Aa Aa Aa ESS m fa, AMIT KUMAR b
- v
Home Annual Increment
Effective Date
User Manual
A v Get Results
Mai d
e y Add Annual Increment E
L= » D NCREMEN EFFECTIVE DA EF. D AENT NUMBEF ERENCE DOCUMEN VE ACTION
gement 1 3 11/01/2021 Revision ¥ Inactive
~ N 2 3 15/01/2021 Revision ¥ Inactive 4
Compensation and Benefit
3 3 01/01/2000 Revision ¥ Inactive =

R

Stagnation Increment
Stagnatior Increment
Ceiling

Lease Accommodation
Local Trav

HRA Maintenance

DA Rate

Cafeteria Allowances

Transaction

Payroll

Talent Acquisition

Lea

Employ:

Figure 4-11: Annual Increment Master

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

e Clickon o apply the available filters.

Exce PDF P

e C(lick on to export the table records in Excel or PDF as

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

search the table records.

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

; Previous 1 Mext )
e C(lickon to navigate table records

e Click on to add a new record in the table as mentioned
in Section 4.3.4 — Add Annual Increment.

e C(lickon (£ to edit an existing record in the table as mentioned in Section 4.3.5 —
Edit Annual Increment.

4.3.4 Add Annual Increment

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

12

= Wi/ FCIHRMS s aa o Aa ess [ . Jrp— &
-

Add Annual Increment

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

01/01/2022 5 Revision m
Is Active *
hethe y =]

coneet

Figure 4-12: Add Annual Increment

Enter the details and click on msuch 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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0
= §/ FCIHRMS A Aa Aa ESS o AMIT KUMAR
A ? : = &

Add Annual Increment

Home

Annual Increment Percentage * Effective Date * Ref. Document Number * Reference Document *
User Manual
01/01/2022 (59 Revisior m
Is Active *
Active v E

m conee!

Emp

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

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

v

Edit Annual Increment

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

2022 S Revision m

Manager
Is Active *

Talent Ma

o

Compensation and Benefit

Payroll

Talent Acquisition

Leaming and

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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= {} FCI HRMS A Az Aa ESS .? AMIT KUMAR
W . =3 »

Success! Annual Increment has been updated successfully.

Annual Increment

Effective Date

Al ~ Get Results |
Add Annual Increment

Show 10 ~ entries Exportto: Ex PDF P Search:
ANNUAL INCREMENT PERCENTAGE EFFECTIVE DATE REF. DOCUMENT NUMBER REFERENCE DOCUMENT 1S ACTIVE ACTION
1 3 01/07/2022 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

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 FCl policy.

4.4.1 Navigation

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

NA
4.43 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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= NI/ FCIHRMS
Y

Home

User Manual

Manager Dashboard

Talent Acquisition

Learning a

s aa Aa ess 3 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 Q¥
GUWAHATI
5 IFS Ies, 3 50000 - 160000 IDAT 30/01/2021 we
GURGAON S N
Ref. Documen
6 HO HQ-Delhi 1 2 40000 - 140000 |DALA 01/04/2021 g Lu.u ent “ E
Number
70 (NORTH
7 IFS EAST) 2 2 50000 - 160000 DA 22012/2020 ABC123444
GUWAHATI
8 HO Ha-Delhi 10 1 40000 - 140000 coa 16/12/2020 ASD213
9 IFS S, a 5 40000 - 140000 CDA 01/06/2021
GURGAON ’ o
20 (WEST) Ref. Document NuRef
10 0 o 9 9 40000 - 140000 coA 01/05/2021 Document Number ?
MUMBAI
Mber E
»
Showing 110 10 of 79 entries
1 N |

Figure 4-16: Stagnation Increment Master

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

Click onmto apply the available filters.

, Exce PDOF P
Click on

per table columns.

to export the table records in Excel or PDF as

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.

X Previous 1 Mext X
Click on to navigate table records
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. .
e C(Click on to add a new record in the table as

mentioned in Section 4.4.4 — Add Stagnation Increment.

e C(lickon (£ to edit an existing record in the table as mentioned in Section 4.4.5 —

Edit Stagnation Increment.

4.4.4 Add Stagnation Increment

Click on to open the Add Stagnation Increment as shown in

Figure 4-17

= NI/ FCIHRMS aa  Aa  Aa  ESS m P AMITKUMAR i
A °

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 DA v

Ref. Document Number * Ref. Document *

Figure 4-17: Add Stagnation Increment

Enter the details and click on msuch 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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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

Figure 4-18: New Stagnation Increment Added

4.45 Edit Stagnation Increment

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

= 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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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.

= %f7 FCIHRMS Aa Aa Aa ESS m P AMIT KUMAR
- v
‘ Success! Stagnation Increment has been updated successfully
ser Manusl Stagnation Increment
Manager Dashboard Office Type Office Name Salary Type Applicable Pay Scale
Al v All [ All v All v

Talent ent

Effective Date Is Active

Core HR
Al v All v Get Results

Leave and Attendance

Add Stagnation Increment

Show 10 v entries Exportto: DF

Search:

S.NO OFFICE TYPE OFFICE NAME ”‘C 'rd-":" {umBER OF NO. OF TIMES APPLICABLE PAY SCALE SALARY TYPE FFECTIVE DATE REF. DOCUME|

Z0 (NE)
1 IF. -1 DA Al R

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

ZO (NE)
2 0 GUWAHATI 50 5 78800 - 209200 IDA 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 IDA 15/12/2020 Test Updatec

BAMDERDEWA o °

Annual Increment
ZO (NE)
- 412/
6 IFS GUWAHATI 2 2 50000 - 160000 IDA 04/12/2020 ABC123
Stagnation Increment
IFS,
3 - n2f

7 IFS GURGAON 10 1 0-0 CDA 09/12/2020 Aasd
8 HQ HQRS 12 2 40000 - 140000 CDA 07/11/2020 12
9 RO RO DIMAPUR 2 3 60000 - 180000 DA 02/11/2020 Wage Revisic
10 0 ZO NORTH 4 2 24000 - 70000 DA 02/10/2020 Demo

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 FCl 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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= Wiy FCIHRMS
-

Home

User Manual

Manas

Talent Managemen

Core HR

Ceiling Maintenance
Lease Accommodation

Local Travel

Transaction

Payroll

Leaming and

Employ

Aa A2 Aa ESS m 9 AMITKUMAR g

Stagnation (SIAS) Increment

Office Type Office Name Applicable Grade Applicable Pay Scale
v % A v Al v
Effective Date Is Active
A v A v Get Results E
==
no[T]  oFFice Tvpe FFICE NAME PPLICABLE FORNUMEER OF NO. OF TIME APPLICABLE PAY SCALE APPLICABLE GRADE APPLICABLE CATEGOR EF
1 HQ HQ-Delhi 2 3 40000 - 60000 E-1 CAT-I o1
2 HQ HQ-Delhi 6 1 - s-1 CAT-IV 01
3 HQ HQ-Delhi 12 1 - $-1 CAT-IV o1
4 HQ HQ-Delhi 20 1 - s CAT-IV o
5 HQ HQ-Delhi 6 1 - §-2 CAT-IV o
6 HQ HQ-Delhi 12 1 - s2 CAT-IV o1 =
7 HQ HQ-Delhi 20 1 - 52 CAT-IV o1
8 HQ HQ-Delhi 8 1 - 5-3 CAT-IV o1
9 HQ HQ-Delhi 12 1 s-3 CAT-IV o1
10 HQ HQ-Delhi 20 1 - S-3 CAT-IV 01

Showing 1to 10 of 148 entries

Figure 4-21: Stagnation (SIAS) Increment Master

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

Click on mo apply the available filters.

_ Exce PDF P
Click on

per table columns.

to export the table records in Excel or PDF as

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.
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. Previous 1 Mext .
e Clickon to navigate table records

] Add Stagnation (SIAS) Increment )
e Click on to add a new record in the table as

mentioned in Section 4.5.4 — Add Stagnation (SIAS) Increment.
e Click on 4 to edit an existing record in the table as mentioned in Section 4.5.5 —

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

0
¢y FClI HRMS A A Aa ESS o AMIT KUMAR
N ? 8 = &

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 =
Applicable Category * Effective Date * Ref. Document Number *

CAT-l ~ 01/04/2021 ﬁ Revisior

Ref. Document * Is Active *

m e Y

m conee!

Figure 4-22: Add Stagnation (SIAS) Increment

Enter the details and click on msuch 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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n

0
{74 Aa Aa A ESS & AMIT KUMAR
\l/ FCIHRMS : J = &

Success!Stagnation (SIAS) Increment has been added successfully

Stagnation (SIAS) Increment

Office Type Office Name Applicable Grade Applicable Pay Scale

Effective Date Is Active

b ! i m

d Attendance

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
Stagnation 6 HQ HQ-Delhi 12 1 = S-2 CAT-IV 01
Stagnation (SIAS) Incremer 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 Mainten;
Showing 1t 10 of 148 entries

Talent Acquisition

Leaming

Figure 4-23: New Stagnation (SIAS) Increment Added

4.5.5 Edit Stagnation (SIAS) Increment

Click on E to open Edit Stagnation (SIAS) Increment as shown in Figure 4-24
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= N/ FCIHRMS R Y s | ® o b
e v
Home Edit Stagnation (SIAS) Increment
Office Type * Office Name * Applicable For Number Of Years Service *
HQ v HQ-Deln v 2
No. Of Times * Applicable Pay Scale * Applicable Grade *
3 50000 v E-1 v E

Applicable Category * Effective Date * Ref. Document Number *

(5] revison

nd Attendance

Ref. Document *  Attachme; Is Active *

m e ~

and Benefit

m e

Payroll

Figure 4-24: Edit Stagnation (SIAS) Increment

Update
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.

= %Y FCIHRMS Aa Aa Aa ESS m ;lo AMIT KUMAR b

L] v

Success!Stagnation (SIAS) Increment has been updated successfully

Stagnation (SIAS) Increment

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
nd Benefit Search:

OFFICE TYP o NAMI NO. OF TIMES APPLICABLE PAY SCALE ©  APPLICABLE GRADE |  APPLICABLE CATEGORY EF
1 HQ HQ-Delhi 2 3 40000 - 60000 E-1 CAT-| 0]
ce-Expense
2 HQ HQ-Delhi 6 1 - 51 CAT-IV 01
3 HQ HQ-Delhi 12 1 - 5-1 CAT-IV 01
DCP! te Maste 4 HQ HQ-Delhi 20 1 - 51 CAT-IV 0
Annual Increment 5 HQ HQ-Delhi 6 1 - S-2 CAT-IV 01
Stagnation Increment 6 HQ HQ-Delhi 12 1 - S-2 CAT-IV 01
Stagnation ( rement 7 HQ HQ-Delhi 20 1 - S-2 CAT-IV 01
Ceiling Maintenance 8 HQ HQ-Delhi 6 1 - 53 CAT-IV 01
9 HQ HQ-Delhi 12 1 - 53 CAT-IV 0
10 HQ HQ-Delhi 20 1 - S-3 CAT-IV 0

HRA Maintenance

Showing 1to 10 of 148 entries

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

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 incentive increment based on which the employee shall be able to request for Higher
Study Incentive Increment.

Navigation

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

NA

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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= £/ FClIHRMS Aa Aa Aa ESS o AMIT KUMAR
W = :
Home Higher Study Incentive Increment
Effective Date s Active
User Manual
~ % Get Results

Manag

Talent Ma er ” Add Higher Study Incentive Increment E

uIA
{0 D T R EN
F I
1 1 2 5 1 21/09/2020 Revision %
2 1 3 5 7 01/02/2021 Revision LY
Comp on and Benefit|
3 9 4 5 5 08/12/2020 Revision
Transaction ,
4 2 1 2 1 01/01/2021 Wage Revision ¥
,
Showing 1te 4 of 4 entries I:l

DCP!

Annual Increment

Stagnation Increment

jon (SIAS) Increment

=]
Figure 4-26: Higher Study Incentive Increment Master
HRMS administrator shall be able to perform the following activities from the landing page:
e C(Clickon o apply the available filters.
. Exce PDF  Print .
e Click on to export the table records in Excel or PDF as
per table columns.
Search:
e C(lick on to enter a search query that shall

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

; Previous 1 Mext ]
e C(lickon to navigate table records

) Add Higher Study Incentive Increment .
e Click on to add a new record in the table

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

e C(lickon E to edit an existing record in the table as mentioned in Section 4.6.5 —
Edit Higher Study Incentive Increment.

4.6.4 Add Higher Study Incentive Increment

) Add Higher Study Incentive Increment ] )
Click on to open the Add Higher Study Incentive

Increment as shown in Figure 4-27.

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 *

a

Minimum Course Duration ( Yr) * Effective Date * Reference Document Number * E
4 18/03/2021 ] reviso

Reference Document * Is Active *

m fee v

m conee!

Figure 4-27: Add Higher Study Incentive Increment

Enter the details and click on msuch 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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0
= §/ FCIHRMS Aa Aa Aa ESS o AMIT KUMAR
i = :
| Success! Higher Study Incentive Increment has been added successfully X
User Manual Higher Study Incentive Increment
Effective Date s Active
v v Get Results

Core HR Add Higher Study Incentive increment

Show 10 ~ entries Exportto

Search
S.NC i . \ “r‘w - IVE :I‘I“‘.L HEEDoEUMER FEREN N
DURING SERVICE feour feour
1 4 2 3 4 18/03/2021 Revision ?
2 1 2 5 1 21/09/2020 Revision ¥
3 1 3 5 7 01/02/2021 Revision ¥
4 9 4 5 5 08/12/2020 Revision ¥
s 2 1 2 1 01/01/2021 Wage Revision L]

Showing 1to 5 of 5 entries E

Annual Increment

Stagnation Increment

Increment

Ceiling Maintenance

L ccommodation

Local Travel All

HRA Maintenance

DA Rate

Talent Act

Learning and pment

Emp

Figure 4-28: New Higher Study Incentive Increment Added

4.6.5 Edit Higher Study Incentive Increment

Click on E"? to open Edit Higher Study Incentive Increment as shown in Figure 4-29.
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= %I/ FCIHRMS A2 Aa  Aa  ESS m P AMIT KUMAR

- v

Edit 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 *
4 2 3
Manager
Minimum Course Duration ( Yr) * Effective Date * Reference Document Number * E

4 18/03/202

ﬁ Revision

Reference Document *  Att e Is Active *

m e v

m e

Figure 4-29: Edit Higher Study Incentive Increment

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

the Higher Study Incentive Increment Master Landing Page for updating the existing record
in the table as shown in Figure 4-30.

%Ei/ FClIHRMS Aa Aa Aa ESS m fa, AMIT KUMAR

& >

igher Study Incentive Increment has been updated successfully

Higher Study Incentive Increment

Effactive Date Is Active

“ il i v |
Add Higher Study Incentive Increment

Show 10  entries Exportto:

Search:
MAXIMUM

5.NO. ~ "!:'"“""I AT EFFECTIVE DATE :?‘”l:w el B REFERENCE DOCUMEN

1 4 2 3 4 18/03/2021 Revision X J
2 1 2 5 1 21/09/2020 Revision @

3 1 3 5 7 01/02/2021 Revision Y

4 9 4 S 5 08/12/2020 Revision ¥

S 2 1 2 1 01/01/2021 ‘Wage Revision R

Showing 110 5 of 5 entries

Figure 4-30: Existing Higher Study Incentive Increment Detail Updated

4.7 DCPS Rate Master

In the DCPS Rate Master the user shall configure the DCPS Contribution percentage of the
employee and employer.

4.7.1 Navigation

Left Navigation: Compensation and Benefits >>Masters >> DCPS Rate Master
4.7.2 SLA

NA
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4.7.3 Landing Page

HRMS administrator shall traverse the navigation as mentioned in Section 4.7.1 to reach the
DCPS Rate Master Landing Page as shown in Figure 4.31

FCI HRMS Aa A2 Aa  ESss EP AMITKUMAR i

i
b
“

jome DCPS Rate Master

Rate History

Talent Managemen y E F ERCE E |:| L

12 12 04/2021 Revision

User Manual

P

Core HR

12 22 12/2020

Employee Contribution Percentage * Employer Contribution Percentage * Effective Month/Year *
Employee Contribution Percentage Employer Contribution Percentage MMIYYYY 5
Reference Document Number * Reference Document *

Stagnation el E

Stagnation (SIAS) Increment
Ceiling Maintenance

[ mmodation
Local Travel Allowance

HRA Maintenance

Reimbursement Master
CPF Interes!
PF Parameters

Transaction

Payroll

Talent Acquisition

Learning and Develop

En

Figure 4-31: DCPS Rate Master
HRMS administrator shall be able to perform the following activities from the landing page:

Exce PDF P

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

per table columns.
Search:
e 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.
Previous 1 Mext

Click on
Fill in the details in the row to add a new record in the table as mentioned in
Section 4.7.4 — Add DCPS Rate.

to navigate table records

4.7.4 Add Higher Study Incentive Increment

Fill in the

FClI HRMS

n
Pt
“

Home

User Manual

Mana

Core HR

DCPS Rate Master
Increment

Stagnation Increment

Increment

Stagnation |

Ceiling M

Local Travel Allowance

HRA Maintenance

DA Rate

Cafeteria Allowances

Pay Scale

Reimbursement Master

Transaction

Payroll

Talent Acquisition

Learning and Develop

Emplo

details to add DCPS Rate as shown in Figure 4-32.

0
= -

Aa Aa Aa ESS AMIT KUMAR &
DCPS Rate Master
Rate History
Show 10 v entries Exportto: Search
12 12 04/2021 Revision ¥
12 22 12/2020
Showing 1o 2 of 2 entries
1
Employee Contribution Percentage * Employer Contribution Percentage * Effective Month/Year *
Employee Contribution Percentage Employer Contribution Percentage MM/YYYY 5

Reference Document Number * Reference Document *

Ref, Document Numt

Figure 4-32: Add DCPS Rate
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Enter the details and click on msuch that a success message will be shown in

the DCPS Rate Master Landing Page for addition of a new record in the table as shown in

Figure 4-33.

%&y FClIHRMS
=
DCPS Rate Master

Home

User Manual

Show 10 w entries Exportto:
Talent Managemen
- £ CONTRIB PERCENT
Core HR
12
d Attendance
12

Showing 1to 2 of 2 entries

Travel Allow Employee Contribution Percentage *

Employee Contribution Percentag

Reference Document Number *

Ref. Document Numbe

Local Travel

HRA Maintenance

DA Rate

Cafeteria Allowances

Transaction

Payroll

Leaming and

Emple

Aa Aa  Aa ESS m .’,o AMITKUMAR g

Success! DCPS Rate Master has been added successfully

Rate History

Employer Contribution Percentage *

Employer Contribution Percent

Reference Document *

Search:
EFFECTIVE FRON L ERENCE Do REFERENCE DOCUMENT
NUMBER
04/2021 Revision %
12/2020

Effective Month/Year *

MM/YYYY 5

Figure 4-33: New DCPS Rate Added

4.8 Ceiling Maintenance

In the Ceiling Maintenance Master the user can configure the ceiling limit for the retired

employees claim.

4.8.1 Navigation

Left Navigation: Compensation and Benefits >>Masters >> Ceiling Maintenance
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482 SLA
NA

4.8.3 Landing Page

HRMS administrator shall traverse the navigation as mentioned in Section 4.8.1 to reach the
Ceiling Maintenance Master Landing Page as shown in Figure 4.34

= %/ FCIHRMS A2 Aa  Aa ESS m .,.D AMITKUMAR
=

Ceiling Maintenance

Treatment Type

User Manual
! Y

Mana

Add Ceiling Maintenance E

Search |

Show 10 v entries sx.,wn.,‘l:l
NUME

1 General 0 1 100000 01/01/2020 Acti
2 General 1 2 150000 01/01/2020 Acti
3 General 2 3 175000 01/01/2020 Acti
4 General 3 4 200000 01/01/2020 Acti
5 General 4 5 225000 01/01/2020 Acti
6 General S 6 250000 01/01/2020 Acti
7 General 6 7 275000 01/01/2020 Acti
8 General 7 8 300000 01/01/2020 Acti E
— 9 Life Saving 0 99 400000 01/01/2020 Acti
e 10 Life Saving 0 99 300000 01/01/2020 Acti'
Ceiling Maintenance | 3 > Showing 1 to 10 of 10 entries
[ I ]

Lease Accommodation

Local Travel

HRA Maintenance

DA Rate

Reimbursement Master

CPF Interes!

En

Figure 4-34: Ceiling Maintenance Master

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

e Clickon mm apply the available filters.
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, Excel  PDF  Print ,
e Click on T to export the table records in Excel or PDF as

per table columns.

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

search the table records.

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

X Previous 1 Mext X
e Clickon to navigate table records

Add Ceiling Maintenance
e C(lick on to add a new record in the table as
mentioned in Section 4.8.4 — Add Ceiling Maintenance.

e C(lickon (£ to edit an existing record in the table as mentioned in Section 4.8.5 —
Edit Ceiling Maintenance.

4.8.4 Add Ceiling Maintenance

Add Ceiling Maintenance
Click on to open the Add Ceiling Maintenance as shown in

Figure 4-35.

0o
s a A ES! -
\é; FCl HRMS Aa Aa a S m AMIT KUMAR lb

Add Ceiling Maintenance

Treatment Type * Minimum Years * Maximum Years * Ceiling Amount *

Life Saving v ] 99 40000

Effective Date * Reference Document Number * Reference Document * Is Active *

01/01/2022 5 Revision m Active v E

m cancel

Figure 4-35: Add Ceiling Maintenance

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

the Ceiling Maintenance Master Landing Page for addition of a new record in the table as
shown in Figure 4-36.
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n

0
{74 Aa Aa A ESS & AMIT KUMAR
\l/ FCIHRMS : J = &

Success! Ceiling Maintenance has been added successfully

Ceiling Maintenance
v =]
Add Ceiling Maintenance

Treatment Type

Show 10 v entries Exportto

Search:
A IN NUMBER

1 Life Saving 0 99 40000 01/01/2022 Revision Q Acti

2 General 0 1 100000 01/01/2020 Acti

3 General 1 2 150000 01/01/2020 Acti

4 General 2 3 175000 01/01/2020 Actit

5 General 3 4 200000 01/01/2020 Acti

6 General 4 5 225000 01/01/2020 Acti

7 General 5 6 250000 01/01/2020 Acti E
Steonstion by 8 General 6 7 275000 01/01/2020 Actiy
S0 9 General 7 8 300000 01/01/2020 Actit
Setg M 10 Life Saving 0 99 400000 01/01/2020 Actil

g 110 10 of 11 entries

Leamnin

Emy

Figure 4-36: New Ceiling Maintenance Added

4.8.5 Edit Ceiling Maintenance

Click on E to open Edit Ceiling Maintenance as shown in Figure 4-37.
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= \i#/ FCIHRMS Aa  Aa Aa  ESS m 9 AMIT KUMAR ,b

& v

Edit Ceiling Maintenance

Treatment Type * Minimum Years * Maximum Years * Ceiling Amount *
Life Saving v 0 99 40000
Effective Date * Reference Document Number * Reference Document *  Atta; t Is Active *

01/01/202 @ Revisior w Active v E
Cancel

Figure 4-37: Edit Ceiling Maintenance

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

the Ceiling Maintenance Master Landing Page for updating the existing record in the table
as shown in Figure 4-38.

i/ FCIHRMS A Az Aa ESS 9 AMITKUMAR
W _ = »

g Maintenance has been updated successfully

Ceiling Maintenance

Treatment Type

Al v Get Results E
Add Ceiling Maintenance

Show 10 v entries Exportto: PDF F

Search:
rmance
TREATMENT TYPE MINIMUM YEARS MAXIMUM YEARS CEILING AMOUNT EFFECTIVE FROM ::;j;;:"ri: Al REFERENCE DOCUMENT 1S AC
1 Life Saving 0 29 40000 01/01/2022 Revision ¥ Acl|
2 General 0 1 100000 01/01/2020 Acti
3 General 1 2 150000 01/01/2020 Acti
4 General 2 3 175000 01/01/2020 Actiy
5 General 3 4 200000 01/01/2020 Acti
L 6 General 4 5 225000 01/01/2020 Actil
LR 7 General 5 6 250000 01/01/2020 Acti E
R 8 General 6 7 275000 01/01/2020 Actil
9 General 7 8 300000 01/01/2020 Acti
10 Life Saving 0 99 400000 01/01/2020 Acti

Figure 4-38: Existing Ceiling Maintenance Detail Updated

4.9 Lease Accommodation

In the Lease Accommodation Master the user can configure the Lease Accommodation rates
grade-wise, Pay Scale-wise and City Class-wise.

4.9.1 Navigation

Left Navigation: Compensation and Benefits >>Masters >> Lease Accommodation
49.2 SLA

NA
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4.9.3 Landing Page

HRMS administrator shall traverse the navigation as mentioned in Section 4.9.1 to reach the
Lease Accommodation Master Landing Page as shown in Figure 4.39

= Wi/ FCIHRMS maoona o aa ess [ & s
&

Lease Accommodation

Grade Designation Pay Scale City Class

=)

’ Add Lease Accommodation l
Show| 10 vjsotnes: Exportta : NANES

ve[]

Executive St

1 E-1 Director 64000 X 1000 21/09/2020 Revised / Active
(Zone)
Chief
150000- -~ " -
2 E-1 General 300000 z 30000 01/06/2021 Revised ] Inactive
Manager
Assistant
40000~
3 E-1 Grade Il - X 5000 25/09/2020 Revised Q Active
Trave! Allowance-Expense 2 140000
(Personnel)
— a
144 .
4 E-3 Director 200 X 25000 09/12/2020 Revision Q Inactive
i 218200

»

Showing 110 4 of 4 entries
Annual Increment

Stagnation Increment
Stagnation (SIAS) Increment
Ceiling Maintenance

commodation | 3

HRA M:
DA Rate

Cafeteria Allowances
Cafeteria Allowances L]

CPF Interest Rate
PF Parameters
Reports
Tra

Payroll

Talent Acquisition

Learning

Employee Relation

Figure 4-39: Lease Accommodation Master

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

e C(Clickon o apply the available filters.

Exce POF P

e C(lick on to export the table records in Excel or PDF as

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

search the table records.

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

; Previous 1 Mext )
e C(lickon to navigate table records

Add Lease Accommodation
e C(Click on to add a new record in the table as

mentioned in Section 4.9.4 — Add Lease Accommodation.

e C(lickon E to edit an existing record in the table as mentioned in Section 4.9.5 —
Edit Lease Accommodation.

49.4 Add Lease Accommodation

Add Lease Accommodation
Click on to open the Add Lease Accommodation as shown in

Figure 4-40.

o
= y A A A; E = AMIT KUMAR
M/ FCIHRMS o na aa ess [ &

Add Lease Accommodation

Grade * Designation * Pay Scale * City Class *

E-3 v Manage v 40000 - 60000 v X v

Amount * Effective Date * Reference Document Number * Reference Document *

01/02/2021 53 Revision m E

Is Active *

o

Figure 4-40: Add Lease Accommodation

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

the Lease Accommodation Master Landing Page for addition of a new record in the table as
shown in Figure 4-41.
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FClI HRMS Aa Aa Aa ESS m 9 AMIT KUMAR

Success! Lease Accommodation has been added successfully X

Lease Accommodation

n
-
.
“

Grade Designation Pay Scale City Class

v Al ~ v All

Core HR

Show 10 v entries Exportto:

Search:
General .
1 E-3 Manager ,1'50000 X 30000 01/02/2021 Revised ¥ Active
250010
(Zone)
Executive PO
2 E-1 Director 23300 X 1000 21/09/2020 Revised ¥ Active
64000
(Zone)
Chief
3 E-1 General 150000 z 30000 01/06/2021 Revised @ Inactive
300000
Manager
Assistant
40000-
4 E-1 Grade IIl 140000 X 5000 25/09/2020 Revised @ Active
A (Personnel)
Annual rement
Executive
144200-
H E-3 Director 200 X 25000 09/12/2020 Revision [/ Inactive
218200
(HQ)
Increment ,
Showing 110 5 of 5 entries

Ceiling Maint:

ccommodation

pment

Figure 4-41: New Lease Accommodation Added

49.5 Edit Lease Accommodation

Click on E"? to open Edit Lease Accommodation as shown in Figure 4-42.
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A Aa  Aa  ESS m .9 AMIT KUMAR &

Edit Lease Accommodation

Grade * Designation * Pay Scale * City Class *
User Manual
E-3 v Manage! v 40000 - 60000 v X v
Amount * Effective Date * Reference Document Number * Reference Document *

L) e Bg

Is Active *

Cancel

Figure 4-42: Edit Lease Accommodation

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

the Lease Accommodation Master Landing Page for updating the existing record in the
table as shown in Figure 4-43.

i/ FCl HRMS A Aa  Aa  ESS mf AMIT KUMAR

- v

ease Accommodation has been updated successfully

Lease Accommodation

[l
e
oo

Grade Designation Pay Scale City Class

A v Al v All ~ All

v
Get Resuits
Add Lease Accommodation

Show 10 v entries Exportto: E PDF  F

Search:
GRADE DESIGNATION PAY SCALE CITY CLASS AMOUNT EFFECTIVE DATE 7r7r;'r pocumERT REFERENCE DOCUMENT S ACTIVE
General
1 E-3 Manager 250000 X 30000 01/02/2021 Revised ¥ Active
250010
(Zone)
Executive 23300
2 E-1 Director X 1000 21/09/2020 Revised % Active
64000
(Zone)
Chief
. 150000- a
3 E-1 General 300000 4 30000 01/06/2021 Revised ® Inactive
Manager
DCPS Rate Maste
ate Master Assistant 40000~ ) ) I
4 E-1 Grade Ill 140000 X 5000 25/09/2020 Revised % Active
Annual Increme. (Personnel)
Annual Increment
I Executive 144200~
SRR T 5 E-3 Director X 25000 09/12/2020 Revision % Inactive
Ha) 218200

Figure 4-43: Existing Lease Accommodation Detail Updated

4.10 Local Travel Allowance

In the Local Travel Allowance Master the user can configure the state-wise rules for local
Local Travel Allowance.

4.10.1 Navigation

Left Navigation: Compensation and Benefits >>Masters >> Local Travel Allowance
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4.10.2 SLA
NA
4.10.3 Landing Page

HRMS administrator shall traverse the navigation as mentioned in Section 4.10.1 to reach
the Local Travel Allowance Master Landing Page as shown in Figure 4.44

= Wiy FCIHRMS s e na o oess ([ & i marcoman &

= =

Local Travel Allowance

State Applicable Category Applicable Mode Of Travel

v ! v v

Add Local Travel Allowance E
Shaw 10~ entries sx.,wn.,‘l:l Search

wolf] smare oochsLE cArecony . MMUMIT . MAXLMIT . RATEPER cereereonre - REF-DOCUME:
KM KM MOD TR EL NUMBER

Andhra CAT-l, CAT-Il, CAT-

o 01/ .
1 bradoah I CAT v 1 998 24 Al 01/01/2020 X
CAT-I, CAT-I, CAT- E
. . 99 oV Y
2 Assam I CAT v 1 999 24 Al 01/01/2020
Arunachal CAT-I, CAT-II , CAT
3 : ' 1 999 24 Al 01/01/2020 Y
Pradesh IIl, CAT-IV 2
CAT-I, CAT-II, CAT-
4 ha . . 9 4 Al 1101/,
Bihar I, CAT-IV 1 99 2 01/01/2020 ¥
CAT-I, CAT-II , CAT-
. . . o o2 .
5 Chhattisgarh /™ 7 1 99 24 Al 01/01/2020 @
CAT-I, CAT-II , CAT- - P .
9 f ?
8 Goa i earv 1 999 24 Al 01/01/2020 E
. CAT-I, CAT-Il , CAT-
7 Gujarat . ' 1 999 24 Al 01/01/2020 'y
viare I, CAT-IV *
CAT-I, CAT-II, CAT-
Harya : ' 9 4 Al 1101/
8 laryana I, CAT-IV 1 99! 2 01/01/2020 ¥
eiling Maintenance
o Himachal CAT-l, CAT-II , CAT- ] . " Al 01/01/2020 a
Le: commodation Pradesh IIl, CAT-IV
Logal Travel Allowance | 3 > 10 Jharkhand CATH, CAT-II, CAT- 1 999 24 All 01/01/2020 LY
iIl, CAT-IV
HRA Maintenance '
Showing 1ta 10 of 74 entries
DA Rate L — I

Cafeteria

Pa

Reimbursement

CPF Interest Rate

PF Parameters

Transaction

Payroll

Figure 4-44: Local Travel Allowance Master

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

e Clickon m to apply the available filters.
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, Excel ~ PDF  Print ,
Click on T to export the table records in Excel or PDF as
per table columns.
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.

X Previous 1 Mext X
Click on to navigate table records

. Add Local Travel Allowance . .
Click on _ to add a new record in the table as mentioned

in Section 4.10.4 — Add Local Travel Allowance.

Click on E to edit an existing record in the table as mentioned in Section 4.10.5
— Edit Local Travel Allowance.

4.10.4 Add Local Travel Allowance

. Add Local Travel Allowance .
Click on _ to open the Add Local Travel Allowance as shown in

Figure 4-45.

= Wiy FCIHRMS
o

Talent Acquisition

Learning and [

Emplc

Enter the
the Local
shown in

Aa A2 Aa ESS m .’o AMITKUMAR g

Add Local Travel Allowance

State * Applicable Category * Min. Limit (Km) * Max. Limit (Km) *

[ = cat-1 ] = caT-il [ x cat-m ] -

Sk " x CAT-l | x CAT-Il | x CA X "
x CAT-IV -

Rate Per (Km) * Applicable Mode Of Travel * Effective Date * Ref. Document Number *
All ~ 01/01/2022 il Revised E

Ref. Document * Is Active *

m e h

m cones!

Figure 4-45: Add Local Travel Allowance

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

Travel Allowance Master Landing Page for addition of a new record in the table as
Figure 4-46.
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0
= f FClIHRMS A Aa Aa ESS o AMIT KUMAR
N a ha = 4

Success! Local Travel Allowance has been added successfully

Local Travel Allowance

State Applicable Category Applicable Mode Of Travel

A v ~ ~ Get Results
Talent Ma n E

Show 10 v entries Exportto

Search:
NO. TATE BLE CATEGOR i s L o § . EFFECTIVE DATE e b REF. DOCUMI|
KK K KA NUM
. CAT-IV , CAT-IIl, ; 11900 ]
101/ X
1 Sikkim AT, CAT 1 99 12 Al 01/01/2022 Revised ]
CAT-IV , CAT-lIl
. ' 9 [01/ Y
2 Puducherry A oA 1 99 24 Al 01/01/2020 LY
CAT-IV , CAT-lil
akshadwee . . 1 991 4 All /01 %
3 Lakshadweep LT 9 2 01/01/2020 %
CAT-IV, CAT-II
4 a . : 9 4 I 1401} Y
Ladakh A oAt 1 999 2 Al 01/01/2020 @
Jammu And CAT-IV, CAT-lI
. ; /01/202 Y
5 i v 1 999 24 Al 01/01/2020 % =
CAT-IV , CAT-1Il
. : 9 {077 %
3 Delhi T oA 1 99 24 Al 01/01/2020 2
Daman And CAT-IV , CAT-lIl
7 . : 1 99 4 Al 1101 Y
Diu CAT-Il, CAT-l ¢ 2 0102020 -
Dadra And CAT-IV, CAT-II
8 “cra an ' ' 1 999 24 Al 01/01/2020 Q
e Nagar Haveli CAT-Il, CAT-I
N CAT-IV, CAT-II, ) PR .
Local Traw > 9 Chandigarh OATI, CATH 1 999 24 Al 01/01/2020 %
HRA Mainter
Al
10 A:jar:l"f:mr CATIY, CATI, 1 999 24 Al 01/01/2020 LY
1o CAT-I, CAT-I > !
Islands
S
Showing 1to 10 of 75 entries
1 2 3 8 Next

CPF Int

Figure 4-46: New Local Travel Allowance Added

4.10.5 Edit Local Travel Allowance

Click on E to open Edit Local Travel Allowance as shown in Figure 4-42.
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= | ¥4 A A 9 AMIT KUMAR
\f FCI HRMS a a a  ESS m &

Edit Local Travel Allowance

State * Applicable Category * Min. Limit (Km) * Max. Limit (Km) *
User Manual
Sikkim ' x CAT- | x CAT-Il | x CAT-lll 1 99
— -

Rate Per (Km) * Applicable Mode Of Travel * Effective Date * Ref. Document Number *

12 Al v 01/01/2022 B Revised |
Ref. Document *  Attachme Is Active *

m e -

pdate | Cancel

n and Benefit

Figure 4-47: Edit Local Travel Allowance

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

the Local Travel Allowance Master Landing Page for updating the existing record in the
table as shown in Figure 4-48.

= Ni/ FCIHRMS A2a  Aa Aa  Ess m ? AMITKUMAR  Jig

& v

| Success! Local Travel Allowance has been updated successfully

Local Travel Allowance

State Applicable Category Applicable Mode Of Travel

o YU h e v =]
Core HR / Add Local Travel Allowance

Show 10 v entries Exportto:

Search:
Performanc ) o R R R .
SNO. STATE APPLICABLE CATEGORY MIN. LIM MAX. LIMIT RATE PE EFFECTIVE DA REF. DOCUMEN REF. DOCUMI
(KM (KM (KM) L NUMBER
. CAT-IV , CAT-Il .
' " 1 /; Y
1 Sikkim AT, AT 99 12 Al 01/01/2022 Revised 9
CAT-IV , CAT-Il )
, 101/ %
2 Puducherry CAT-Il, CAT-| 1 999 24 All 01/01/2020 ®
CAT-IV , CAT-IIl a
akshadw ' ' 1 4 1 1 Y
3 Lakshadweep ' 999 2 A 01/01/2020 Y
CAT-IV , CAT-IIl, p -
4 Ladakh CAT-Il, CAT-| 1 999 24 All 01/01/2020 D
Jammu And CAT-IV , CAT-Il
5 ' i 1 999 24 Al 01/01/2020 Q
P Kashmir CAT-II, CAT- ! ® =]
CAT-IV , CAT-IIl
eremen . ‘ , o1/ .
St cre -] Delhi CAT-Il, CAT-I 1 999 24 Al 01/01/2020 A
Daman And CAT-IV , CAT-Il
7 ) ! 1 4 All 1/07/; Y
Diu CAT-I, CAT- 9% 2 on02020 -
Ceiling Maintenance
Dadra And CAT-IV , CAT-IIl
! ! I L)
o 8 Nogor tvel  CATL, CATH 1 993 24 Al 01/01/2020
) CAT-IV, CAT-Ill, o)

. 2 > ' o £y
Local ] Chandigarh Carl oA 1 903 24 Al 01/01/2020 )
HRA Maintenance

Andaman
CAT-IV , CAT-Il
' ' I Y
10 And Nicobar CAT-Il, CAT-| 1 999 24 All 01/01/2020 ®
DA Rate Islands

Showing 1to 10 of 75 entries

1 2(3]4a|s 8  Next

Figure 4-48: Existing Local Travel Allowance Detail Updated

4.11 HRA Maintenance

In the HRA Maintenance Master the user can configure the centralized HRA Percentage City
Class-wise.
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4.11.1 Navigation

Left Navigation: Compensation and Benefits >>Masters >> HRA Maintenance
4.11.2 SLA

NA
4.11.3 Landing Page

HRMS administrator shall traverse the navigation as mentioned in Section 4.11.1 to reach
the HRA Maintenance Master Landing Page as shown in Figure 4.49.

%y FClIHRMS Aa Aa Aa ESS m .’,o AMIT KUMAR

=

HRA Maintenance

Home

Effective From * City Class Salary Type

[T B v A o
Mana

Talen Add New HRA E
yre HR Shy v 1t :
Core KR - i eniries Exportto I:l Search

User Manual

1 IDA CAT-1 Z 08/2020 mn Test 21-09-2020 ¥

2 CDA CAT-lIl X 12/2020 12 REF Doc Num 12@FCI Y
nagement

3 IDA CAT-1 X 09/2020 0 123 ?

Annual Increment

Stagnation Increment

HRA Maintenance

DA Rate

Pay Scale

CPF Interes!

PF Parameters

Leamning and Development

Emple

Figure 4-49: HRA Maintenance Master
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HRMS administrator shall be able to perform the following activities from the landing page:

Excel ~ PDF  Print

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

per table columns.
Search:
e C(lick on to enter a search query that shall
search the table records.

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

. Previous 1 Mext X
e Clickon to navigate table records

Add New HRA
e Click on to add a new record in the table as mentioned in

Section 4.11.4 — Add New HRA Percentage Rate.

4.11.4 Add HRA Maintenance

Click on to open Add New HRA Percentage Rate as shown in Figure 4-50.

= %&7 FCIHRMS Aa A2 Aa ESS m P AMIT KUMAR
=

Add New HRA Percentage Rate

Salary Type * Category * City Class * Effective From *
DA v CAT-1 ~ % v 01/2022 i

Percentage * Ref. Document Number * Ref. Document *

27 Revised Upload E

Figure 4-50: Add HRA Maintenance

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

the HRA Maintenance Master Landing Page for addition of a new record in the table as
shown in Figure 4-51.
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j o]
= §/ FClI HRMS A Aa Aa ESS o AMIT KUMAR
S * _ m

Home
Success! HRA Maintenance has been added successfully. X

User Manual HRA Maintenance

Effective From * City Class Salary Type

[T B y "

Core HR ‘Add New HRA

Show 10 v entries Exportto:

Search
FFE ROM RCE REF.D AENT NUMBER
1 IDA CAT-1 X 01/2022 27 Revised ?
Compensation and Benefit p 2 IDA CAT-1 z 09/2020 nn Test 21-09-2020 Y
Transaction / 3 CDA CAT-lI X 12/2020 12 REF Doc Num 12@FCI ¥
Masters \ 4 IDA CAT-1 X 09/2020 0 123 ?
Showing 1to 4 of 4 entries

Annual Increment

Stagnatio

Ceiling M:

Le: commodation

Local Travel 4

HRA Maintenance

DA Rate

Cafeteria

Payroll

Talent

Learning and Development

Emp

Figure 4-51: New HRA Maintenance Added

4.12 DA Rate
In the DA Rate Master the user can configure the centralized DA Rate.
4.12.1 Navigation
Left Navigation: Compensation and Benefits >>Masters >> DA Rate
4.12.2 SLA
NA
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4.12.3 Landing Page

HRMS administrator shall traverse the navigation as mentioned in Section 4.12.1 to reach
the DA Rate Master Landing Page as shown in Figure 4.52

FCI HRMS Aa A2 Aa  ESss EP AMITKUMAR i

i
b
“

Home DA Rate

Effective From * Salary Type

DD/MM/YYYY B Al v

User Manual

Mal

Talent Managemen v Add New DA Rate E

E :

1 IDA 01/01/2020 8.4 123

gement
Showing 1ta 1 of 1 entries

Masters 2 »

Travel

Travel Allowance-Expense

DCPS Rate Master
Annual Increment E
Stagnation Increment

Stagnatior Increment

Ceiling Maintenance

Lease Accommodation

Local Trav

HRA Maintenance

DA Rate

Cafeteria Allowances

Pay Scale

Reimburs

CPF I

PF Pa

Transaction

Payroll

Talent Acquisition

Lea

Employs

Figure 4-52: DA Rate Master
HRMS administrator shall be able to perform the following activities from the landing page:

Exce PDF P

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

per table columns.

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

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

; Previous 1 Mext ]
e C(lickon to navigate table records

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

Section 4.12.4 — Add DA Rate.
4.12.4 Add DA Rate

Click on to open Add New DA Rate as shown in Figure 4-53.

0
= fy FClIHRMS A Aa Aa ESS o AMIT KUMAR
W 2 ha = 4

Add New DA Rate

Salary Type * Effective From * Percentage * Ref. Document Number *

IDA v 01/01/2022 G 188 Revised

Ref. Document *

Figure 4-53: Add New DA Rate

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

the DA Rate Master Landing Page for addition of a new record in the table as shown in
Figure 4-54.
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0
= §/ FCIHRMS Aa Aa Aa ESS o AMIT KUMAR
\W = »
Home
Success! DA Rate has been added successfully. 2
User Manual DA Rate
Mana Effective From * Salary Type
DD/MMYYYY a A ~
Talent Managemen E

Core HR Add New DA Rate

Shy v ent Export t
ow 10 entries  Export to Search:

EFF FROM TAC EF. DOCUMENT NUMB! REF.D
1 IDA 01/01/2022 188 Revised @

2 IDA 01/01/2020 184 123

&

Showing 110 2 of 2 entries

Ceiling Maintenance

Lease Accommodation

Local Travel

Transaction

Payroll

Leaming and

Employ

Figure 4-54: New DA Rate Added

4.13 Pay Scale

The Pay Scale is a master that covers Pay Scale creation/update whenever there is a Pay
Scale revision.

4.13.1 Navigation

Left Navigation: Compensation and Benefits >>Masters >> Pay Scale
4.13.2 SLA

NA

Copyright © 2020 HRMS All Rights Reserved to FCI
Page 76 of 278



‘Kav'-\ Trrfr ;‘%?
FCI HRMS 7
User Manual Version 0.1

4.13.3 Landing Page

HRMS administrator shall traverse the navigation as mentioned in Section 4.13.1 to reach
the Pay Scale Master Landing Page as shown in Figure 4.55.

FCI HRMS Aa A2 Aa  ESss EP AMITKUMAR i

i
b
“

Home Pay Scale

Effective From * Salary Type Grade

MM/YYYY B Al v v

User Manual

Mal

Talent Managemen g Add Pay Scale E

1 IDA E-9 01/2022 40000 60000 Revision Q¥

gement
Showing 1t 1of 1 entries

Masters 2 .

Travel

Travel Allowance-Expense

DCPS Rate Master
Annual Increment E
Stagnation Increment

Stagnatior Increment

Ceiling Maintenance

Lease Accommodation

Local Trav

HRA Maintenance

DA Rate

Cafeteria Allowances

Pay Scale

Reimburs

CPF I

PF Pa

Transaction

Payroll

Talent Acquisition

Lea

Employs

Figure 4-55: Pay Scale Master
HRMS administrator shall be able to perform the following activities from the landing page:

Exce PDF P

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

per table columns.

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

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

; Previous 1 Mext ]
e C(lickon to navigate table records

Add Pay Scale
e (Click on to add a new record in the table as mentioned in

Section 4.13.4 — Add Pay Scale.

4.13.4 Add Pay Scale

Add Pay Scale
Click on to open Add Pay Scale as shown in Figure 4-56.

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

Add Pay Scale

Salary Type * Grade * Start Basic * End Basic

DA v E-9 v 40000 60000

Effective From * Ref. Document Number * Ref. Document *

01/2022 E Revision Upload E

Figure 4-56: Add Pay Scale

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

the Pay Scale Master Landing Page for addition of a new record in the table as shown in
Figure 4-57.
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j o]
= §/ FCIHRMS A Aa Aa ESS o AMIT KUMAR
\éf * : m &

Home
Success! Pay Scale has been added successfully. X

User Manual Pay Scale
Mana Effective From * Salary Type Grade

- = “ o

Talent Managemen

Core HR Add Pay Scale

Shy v ent Export t
ow 10 entries  Export to Search:

ADE FECTIVE M START B2 ND IEF. DOCUMENT NUMB! REF.D
1 IDA E-9 01/2022 40000 60000 Revision 2

Showing 11e 1 of 1 entries

Ceiling Maintenance
Lease Accommodation
Local Trave

Cafeteria Allowances
Pay Scale

Reimbui

CPF Int

Transaction

Payroll

Leaming and

Employ

Figure 4-57: New Pay Scale Added

4.14 Cafeteria Allowance

Cafeteria Allowances is the master where all the cafeteria allowances with percentage are
maintained as per the policy. Whenever there is any change in cafeteria allowances it can be
updated in the system.

4.14.1 Navigation

Left Navigation: Compensation and Benefits >>Masters >> Cafeteria Allowance
4.14.2 SLA

NA
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4.14.3 Landing Page

HRMS administrator shall traverse the navigation as mentioned in Section 4.14.1 to reach
the Cafeteria Allowance Master Landing Page as shown in Figure 4-58.

FCI HRMS s Aa  Aa  Ess m? AT kumar g

= =

L[}
-
o
S

Cafeteria Allowances

Default Total Percentage Max Limit For Cafeteria Allowance * Ref. Document Number ~ Upload Ref.Document *

Category Cafeteria Allowance Name Paycode Is Active E

A v Al ~ Al v All v

Add Cafeteria Allowances

Search: ‘

Core HR

Show 10 entries Exportto |:|

ANCE ERCENTAGE BY DEFAULT CANNOT BE CLUBBED ., REF.DO

CAT-1,
CAT-Il,
CAT-lIl,
CAT-IV

Transport Allowance 166 6 NO — 01/04/2020 2

CAT-I,

CAT-I, . ) _ 12020 Q E
2 ol Washing Allowance T4 2 NO 01/04/2020 ?

CAT-IV

CAT-1,
CAT-I ) ;
_ 1202 @
3 CATI, Lunch Subsidy 174 5 NO 01/04/2020
CAT-IV
Ceiling Maintenance
CAT-,
CAT-lI o N
4 Car-i House Up Keep 208 10 NO - 01/04/2020 2
CAT-IV

CAT-I,
5 A, Hostel Allowance 205 3 NO - 01/04/2020
CAT-lIl,

DA Rate CAT-IV

HRA Maintenance

&

CAT-,
CAT-I, Transport For
CAT-II, Handicapped
CAT-IV

166 15 NO — 01/04/2020

&

CAT-,

CAT-II, Conveyance Two Conveyance Four
CPF Interest Rate CAT-l Wheeler Wheeler

CAT-IV

01/04/2020 LY E

CAT-,

CAT-II, Conveyance Four Conveyance Two ]
216 6 NO 01/04/2020 Y

CAT-lIl, Wheeler Wheeler 1041 A

CAT-IV E

gﬁl:\' Child Education child Education PG
E] ' b ‘ 18 3 NO Study,Child 01/04/2020 ?
Talent Acq CAT-IN, School B
i ucation College

Learning a

CAT-,
Child Education PG
10 CAT-I, Child Education 16 4 NO Study,Child 01/04/2020 3
CAT-I, College Education School
CAT-Iv

Showing 1t 10 of 23 entries

Figure 4-58: Cafeteria Allowance Master

HRMS administrator 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 o r to export the table records in Excel or PDF as
per table columns.
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.

X Previous 1 Mext X
Click on to navigate table records

Add Cafeteria Allowances
Click on to add a new record in the table as

mentioned in Section 4.14.4 — Add Cafeteria Allowance.

Click on < to edit an existing record in the table as mentioned in Section 4.14.5 —
Edit Cafeteria Allowance.

4.14.4 Add Cafeteria Allowance

Add Cafeteria Allowances
Click on to open the Add Cafeteria Allowance as shown in

Figure 4-59.

= Wiy FCIHRMS
-

ayro

Talent Acquisition

Learning and [

Emple

Enter the

Aa Aa Aa ESS m .o AMIT KUMAR b

Add Cafeteria Allowances

Category * Cafeteria Allowance Name * Paycode *
x CAT-| | x CAT-Il § x CAT-lIl § x CAT-IV v Child Care Allowance 768 v

Percentage Rate * By Default Applicable Cannot Be Clubbed With Allowances

* Child Education School | » Child Education College - =
x Child Education PG Stud >

Effective From * Ref. Document Number * Ref. Document *

01/01/2022 5 Revised m

Is Active *

No v

Active ~

o

Figure 4-59: Add Cafeteria Allowance

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

the Cafeteria Allowance Master Landing Page for addition of a new record in the table as

shown in

Figure 4-60.
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0
= f FClIHRMS A Aa Aa ESS o AMIT KUMAR
N a ha = 4

Success! Cafeteria Allowances has been added successfully

Cafeteria Allowances

Default Total Percentage * Max Limit For Cafeteria Allowance * Ref. Document Number * Upload Ref.Document *

* * e m
Talent Ma ~ ' E

Category Cafeteria Allowance Name Paycode Is Active

v A ~ Al v Al

-
Add Cafeteria Allowances

Show 10 v entries Exportto

Search:
N PERCE T ENT
S.NO. CATEGO DE - - EFFECTIVE FRO! E
Higher Study Inc RA
ent
CATH, Child Education
Py School,Child
1 CAT'HI‘ Child Care Allowance 768 3 NO Education 01/01/2022 Revised @
caT- College, Child =
Education PG Study
CAT-I,
CAT-II, .
2 CAT-lI Transport Allowance 166 6 NO — 01/04/2020 @
CAT-IV
3 CAT-| Washing Allowance na 2 NO — 01/04/2020 ¥
oo 4 CAT-I Lunch Subsidy 174 5 NO — 01/04/2020 Q
5 CAT-| House Up Keep 208 10 NO — 01/04/2020 LY
6 CAT-I Hostel Allowance 205 3 NO — 01/04/2020 LY
7 CAT-I Transport For 166 15 NO — 01/04/2020 Q¥
Handicapped
s AT Conveyance Two 216 s O Conveyance Four 01/04/2020 N
Wheeler Wheeler
9 CAT-I N Ve 216 6 NO Wheeler,Conveyance 01/04/2020 Q@
Wheeler
Two Wheeler
Conveyance Four
Wheeler,Conveyance
10 CAT-l Child Education 16 3 NO Two Wheeler,Child 01/04/2020 @
School Education

College,Child
Education PG Study

Showing 1ta 10 of 24 ent;

Figure 4-60: New Cafeteria Allowance Added

4.14.5 Edit Cafeteria Allowance

Click on E to open Edit Cafeteria Allowance as shown in Figure 4-61.
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= iy A A A ESS ? AMIT KUMAR
My FClHRMS s A e [ wss | »

v

Edit Cafeteria Allowances

Category * Cafeteria Allowance Name * Paycede *
% CAT-I | x CAT-Il | x CAT-lll | x CAT-IV v Child Care Allowance 768 v
Percentage Rate * By Default Applicable Cannot Be Clubbed With Allowances
No v x Child Education School | x Child Education College 4 l
2 y Effective From * Ref. Document Number * Ref. Document * Attachment
01/0172022 5] revisea
d Attendance .
Is Active *
nagement
Active v

Compensation and Benefit

o

Talent Acquisition

Learning and

Figure 4-61: Edit Cafeteria Allowance

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

the Cafeteria Allowance Master Landing Page for updating the existing record in the table
as shown in Figure 4-62.
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= %/ FCIHRMS Aa Aa  Aa  ESS m .? AMITKUMAR g
= v
Success! Cafeteria Allowances has been updated successfully
User Manual Cafeteria Allowances
Default Total Percentage *  Max Limit For Cafeteria Allowance * Ref. Document Number * Upload Ref.Document *

Talent Management

Core HR
Category Cafeteria Allowance Name Paycode Is Active

Al v Al v A v All

Show 10 v entries Exportto:

Search:
NOT BE
CAT-1, Child Education
CAT-lI School,Child
1 cAT—m‘ Child Care Allowance 768 3 NO Education 01/01/2022 Revised ?
: College,Child
CAT-IV X
Education PG Study
CAT-I,
CAT-Il,
2 Transport Allowance 166 6 NO - 01/04/2020 ¥
CAT-lIl,
CAT-IV
3 CAT-I Washing Allowance 14 2 NO o 01/04/2020 ?
4 CAT-1 Lunch Subsidy 174 5 NO e 01/04/2020
Local Trave! ;
5 CAT-I House Up Keep 208 10 NO = 01/04/2020
HRA Maintenance
6 CAT-I Hostel Allowance 205 3 NO - 01/04/2020 /
DA Rate Transport For
7 CAT-I il 166 15 NO . 01/04/2020 ¥
Handicapped
Allowances
T a
8 CAT-I Conveyance Two 216 5 NO Conveyance Four 01/04/2020 Q
Wheeler Wheeler
s st = Conveyance Four
Reimbursement Maste sance Fi 3
9 CAT-I Gonveyence boun 216 6 NO Wheeler,Conveyance 01/04/2020 ?
Wheeler
Two Wheeler
CPF Interest Rate
Conveyance Four
PF Pa Wheeler,Conveyance
2 Two Wr
10 CAT-I Child Education 16 3 NO ‘wo Wheeler,Child 01/04/2020 Q
s School Education
ransaction
College,Child
Education PG Study
»
Ghawinn 1 ta 10 f 24 antriac

Figure 4-62: Existing Cafeteria Allowance Detail Updated

4.15 CPF Interest Rate

CPF Interest Rate is a master where the concerned user would be able to configuration the
CPF Interest Rate as per the policy and the updated policy would be applicable on the effected
forms.

4.15.1 Navigation

Left Navigation: Compensation and Benefits >>Masters >> CPF Interest Rate
4.15.2 SLA

NA
4.15.3 Landing Page

HRMS administrator shall traverse the navigation as mentioned in Section 4.15.1 to reach
the CPF Interest Rate Master Landing Page as shown in Figure 4.63.
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= Wiy FCIHRMS
-

Home
User Manual

Mana

Talent Management

Core HR

Aa A2 Aa ESS m 9 AMITKUMAR g

CPF Interest Rate Request Landing

Status

New CPF Interest Rate Request | E

Search: |

R

1 IR1 13/10/2020 12/2020 12/2020 1278 ADD ¥

Showing 1to 1 of 1 entries

[ =]

Annual Increment =
=]
Figure 4-63: CPF Interest Rate Master
HRMS administrator shall be able to perform the following activities from the landing page:
e Clickon to apply the available filters.
. Exce PDF  Print :
e Click on to export the table records in Excel or PDF as
per table columns.
Search:
e Click on to enter a search query that shall
search the table records.
e Click on to sort the table records in ascending order or descending order of

entries.
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. Previous 1 Mext .
e Clickon to navigate table records

New CPF Interest Rate Request
e C(Click on to add a new record in the table as

mentioned in Section 4.15.4 — Add CPF Interest Rate.

4.15.4 Add CPF Interest Rate

Click on to open the Add CPF Interest Rate as shown in

Figure 4-64.

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

CPF Interest Rate Request

From Month/Year * To Month/Year * Interest Rate * Ref. Document Number *

0112022 B oz By s Revised

Ref. Document *

Remarks *

Revised the CPF Interest Rate

- |

Figure 4-64: Add CPF Interest Rate

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

the CPF Interest Rate Master Landing Page for addition of a new record in the table as shown
in Figure 4-65.
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0
§/ FCIHRMS A Aa Aa ESS o AMIT KUMAR
A * : = &

CPF Interest Rate Request Landing

CPF Interest Rate request has been submitted successfully.

Status

Home

User Manual

Manag

Talent Managemen =
New CPF Interest Rate Request
Core HR

Show 10 v entries Exportto:

Search:

NO REQ D REQUEST D FFECTIVE FROM ¢ EFFECTIVE TO NTEREST RATE REF. DOCUMENT NUMB! REF. DOCUME STATUS

1 IR65 15/01/2021 012022 01/2023 12.9 Revised ¥

2 IR64 15/01/2021 012021 11/2021 12.8 ADD 2 Approved

3 IR63 15/01/2021 02/2021 05/2021 9.5 1562996 ¥ Appr i

4 IR62 15/01/2021 02/2021 06/2021 9.5 12345 ¥

5 IRB1 22/12/2020 01/2020 12/2020 95 12345 LY I

6 IRBO 13/01/2021 06/2021 12/2021 95 12345 ¥ I

8 IR58 06/01/2021 01/2021 12/2021 12.8 ADD LY Pend
Annual Increment

9 IRS7 28/12/2020 01/2020 12/2022 205 DOC12345 £ ending Apf E
Stagnation Inci

10 IR56 28/12/2020 01/2019 06/2020 25 DOC12345 ¥

gnation (SIAS] ement
Showing 1t 10 of 13 entries
Ceiling Mainten:

Lease Accommodation

Local Travel

Transaction

Payroll

Leaming and

Employ

Figure 4-65: New CPF Interest Rate Added

4.16 Reimbursement Master

Reimbursement Master shall allow the Manager in EP Division to update the reimbursement
configuration as per the government policy, so that the policy would be applicable on the
affected reimbursement request forms like TA, Medical Allowance and Newspaper
Allowance.

4.16.1 Navigation

Left Navigation: Compensation and Benefits >>Masters >> Reimbursement Master
4.16.2 SLA

NA
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4.16.3 Landing Page

HRMS administrator shall traverse the navigation as mentioned in Section 4.16.1 to reach
the Reimbursement Master Landing Page as shown in Figure 4-66

0
= 8 FClI HRMS A Aa A ESS = AMIT KUMAR
b1 " : a [ s | &

Home Reimbursement Master

Office Type Office Name Reimbursement Type Applicable Category
User Manual

Mal
Natural Account Is Active Effective Date

Talent Management v A ~ Al v A v

Core HR

I i
g <

‘Add Reimbursement Master

Show 10 v |entries Expur“u‘l:l Search

1 HQ HQ-Delhi Travel Allowance 2715 CAT-I 10000 01/01/2022 R

’
Showing 1to 1of 1 entries

gement

Compensation and Benefit

Annual Increment E

Stagnation Increment
Stagnatior Increment
Ceiling

Lease Accommodation
Local Trav

HRA Maintenance

DA Rate

Cafeteria Allowances

Pay Scale

Reimbursement Master | 3
CPF I

PF Param

Transaction

Payroll

Talent Acquisition

Lea

Employ:

Figure 4-66: Reimbursement Master

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

e Clickon to apply the available filters.

Exce PDF P

e C(lick on to export the table records in Excel or PDF as

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

search the table records.

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

; Previous 1 Mext )
e C(lickon to navigate table records

. Add Reimbursement Master .
e (Click on to add a new record in the table as

mentioned in Section 4.16.4— Add Reimbursement.

e Click on E to edit an existing record in the table as mentioned in Section 4.16.5
— Edit Reimbursement.

4.16.4 Add Reimbursement

) Add Reimbursement Master . )
Click on to open the Add Reimbursement as shown in

Figure 4-67.

]
4 A A A E fa, AMIT KUMAR
N/ FCIHRMS s A A ess [ b

Add Reimbursement Master

Office Type * Office Name * Reimbursement Type * Natural Account *
o o HO-Delhi “ avel Allowance v 2715 v
Applicable Category * Maximum Entitlement (INR) * Effective Date * Reference Document Number *
CAT-| v 10000 01/01/2022 5]  revised E

Reference Document * Is Active *

m e v

m conee!

Figure 4-67: Add Reimbursement

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

the Reimbursement Master Landing Page for addition of a new record in the table as shown
in Figure 4-68.
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j o]
= §f FClI HRMS A Aa Aa ESS o AMIT KUMAR
\if * : E &

Success! Reimbursement Master has been added successfully X

Reimbursement Master

Office Type Office Name Reimbursement Type Applicable Category
Al v ~ ~
Talent Management E
Natural Account Is Active Effective Date
Al v A ~ A ~

~
‘Add Reimbursement Master

She v entries Exportto:
ow 10 entries Export to Search:

S.NO OFF YF FFICE NAI IMBURSEMENT TYPE NATURAL ACCOUNT ’ BLE CATEGO MAXIMUM ENTITLEMENT (INR| FFE

1 HQ HQ-Delhi Travel Allowance 2715 CAT-I 10000 01/01/2022 R

Showing 1t 1 of 1 entries

Leaming and

Employ

Figure 4-68: New Reimbursement Master Added

4.16.5 Edit Cafeteria Allowance

Click on E to open Edit Cafeteria Allowance as shown in Figure 4-69.
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= Wi/ FCIHRMS Aa Aa Aa ESS m .? AMITKUMAR

v

Edit Reimbursement Master

Office Type * Office Name * Reimbursement Type * Natural Account *
HQ v HQ-Delhi v Travel Allowance 4 2715 v
Applicable Category * Maximum Entitiement (INR) * Effective Date * Reference Document Number *

CAT-1 v 10000 01/0

B e =]

Reference Document *  Attachment Is Active *

ﬂ fetie v

Cancel

Figure 4-69: Edit Reimbursement

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

the Cafeteria Allowance Master Landing Page for updating the existing record in the table
as shown in Figure 4-70.

= - ..P
\i" FCI HRMS 42 Aa Aa  ESS m AMIT KUMAR |
User Manual Reimbursement Master

Office Type Office Name Reimbursement Type Applicable Category

Al v Al v All v ~
I

Natural Account Is Active Effective Date
All v Al ~ All ~ Get Results

Show 10 v entries Exportto x PL [ Search:
SINO OFFICE TYP! OFFICE NAME REIMBURSEMENT TYPE NATURAL ACCOUN APPLICABLE CATEGORY MAXIMUM ENTITLEMENT (INR EFFECTIVE DA
1 Do po Medical Allowance prral CAT-1 3 22/12/2020 |

BANDERDEWA

2 HQ HQRS Travel Allowance 2715 CAT-1 1 15/12/2020
3 HQ HQRS Travel Allowance 2715 CAT-1 1 12/12/2020
4 HQ HQRS Travel Allowance 2715 CAT-Il 80 09/12/2020
5 HQ HQRS Travel Allowance 2715 CAT-lI 100 05/02/2020
6 HQ HQRS Travel Allowance 2715 CAT-lI 100 02/02/2020 l
7 HQ HQRS Travel Allowance 2715 CAT-1 12 01/12/2020
3 HQ HQRS Travel Allowance 2715 CAT-ll 67 23/08/2020
9 HQ HQRS Travel Allowance 2715 CAT-ll 67 23/09/2020
10 HQ HQRS Travel Allowance 2715 CAT-1 45 22/09/2020

Figure 4-70: Existing Reimbursement Master Updated

4,17 PF Parameter

The PF Parameter is a master where the concerned user can manage the PF
Rate/Percentage. The user can update the PF Parameters whenever there is a change in

policy.
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4.17.1 Navigation

Left Navigation: Compensation and Benefits >>Masters >> PF Parameter
4.17.2 SLA

NA
4.17.3 Landing Page

HRMS administrator shall traverse the navigation as mentioned in Section 4.17.1 to reach
the PF Parameter Master Landing Page as shown in Figure 4.71.

= iy FCIHRMS Aa Aa Aa ESS m ;.o AMITKUMAR i

= v

Home PF Parameter

User Manual Ongoing PF Parameters

Effective From

v Get Results
=]
1 TDS On Intervening Interest % 12 01/01/2020
2 EPS % n 01/01/2020
3 CPF Deduction % 7 01/01/2020
4 EPS Wage Limit 2 01/01/2020
5 FPS % 14 01/01/2020
8 Pf Loan Interest Rates 1 01/01/2020

Set PF Parameters

Annual Increment E

1 TDS On Intervening Interest % Percentage DD/MMIYYYY I—i]

Stagnation Increment

Stagnation (SIAS) Increment

Ceiling Mainten:

Lea: ccommodation 3 CPF Deduction % percentage O [i]
4 EPS Wage Limit Percentage DDIMMITYYY =
5 FPS %

6 Pf Loan Interest Rates Percenta DD/MM/YYYY ﬁ E

Reimbursement Master

CPF Interes! Ref. Dacument Number * Ref. Document *

Transaction

Cancel

En

Figure 4-71: PF Parameter Master
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4.17.4 Add PF Parameter

0
= §f FCIHRMS A Aa Aa ESS o, AMIT KUMAR
N =@ =3 &

Home PF Parameter

User Manual Ongoing PF Parameters

Effective From

v Get Results
Talent Managemen . =
ARAMET LUI EFFECTIVE DA
Core HR
1 TDS On Intervening Interest % 12 01/01/2020
Attendance
2 EPS % 1 01/01/2020
3 CPF Deduction % 7 01/01/2020
4 EPS Wage Limit 21 01/01/2020
5 FPS % 14 01/01/2020
6 Pf Loan Interest Rates 1 01/01/2020

Set PF Parameters

1 TDS On Intervening Interest % 01/01/202 I‘f]

Ceiling Maintenance

e Cate 3 CPF Deduction % il ov/o1/z02 =3
Local Travel
HRA Maintenance 4 EPS Wage Limit ) 01/01/202 B

DA Rate

5 FPS % 121 01/01/20 E

Cafeteria Allowances

Pa

6 Pf Loan Interest Rates 1] o021 E] =

Reimbursement

CPE itarast Rats Ref. Document Number * Ref. Document *

Transaction ~
cancel

Payroll

Employ

Figure 4-72: Add PF Parameter

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

the PF Parameter Master Landing Page for addition of a new record in the table as shown in
Figure 4-73.
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0
f FClIHRMS A Aa Aa ESS o AMIT KUMAR
A * : = &

PF Parameter

Success! PF Parameters has been added successfully.

Ongoing PF Parameters

Home

User Manual

M
Effective From

Talent Management v Al v Get Results E
Core HR

S.NO. PARAMETER VALUES EFFECTIVE DATE

1 TDS On Intervening Interest % 121 01/01/2021

2 EPS % 121 01/01/2021

3 CPF Deduction % 121 01/01/2021

4 EPS Wage Limit 121 01/01/2021

5 FPS % 121 01/01/2021

6 Pf Loan Interest Rates 121 01/01/2021

Set PF Parameters

S.NO. PARAMETERS VALUES EFFECTIVE DATE =

1 TDS On Intervening Interest % Percentage DDIMMIYYYY =

Stagnat

Ceiling Maintenance 2 EPS % Percentage DD/MM/YYYY ﬁ

3 CPF Deduction % Percentage DDIMMIYYYY B
4 EPS Wage Limit Percentage DD/MM/YYYY ﬁ
5 FPS % Percentage DDIMMIYYYY =
Percentage SOMMIYYYY

6 Pf Loan Interest Rates. ntag DD/MM, ﬁ

CPF Inty

PF Parameters Ref. Document Number * Ref. Document *
Ref. Document Numbe

Transaction ~

Payroll

Cancel

Talent Acquisitio

Learning and

Employee

Figure 4-73: New PF Parameter Added

The success message will be displayed as

4.18 Salary Revision

Salary Revision is the process that covers the salary update of employees in bulk by adding
the earning / deduction component.

Step 1: Manager (Bills) receives approved policy/circular for salary revision.

Step 2: Manager (Bills) will add earning/deduction component designation wise and submits
the request.

Step 3: AGM (Bills) receives the salary revision requests raised by Manager (Bills).
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4.18.1

4.18.2

4.18.3

Step 4: After approval/rejection by the AGM (Bills), the Manager (Bills) and the Employee
will receive a notification.

Navigation

Left Navigation: Compensation and Benefits >>Transactions >> Salary Revision
SLA

NA

Landing Page

HRMS administrator shall traverse the navigation as mentioned in Section 4.18.1 to reach
the Salary Revision Landing Page as shown in Figure 4.74.

o]

Aa ESS Mss I AMITKUMAR g

FClI HRMS

Salary Revision Request Landing

om Date Reques

=3 i v
|

Show 10 v entries Exportto
- " E IS"“'C"

CSR113 08/12/2020 CAT-Il

|
[ TR e ]

Figure 4-74: Salary Revision

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

e Clickon o apply the available filters.
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. Excel ~ PDF  Print .
e Click on to export the table records in Excel or PDF as

per table columns.

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

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

e Click on to add a new Salary Revision in the table as

mentioned in Section 4.18.4 — Add Salary Revision.

4.18.4 Add Salary Revision

Click on to open the Add Salary Revision Request as shown in

Figure 4-75.

= Wir FCIHRMS Aa  Aa  Aa  ESS  MSS 8 AMITKUMAR g
&

Home Salary Revision Request

Select Employees to Add Revision

User Manual

i, Category Designation Employee Name (Number)
CAT-1 ~ Assistant General Manager ~ Selec ~
Core HR
Leave and Attendance
Compensation and Benefit
DSELEC' ALL EMPLOYEE NUMBER EMPLOYEE NAME DESIGNATION CPF NUMBER

Payroll

No data available in table

Showing 0 to 0 of 0 entries

SELEC‘ ALL EMPLOYEE NUMBER EMPLOYEE NAME DESIGNATION CPF NUMBER
275851 NAVNEET SANDHU Assistant General Manager 28794
185935 SHIREESH MOHAN KHARE Assistant General Manager 98867

Showing 1to 2 of 2 entries

Add Revision to Selected ‘ Cancel |

ight © 2020 Food C 10 i red by Konnect (Kellton Tech)

Figure 4-75: Add Salary Revision Request

Add Revision to Selected
Click on to open the Salary Revision as shown in Figure 4-76.
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- . o
= \\gj FCl HRMS Aa Aa Aa ESS m Jas AMIT KUMAR @
Home Salary Revision
Usar Mamual S.NO. EMPLOYEE NUMBER EMPLOYEE NAME DESIGNATION CPF NUMBER
1 124556 JYOTSNA BARUAH Assistant General Manager 160083
Manag
2 276173 AMAR JYOTI GOGOI Assistant General Manager 160638

Talent Management

Add Earnings/Deductions

Paycode * Paycode Name *
y Il pr— - | =]
PAYCODE PAYCODE NAME COMPONENT TYPE
166 Transport Allowance Earning |E|
14 ‘Washing Allowance Earning | ]
744 Additional Pay Eaming Ul
Effective Date * Payout Month
01/02/2021 5 02/2021 5
Remarks
Salary Re

m cance!

Figure 4-76: Add Salary Revision

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

addition of a new record in the table as shown in Figure 4-77.
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lary Revision has been added successfully.

Salary Revision Request Landing

Home

User Manual

Manager Dashboarc
y Request From Date Request To Date Category Status

DD/MM/YYYY @ DO/MM/YYYY [j A v E

v
New Salary Revision Request
Show 10 v entries Exportto: Search:

REQ!

1 CSR114 14/01/2021 CAT-I ApF i @

2 CSR113 08/12/2020 CAT-Il Apy i ®

Claim

DCPS Intere

Reimbursement

Double HRA

town/Encashm

n Change)

Apply OTA Request

Stagnation Increment (T)

Payroll

Talent Acquisition

Figure 4-77: Salary Revision Added

The success will be displayed as
4.18.5 Salary Revision Process

On the successful approval of the Salary Revision request, the approved requests will be
shown in the Salary Revision process as shown in Figure 4-78.
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FCl HRMS Aa Az Aa ESS  MSS JP AMIT KUMAR

I
-
e
e

@

Salary Revision Process Landing

Request From Date Request To Date Category Status

DD/MMIYYYY a DD/MMY YYY ﬁ Al ~ v

User Manual

Manager Dashboard

Core HR

Leave and Attendance

sh v entries Export t
ow 10 entries  Export to Search:

Compensation and Benefit

Transaction

1 CSR113 08/12/2020 CAT-IIl Pending

Death/Service Gratuity
Showing 1t 1 of 1 entries

Higher Study Incentive
Increment Request

Employee Compensation

Salary Revision

Salary Revision process | 3 >

Benevolent Fund Process

Annual Increment

Annual Increment Process

CPF Zone Surrender

Retired Employee Medical
Claim

DCPS Interest Upload

Reimbursement

Double HRA

LTC-Bharat
Darshan/Hometown/Encashm
ent

LTC Bharat Darshan
(Destination Change)

arat Darshan
Disbursement

Apply OTA Requi
House On Lease

Benevolent Fund

Local Travel Allowance
Request

Cafeteria Allowa equest

Stagnation Increment (T)

Local Travel Allowance
Payment

Payroll

Employee Relation

Figure 4-78: Salary Revision Process Landing

On click of shown in Figure 4-78, to land on salary revision process as shown in Figure 4-79.
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ESS  MSS ? i, AMIT KUMAR *

= WNiy FCIHRMS s A Aa
-

Salary Revision Process Request

Request ID
CSR113
Show 10 v entries Exportto: Excel  PDF  Print search:
Leave and Attendance S.NO. EMPLOYEE NUMBER EMPLOYEE NAME DESIGNATION CPF NUMBER
1 276138 SANJAY KUMAR 720264 Manager
Showing 1to 1 of 1 entries
Previous 1 Next
Show 10 v entries Exportto: Excel ~ PDF  Print search:
S.NO. PAYCODE PAYCODE DESCRIPTION COMPONENT TYPE
1 166 Transport Allowance Eaming
Showing 1to 1 of 1 entries
Previous 1 Next
Effective Date Payout Month
12/09/2020 12/2020
Remarks
ADd
Back
pyright © 2020 Food Corporation of India | Powered by Konnect (Keliton Tech)

Figure 4-79: Salary Revision Process

On click of shown in Figure 4-79, to process the request and a success message will be
displayed as shown in 4-80.

DV PRASAD S A
Emp Id : 299546 %EY

g O0@O0 o
Division : Personnel =

Home
Success! Salary Rev

Manager Dashboard

— Salary Revision Process Landing

Request From Date

Talent Management E

Core HR DD/MM/YYYY

Request To Date

DD/MM/YYYY

2

Category

All

Status

Leave and Attendance

Compensation and Benefit

Masters
Transaction

Higher Study Incentive
Increment Request
Employee
Compensation

Salary Revision

Salary Revision process

Get Results

Search:
D T i N
1 CSRI24 12/10/2020 CAT-1 Processed @
2 CSR125 13/10/2020 CAT-1 Processed @

Figure 4-80: New Salary Revision Process

The success will be displayed as

success! Salary Revision has been Processed successfully
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4.19 Cafeteria Request and Approval

It is a process where an employee can select the 32% Cafeteria Allowances as per his/her
need.

Step 1: Employee Submits the request after selected cafeteria Allowances.
Step 2: AGM approves the request raised by the employee.
Step 3: Employee gets paid cafeteria in his/her salary.

4.19.1 Navigation

Left Navigation: Compensation and Benefits >> Cafeteria Allowances Request
4.19.2 SLA

NA
4.19.3 Landing Page

HRMS administrator shall traverse the navigation as mentioned in Section 4.19.1 to reach
the Cafeteria Allowance Request Landing Page as shown in Figure 4.81.

FCl HRMS Az Aa Aa ESS  MSS J_p AMIT KUMAR g0

L}
-
“

Cafeteria Allowances Request Landing

Home
New Cafeteria Allowances Request

Search: |

User Manual

Show 10 v entries Exportto:| exce PDF  Print

My Dashboard

D REQUEST ID REQUEST DATE STATUS ACTION
Directory

1 CA1470 23/1142020 Approved

Core HR
Showing 1to 1 of 1 entries

Compensation and Benefits | 1

My Compensation

Cafeteria Request | 2

Reimbursement Request
Gratuity Request I

LTC-Bharat
Darshan/Hometown/Encashment

LTC Bharat Darshan (Destination
Change)Request

House on Lease Request
Double Establishment Request

Higher Study Incentive
Increment Request

Benevolent Fund Request
Local Travel Allowance Request
CPF Composite Claim Request
Service Gratuity
Apply OTA Request
Quarterly DCPS Report

Leave Management

Payroll

Employee Relations

Connect +

Policies and Circulars

Retirement Benefit Calculator

(Kellton Tech)

Figure 4-81: Cafeteria Allowance Request
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HRMS administrator shall be able to perform the following activities from the landing page:

Click on to apply the available filters.

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

per table columns.

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.

. Previous 1 MNext .
Click on to navigate table records

New Cafeteria Allowances Request
Click on to add a new Cafeteria Allowances request in

the table as mentioned in Section 4.18.4 — Add Cafeteria Allowances Request.

4.19.4 Add Cafeteria Allowance Request

New Cafeteria Allowances Request
Click on to open the Add Cafeteria Allowance Request as shown in

Figure 4-82.
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= %§7 FCIHRMS

-

Year

@

d Circulars 12

t Benefit C:

20

2

22

23

Cafeteria Allowance Request

Default Total Percentage

a2

Transport Allowance

Washing Allowance

Lunch Subsidy

House Up Keep

Hostel Allowance

Transport For Handicapped

Conveyance Two Wheeler

Conveyance Four Wheeler

Child Education School

Child Education College

Child Education PG Study

Electricity Allowance

Driver Allowance

Professional Development

Professional Membership Fees

Mobile Or Telephone

Family Membership Disturbance

Dress Allowance

Laundry Or Washing

Entertainment

Domestic Assistance

Cook Allowance

Birthday Gift

Exceeded Percentage Allowance

Education College ~

Aa Aa

Max Limit For Cafeteria Allowance

s

@

o

I hereby opt for the above selected perks and allowances for the current financial year restricted to 32 % of Basic pay.

Figure 4-82: Add Cafeteria Allowance Request

Enter the details and click on
addition of a new record in the table as shown in Figure 4-83.
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Total Selected Percentage Allowance

35

1

Cancel

such that a success message will be shown for
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= fy FClIHRMS A Aa Aa 9 JAG PRASAD
\W R - |

feteria Allowances Request has been added successfully
User Manual Cafeteria Allowances Request Landing
New Cafeteria Allowances Request

Home

Show 10 ~ entries Exportte: F Search: =
S.NO. ACTION REQUEST ID STATUS REQUEST DATE
1 ® CA73 roved 15/01/2021 I
Showing 1ta 1 of 1entries
F 1
nagement

Figure 4-83: Cafeteria Allowance Request Added

The success will be displayed as

Successl Cafeteria Allowances Request has been sdded swocessfully

4.20 Annual Increment

Annual increment is a yearly activity performed by the Personnel division through which
they provide 3% hike to every employee in their basic salary. There are some parameters
which define exclusion of some employees from this process.

Step 1: Concerned Division will submit the list of eligible employees for annual increment.
Step 2: Manager (Personnel) will receive approval request.

Step 3: Approval Authority as per approval matrix will receive the request for checking the
list.

Step 4: Manager (Personnel) will issue orders.

Step 5: Manager (Accounts) will disburse the increment in the employee salary.
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4.20.1 Navigation

Left Navigation: Compensation and Benefits >>Transactions >> Annual Increment
4.20.2 SLA

NA
4.20.3 Landing Page

HRMS administrator shall traverse the navigation as mentioned in Section 4.20.1 to reach
the Annual Increment Landing Page as shown in Figure 4.84.
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FCI HRMS Aa Aa Aa ESS m .,o AMIT KUMAR b

Annual Increment Request Landing
Request From Date Request To Date Office Type Office Name

Status

and Benefit | 1

Show 10 v entries Exportto
e & i :] Search:

O

1 CAI59 13/01/2021 IFS, GURGAON IFs
2 CAIS8 10/01/2021 DO GWALIOR ) ®
3 CAIS7 10/01/2021 RO BHOPAL RO ®

4 CAIS6 10/01/2021 HQ-Delhi HQ Ao

Salary Revision process E

Be

Showing 110 4 of 4 entries
nt Fund Pre E

Annual Increment | 3

Annual Increment

CPF Z

nder

Retired Employee Medical

Claim

DCPS

Reimbursement

Double HRA

Figure 4-84 Annual Increment

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

e C(Clickon to apply the available filters.

Exce PDF Print
e Click on to export the table records in Excel or PDF 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.

Previous 1 Mext
Click on to navigate table records

Add Annual Increment Request
Click on to add a new Annual Increment in the

table as mentioned in Section 4.20.4 — Add Annual Increment.

4.20.4 Add Annual Increment

Add Annual Increment Request
Click on to open the Add Annual Increment Request as

shown in Figure 4-85
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R/ FCl HRMS

Talent Managemant
Core HR

and At

n and Benefit

Payroll

Talent Acquisition

18

21

22

23

24

26

27

28

29

Annual Inerement Request

office Type *

DEVENDRA CHOUMAL

BIRENDRA KUMAR

NIRANJAN LAL JANGIR

RACHNA SHOKEEN

BEYANT KAUR

VARUN KUMAR

ANIL DHAWAN

TANYA GUPTA

PRAKASH NARAYAN GAUR

SUNITA

KAVITA BERAGI

RAVINDER KADIYAN

RAVI SAINI

MOITREYI MOHANTY

ASHOK KUMAR

SUSHMA TOKAS

RAJBIR

BRAMESH KUMAR

SHINY SODHI

MOVEEN SHAH

SUMAN KUMARI YADAY

DEEPTI

POOJA

MADHU LATA

SANDEEP MANN

REKHA RAWAT

AMRITA KAR

MONIKA KADIAN

ASHWANI MOTIRAMANI

Office Name

N

176048

146860

153980

233071

145818

228471

199074

282722

285315

160663

218591

278366

295389

143115

147762

142074

147761

190711

276544

198181

147766

278960

282992

285479

287600

286314

278991

297089

Aa

Figure 4-85 Add Annual Increment Request

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

addition of a new record in the table as shown in Figure 4-86.
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Delete

On click of the records will be deleted.

o
= ¢y FClI HRMS A Aa Aa ESS o AMIT KUMAR
N * : = &

Annual Increment Request Landing

Request From Date Request To Date Office Type Office Name
DD/MM/YYYY B oommyry 5 Al ~ Al v E
Status
v

Add Annual Increment Request

Show 10 v entries Exportto: Search
S.NO. REQUEST ID REQUES OFFICE TYPE OFFICE NAM TAT CTIO
1 CAIB0 14/01/2021 IFS, GURGAON IFS Approved e
2 CAIS9 13/01/2021 IFS, GURGAON IFS A ed @
3 CAIS8 10/01/2021 DO GWALIOR DO Approve @ E
4 CAIS7 10/01/2021 RO BHOPAL RO Approved @
Annsal g 5 CAIS6 10/01/2021 HQ-Delhi HQ Approve e .

Showing 1to 5 of 5 entries

Payroll

Talent Acqu

Figure 4-86 Annual Increment Added

The success will be displayed as

Buccess] Request het been ap) succEfully.

Copyright © 2020 HRMS All Rights Reserved to FCI
Page 109 of 278



FCI HRMS
User Manual Version 0.1

4.20.5 Annual Increment Process

On the successful approval of the Annual Increment request, the approved requests will be
shown in the Annual Increment process as shown in Figure 4-87
- , ’ - )
= Wi/ FCIHRMS maoona A oess [y A AMITKUMAR i
Annual Increment Process Landing
Request From Date Request To Date Office Type Office Name
— 5 MMIYYY £ a v A v

Status

Manager Dashboard
Talent Management

Core HR

LeeVe snd Ae o

Compensation and Benefit A []
Masters 1 CAIBO 14/01/2021 IFS, GURGAON IFs Pending
Transaction 2 2 CAI59 13/01/2021 IFS, GURGAON IFS Pending ©
3 CAIS8 10/01/2021 DO GWALIOR DO Pending °
4 CAIs? 10/01/2021 RO BHOPAL RO Pending °
Employee Comp
5 CAI56 10/01/2021 HQ-Delhi HQ Pending ©
Salary Revision e
Showing 1to 5 of 5 entries
Salary Revision p E

Benevolent Fund Process

Annual Increment

Annual Increment Process |3

CPF Zone

Retired Employee Medical
Claim

DCPS Interest Upload

Reimbursement

Double HRA

LTC Bharat Darshan
(Desti Change)

Apply OTA Request

Cafeteria Allowances Request

Stagnation Increment (T)

Payroll

Talent Acquisition

Learning and

Employee Relation

Figure 4-87: Annual Increment Process Landing

On click of o shown in Figure 4-87, to land on annual increment process as shown in
Figure 4-88.
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Annual Increment Process

Request ID Office Type Office Name Employee Number

User Manual

CAIBO IFS, GURGAON IFS v

Employee Name

Core HR
Show v entries Exportto

so [] eveuovee nuvsen EMpLOVEE NAwE rrecTIvE DaTE

1 176048 DEVENDRA CHOUMAL 14/01/2021

2 146860 BIRENDRA KUMAR 14/01/2021

3 153980 NIRANJAN LAL JANGIR 14/01/2021

4 233071 RACHNA SHOKEEN 14/01/2021
Talent Acquisition

5 145818 BEYANT KAUR 14/01/2021
Leaming and

6 228471 VARUN KUMAR 14/01/2021 E
Employee

7 199074 ANIL DHAWAN 14/01/2021

8 282722 TANYA GUPTA 14/01/2021

9 285315 PRAKASH NARAYAN GAUR 14/01/2021

10 160663 SUNITA 14/01/2021

Showing 110 10 of 29 entries

Figure 4-88: Annual Increment Process

On click of shown in Figure 4-108, to process the request and a success
message will be displayed as shown in 4-89
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= Wi FCIHRMS s ha ma ess 3 ,P AMITKUMAR
=

s! Annual Increment has been Processed successfully

Annual Increment Process Landing

Request From Date Request To Date Office Type Office Name

DOMMIYYYY 5 oomwry B ow v A ~

Status
. a
o]
Show 10  entries Exportto: Search:
QUEST ID EQUEST DATE OFFICE TYPE OFFICE NAME TATUS TiOh
1 o2 15/01/2021 HQ-Delh HQ Processed ®
2 ca7 14/01/2021 HG-Delh HQ Processed @
3 cmi70 08/01/2021 RO IMPHAL RO Processed @
4 CAIB9 08/01/2021 RO DIMAPUR RO Processed @
5 Cai68 08/01/2021 RO ITANAGAR RO Processed @
6 CAIBT 30/12/2020 HQ-Delhi HQ Pending ]
CAIBB 29/12/2020 HQRS HQ Pending ]
8 CAIBS 25/12/2020 HQ-Delhi HQ Processed @
=
9 CAIB3 1/12/2020 HQ-Delh HQ Processed @
10 CAIBA 19/12/2020 HQ-Deln HQ Processed @

Showing 110 10 of 17 entries

ment Request

Figure 4-89: New Annual Increment Process

The success will be displayed as

Succssal Annual Increment has been Processed successiully

4.21 Double Establishment

This process covers the flow that how an employee can receive Double HRA whenever he/she
has been transferred from one Zone to another.

Step 1: Employees submits the request for double establishment after receiving the posting
orders.
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Step 2: Manager (Personnel) checks the eligibility.

Step 3: Approval authority as per approval matrix receives the request.

Step 4: Once approved employee starts receiving the Double Establishment amount in his/her
salary.

4.21.1 Navigation

Left Navigation: Compensation and Benefits >> Double Establishment Request
4.21.2 SLA

30 Days
4.21.3 Landing Page

HRMS administrator shall traverse the navigation as mentioned in Section 4.21.1 to reach
the Double Establishment Request Landing Page as shown in Figure 4-90.

= %y FCIHRMS Aa Aa  Aa ESS  MSS Aﬁp AMITKUMAR g

= v

New Double Establishment Request

Search:

Double Establishment Request Landing

Home

User Manual

Show 10 v entries Exportto:| exce PDF  Print
My Dashboard

n REQUEST ID D REQUEST DATE
Directory

ACTION

No Data Available In Table
Core HR

Showing 0 te 0 of 0 entries

Compensation and Benefits

My Compensation

Cafeteria Request

Reimbursement Request

Gratuity Request

LTC-Bharat
Darshan/Hometown/Encashment

LTC Bharat Darshan (Destination
Change)Request

House on Lease Request

Double Establishment Request

Higher Study Incentive
Increment Request

Benevolent Fund Request

Local Travel Allowance Request

CPF Composite Claim Request

Service Gratuity

Apply OTA Request

Quarterly DCPS Report

Leave Management

Payroll

Employee Relations

Connect +

Policies and Circulars

Retirement Benefit Calculator

Figure 4-90: Double Establishment Request

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

e Clickon to apply the available filters.
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. Excel FDF Frint .
e Click on to export the table records in Excel or PDF as

per table columns.
Search:
e C(lick on to enter a search query that shall
search the table records.

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

New Double Establishment Request
e C(Clickon to add a new Double Establishment in the table

as mentioned in Section 4.21.4 — Add Double Establishment Request.

4.21.4 Add Double Establishment Request

New Double Establishment Request
Click on to open the Add Double Establishment Request as shown

in Figure 4-91.

= RKi/ FCIHRMS rao s na [P wss L.o BIIAY KUMARSINGH &

Double Establishment Request
Employee Number Employee Name Designation Division

300027 BIJAY KUMAR SINGH Executive Director (Personnel) Personnel

Category Office Name Current Place Of Posting Date Of Reporting

cAT-1 HORS Deihi 24/08/1999 B8

Present City Upload Proof Document *

v m

Kellton Tech)

Figure 4-91: Add Double Establishment Request

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

addition of a new record in the table as shown in Figure 4-92.
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= \i/ FCIHRMS A Aa Az E MSS .P BIJAY KUMARSINGH
o

Double Establishment Request Landing

I Success! Double Establishment Request has been submitted successfully.

New Double Establishment Request

Show 10 v entries Exportto: Search:

CBD&7 14/01/2021 Pendi A @

Showing 1101 of 1 entries

Figure 4-92: Double Establishment Request Added

The success will be displayed as

4.21.5 Review Double Establishment Request-Landing
The submitted request will be listed in the Reviewer’s landing screen as shown in Figure 4-
93.
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FClI HRMS Aa Aa Aa ESS m L.o AMITABH KUMAR

= W
U

Double Establishment Request Review Landing

Employee Number Employee Name Status

o 10 e e[ ] g
.'D REQUESTID REQUEST DATE EMPLOYEE NUMBER EMPLOYEE NAME DESIGNATION TAT! CTION

. 1 CBD67 14/01/2021 300027 BIJAY KUMAR SINGH Executive Director (Personnel) Pend
eaming anc
2 CED6&6 23/1/2020 141836 BHIM RAM Assistant Grade lll (Personnel) Pendir ew ® g
3 CBD65 06/11/2020 141836 BHIM RAM Assistant Grade lll (Personnel) F ing F ew @ g
4 CBD64 05/11/2020 141836 BHIM RAM Assistant Grade Il (Personnel) Pending R v @
H CBD63 05/11/2020 141836 BHIM RAM Assistant Grade lll (Personnel) ndir y @
6 CBD62 04/11/2020 141836 BHIM RAM Assistant Grade Il (Personnel) i @ E
Talent Acq
7 CBD61 04/11/2020 141836 BHIM RAM Assistant Grade Il (Personnel) Pending Review @
8 CBD60 03/11/2020 141836 BHIM RAM Assistant Grade Il (Personngl) Pending Review @
9 CBDS589 03/11/2020 141836 BHIM RAM Assistant Grade lll (Personnel) Pendi Y (o4
10 CBD58 03/11/2020 141836 BHIM RAM Assistant Grade Ill (Personnel) Pending Review @

Showing 1te 10 of 24 entries

Figure 4-93 Double Establishment Request Reviewer Landing

Click on ﬂas shown in Figure 4-93, to land on Review Double Establishment request as
shown in Figure 4-94.
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4.21.6 Dispatch Double Establishment

= i Aa Aa A ESS L? MEGHA SINGHAL
N\ FCIHRMS a A2 A2 = 1

Double Establishment Request Approve

Request ID Employee Number
CBDS1 29761

Employee Name Designation

JAIPRAKASH UPADHYAY Typist

Division Category

Storage & Centract CAT-I E
Office Name Current Place Of Posting

HQ-Delhi Default

Date Of Reporting Present City

16/02/2017 Aamad

Effective From Date Effective To Date
Proof Document Remarks
test
blishment Request
View Action History
Effective From Date * Effective To Date *

0110212021 B ouoznez 5

Dispatch To

SHEELA EDLINE TIGGA “ E

Dispatcher Remarks *

Document Name ‘Supportive Document

Employee Relation

Add Reviewer Dispatch Cancel

Figure 4-94: Double Establishment Request Dispatch

Reviewer shall be able to perform the following activities from the Review Page.

e C(lickon to view the action taken on the request as shown in

Figure 4-99.

o N, .
e Clickon to dispatch the request and a success message will be
displayed as shown in Figure 4.95.
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4.21.7 Review Double Establishment Landing

0
= §f FCIHRMS Aa Aa Aa ESS 8 AMITABH KUMAR
\i{ . E

Double Establishment Request Review Landing

Employee Number Employee Name Status

o 20 s s [T 7] 8
H’.D REQUESTID REQUEST DATE EMP YEE NUMBER EMPLOYEE NAME DESIGNATION TATU: ACTION

1 CBD&7 14/01/2021 300027 BIJAY KUMAR SINGH Executive Director (Personnel) ndi

2 CBD6&86 23/1/2020 141836 BHIM RAM Assistant Grade Il (Personnel) Pending y ® 9

3 CBD65 06/11/2020 141836 BHIM RAM Assistant Grade lll (Personnel) Pending Review ® g

4 CBD64 05/11/2020 141836 BHIM RAM Assistant Grade Ill (Personnel) Pending R v @

H CBD63 05/11/2020 141836 BHIM RAM Assistant Grade lll (Personnel) Pending R ! @

6 CBD62 04/11/2020 141836 BHIM RAM Assistant Grade lll (Personnel) 1 @ E
Talent Acq

7 CBD61 04/11/2020 141836 BHIM RAM Assistant Grade Ill (Personnel) Pending Revie! @
Employ

8 CBD60 03/11/2020 141836 BHIM RAM Assistant Grade lll (Personnel) nding Review @

9 CBDS589 03/11/2020 141836 BHIM RAM Assistant Grade lll (Personnel) Pending Review @

10 CBDS8 03/11/2020 141836 BHIM RAM Assistant Grade Il (Personnel) Pending R " @

Showing 1te 10 of 24 entries

Figure 4-95: Double Establishment Request Review-Landing

Click on ﬂas shown in Figure 4-95, to land on Review Double Establishment request as
shown in Figure 4-96.
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4.21.8 Review Double Establishment

o
= ¢ FClI HRMS Aa Aa Aa ESS g AMITABH KUMAR
A =

Home Double Establishment Request Review

User Manual

Request ID Employee Number
CBDE&7 300027

Employee Name Designation

BIJAY KUMAR SINGH Executive Director (Personnel)

pivison category a8
Personnel CAT-1

Office Name Current Place Of Posting

HQRS Delhi

Date Of Reporting Present City

24/08/1999 Tonk

Effective From Date Effective To Date

Proof Document Remarks

iew af mer Double Establishment Request

View Action History

Effective From Date * Effective To Date *

01/02/2021 5 01/02/2022 53

Reviewer Remarks *

Reviewed

Document Name Supportive Document
Enter Document Name m n

S.NO. DOCUMENT NAME SUPPORTIVE DOCUMENT

fdd Reviewsr m m e

Payroll

Talent Acq;

Figure 4-96: Double Establishment Request Review

Reviewer shall be able to perform the following activities from the Review Page.

View Action History
Click on to view the action taken on the request as shown

in Figure 4-99.

Click on m to review the request and a success message will be

displayed as shown in Figure 4.97.
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e C(Clickon m to revert the request back to the initiator, this request will

be listed in the landing page of Initiator as shown in Figure 4-90.

= %&/ FCIHRMS Aa  Aa  Aa  ESS m u,’.o AMITABH KUMAR
=

Double Establishment Request Review Landing

Request has been reviewed successfully.

User Manual
Employee Number Employee Name Status
" h . v " v m
Show 10 v entries Exportto Search:
S.NO. REQUEST ID REQUEST DATE EMPLOYEE NUMBER EMPLOYEE NAME DESIGNATION STATUS ACTION
1 CED6E7 14/01/2021 300027 BIJAY KUMAR SINGH Executive Director (Personnel} Pending Review @
2 CBD66 23/11j2020 141836 BHIM RAM Assistant Grade lll (Personnel) Pending Review ® 9
3 CBD65 06/11/2020 141836 BHIM RAM Assistant Grade Il {Personnel) Pending Review @ 1
tion and Benefit
4 CBD64 05/11/2020 141836 BHIM RAM Assistant Grade lll (Personnel) Pending Review @
Payroll
5 CBD63 05/11/2020 141836 BHIM RAM Assistant Grade lll (Personnel) Pending Review @
Talent Acquisition ; E
6 CBD62 04/11/2020 141836 BHIM RAM Assistant Grade lll (Personnel) Approved ©
L 7 CBDG1 04/11/2020 141836 BHIM RAM Assistant Grade Ill (Personnel) Pending Review @
8 CBD60 03/11/2020 141836 BHIM RAM Assistant Grade Ill (Personnel) Pending Review ®
9 CBD59 03/11/2020 141836 BHIM RAM Assistant Grade lll (Personnel) Pending Review @
10 CBDS58 03/11/2020 141836 BHIM RAM Assistant Grade lll (Personnel) Pending Review @

Showing 1ta 10 of 24 entries
Previous 1 2 3  Next

Figure 4-97: Double Establishment Request Reviewed
The success will be displayed as
4.21.9 Approve Double Establishment-Landing Page

The reviewed request will be forwarded to the approver’s landing page as shown in figure 4-
96.
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= %§s FCIHRMS Aa Aa  Aa ESS m JP DV PRASAD

-

Double Establishment Request Approval Landing

Employee Number Employee Name Status

v A v Al v

Show 10 v entries Exportto

Search
=]
.'D REQUEST REQUEST DATE E EE IBE EMP EE N, ESI T TAT! I
1 CBD67 14/01/2021 300027 BIJAY KUMAR SINGH Executive Director (Personnel)
2 CBD66 23/11/2020 141836 BHIM RAM Assistant Grade Il (Personnel) € e @
3 CBD6S 06/11/2020 141836 BHIM RAM Assistant Grade Ill (Personnel) Review @
4 CBDB4 05/11/2020 141836 BHIM RAM Assistant Grade Il (Personnel) P Re @
H CBD&3 05/11/2020 141836 BHIM RAM Assistant Grade lll (Personnel) € Rewvie @ E
6 CBD62 04/11/2020 141836 BHIM RAM Assistant Grade Ill (Personnel) rov @
Talent Acg
7 CBDB1 04/11/2020 141836 BHIM RAM Assistant Grade Ill [Personnel) ending Revie ©
8 CBD60 03/11/2020 141836 BHIM RAM Assistant Grade lll (Personnel) e Review @
9 CBDS9 03/11/2020 141836 BHIM RAM Assistant Grade lll (Personnel) Revie ©
10 CBDSB 03/11/2020 141836 BHIM RAM Assistant Grade Il (Personnel) ndi Review @

Showing 1te 10 of 24 entries

Figure 4-98: Double Establishment Request Approver’s landing

Click on % as shown in Figure 4-98, to land on Approve Double Establishment request as
shown in Figure 4-99.
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4.21.10 Approve Double Establishment

= ¢y FClI HRMS Aa Aa Aa ESS P DV PRASAD
\W : [uss |

Double Establishment Request Approve

Home

User Manual

Request ID Employee Number
CBDE&7 300027
Employee Name Designation
_ I BIJAY KUMAR SINGH Executive Director (Personnel)
Talent Management .
Core HR Personnel CAT-1
Office Name Current Place Of Posting
HQRS Delhi
Date Of Reporting Present City
24/08/1999 Tonk
Effective From Date Effective To Date
01/02/2021 01/02/2022
Proof Document Remarks

iew attachmer Double Establishment Request

View Action History

Approver Remarks *

Approved

Document Name Supportive Document =

NO. DOCUMENT NAME SUPPORTIVE DOCUMEN

Add Reviewer Selective Revert m Cancel

Reimbursement

Double HRA

Figure 4-99: Double Establishment Request Approve

Approver shall be able to perform the following activities from the Approve Page.

e C(Clickon to view the action taken on the request as shown in

Figure 4-.

e C(Clickon to approve the request, and a success message will be

shown in the Double Establishment Approver Landing Screen for approving the
record as shown in Figure 4-98.
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e Clickon to reject the request back to the initiator, this request will
be listed in the landing page of Initiator with “Rejected” status.

= Wi/ FCIHRMS A A2 Aa ESS mx? DV PRASAD

Double Establishment Request Approval Landing

been approved successfully.

Employee Number Employee Name Status
! e B 7 ! v
Show 10 v entries Exportto: € PDF  Prir Search a
S.NO. REQUEST ID REQUEST DATE EMPLOYEE NUMBER EMPLOYEE NAME DESIGNATION STATUS ACTION
1 CBD&7 14/01/2021 300027 BIJAY KUMAR SINGH Executive Director (Personnel) Approved @ I
Learning ar
2 CBD88 23/1/2020 141836 BHIM RAM Assistant Grade Ill (Personnel) Pending Review @
Performance M
3 CBD&5 06/11/2020 141836 BHIM RAM Assistant Grade Ill (Personnel) Pending Review @
4 CBD84 05/11/2020 141836 BHIM RAM Assistant Grade Il (Personnel) Pending Review @
H CBDB3 05/11/2020 141836 BHIM RAM Assistant Grade Ill (Personnel) Pending Review @ E
6 CBD62 04/11/2020 141836 BHIM RAM Assistant Grade Ill (Personnel) Approved @
7 CBD8&1 04/11/2020 141836 BHIM RAM Assistant Grade Ill (Personnel) Pending Review @
[} CBD&0 03/11/2020 141836 BHIM RAM Assistant Grade IIl (Personnel) Pending Review @
9 CBDS9 03/11/2020 141836 BHIM RAM Assistant Grade Ill (Personnel) Pending Review @
10 CBD58 03/11/2020 141836 BHIM RAM Assistant Grade IIl (Personnel) Pending Review @

Showing 1to 10 of 24 entries

Previous 1 2 3 Next

Figure 4-100: Double Establishment Request Approved

The success will be displayed as

‘Success] Request has been approved successfully.

4.21.11 View Action History

Click on as shown in Figure 4-96 and 4-99, to navigate to View Action

History page as shown in Figure 4-101.
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FCl HRMS

I
-
e
e

@

Action History

Version From Date To Date
User Manual All v DD/MMYYYY B8 DDMM/YYYY
Manager Dashboard ID CED92
Show 10 v entries
Talent Management
Gl DATE OF ACTION VERSION ACTION TAKEN DESIGNATION
30/12/2020 4:58:57
oo (R STy 1 o 1 Initiated AMIT KUMAR Manager
30/12/2020 5:11:28
Performance Management 2 ;M > 1 Dispatched SANJAY PANDEY Assistant Grade - |
Compensation and Benefit -
0/12/2020 5:18:30
3 o > 1 Reviewed PANKAJ LAL Manager
30/12/2020 5:34:06 A tant Ge Il
) 4 = > 1 Reviewed RAM RAJ MEENA ssistant General
Transaction PM Manager
Higher Study Incentive . 30/12/2020 55315 Reviewed JASWANT SINGH Deputy General
Increment Request N PM “ RAJPUT Manager
ompensati 30/12/2020 5:54:33
Employee Compensation 6 > o 1 Approved RAJESH KUMAR General Manager

PM

Salary Revision

ing 10 6 of 6 entries

Salary Revision process
Benevolent Fund Process

Competent Authority

Death/Service Gratuity

HQ-Delhi Personnel General Manager

Annual Increment Process

CPF Zone Surrender

Retired Employee Medical
Claim

DCPS Interest Upload

Recommendation for
performance related Incentive

Reimbursement.

Double Establishment Request

LTC-Bharat
Darshan/Hometown/Encashm
ent

LTC Bharat Darshan
(Destination Change)

Apply OTA Request

House On Lease

Benevolent Fund

Local Travel Allowance
Request

Cafeteria Allowan

Request

Stagnation Increment (T)

Payroll

Talent Acquisition

Learning and Development

Employee Relation

Figure 4-101: Action History

s 3 P

AMIT KUMAR

Search:
DIVISION AUTHORITY REMARKS
Request
Personnel Initiator y
Initiated
Personnel Reviewer Dispatcher @
Personnel Reviewer Remarks iod
Personnel Reviewer as ®
Personnel Reviewer as o
Personnel Approver Approver Lod
1 Next
ON
General RAJESH KUMAR
| oo |

HRMS administrator shall be able to perform the following activities from Action History

page:

e C(lickon to apply the available filters.

. Click on

to view the particular detail of the record as shown in Figure 4-102.
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= £ a a P
%i# FCIHRMS na A A ess ([P AMIT KUMAR

Action History View

User Manual Division Designation Authority Employee Name Version Date Of Action

Personnel General Manager Approver v RAJESH KUMAR v 1 v

2/2020 5:54:3

ager Dashboard

Talent Management

Core HR

Leave and Attendance

Request ID Employee Number
Performance Management CBD9z 290572
Employee Name Designation
Compensation and Ben: AMIT KUMAR Manager
Division Category
Personnel CAT-Il
Transaction c Office Name Current Place Of Posting
HQ-Delhi Default
(s 7 D Date Of Reporting Present City
Increment Request
06/04/2015 Achhabal
Employee Compensation Effective From Date Effective To Date
01/12/2020 01/01/2021
Salary Revision
Proof Document Remarks

ment 24

Salary Revision process
Benevolent Fund Proce:

Death/Service Gratuity Remarks

Approver
Annual Increment

CPF Zone Surrender

Retired Employee Medical

DCPS Interest Upload

Recommendation for
performance related Incentive

Reimbursement.

Double Establishment Request

LTC-Bharat
Darshan/Hometown/Encashm
ent

LTC Bharat Dx
(Destination Change)

Apply OTA Request

House On Lease

Benevolent Fund

Local Travel Allowance
Request

Cafeteria Allowa equest

Stagnation Increment (T)

Payroll

Talent Acquisition

Learning and Development

Employee Relation

(Kellton Tech)

Figure 4-102: Action History View

Click on

to apply the available filters.

Click on

to exit the screen.
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4.22 LTC Bharat Darshan/Hometown/Encashment

Employees in FCl gets Leave Travel Concession (LTC) for Home town/ Bharat Darshan,
employees in FCI can visit any place in India or home town and can claim the amount from FCI.
So, this process captures all the necessary details about the processes through which an
employee in FCI can claim LTC Bharat Dharshan/Home Town/Encashment.

Step 1: Employee submits the request for LTC — Bharat Darshan/Hometown/Encashment.

Step 2: Manager (Personnel) receives the request and checks the employee entitlement.

Step 3: Approving authority as per the approval matrix receives the request for approving LTC
claim.

Step 4: Manager (Personnel) issues orders.

Step 5: Employees receives the notification and requests for advance with tickets proof.

Step 6: Manager (Bills) disburses the amount as the entitlement.

Step 7: Employees avails LTC.

Step 8: Approval authority receives the final bills submitted by the employee.

Step 9: Manager (Bills) checks the claim and disburses the final amount.

4.22.1 Navigation

Left Navigation: Compensation and Benefits >> LTC Bharat Darshan/Hometown/Encashment
4.22.2 SLA

15 Days
4.22.3 Landing Page

HRMS administrator shall traverse the navigation as mentioned in Section 4.22.1 to reach
the LTC Bharat Darshan / Hometown/Encashment Request Landing Page as shown in Figure
4.101.
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= ,%g FCl HRMS A2 A2 Aa  ESS  MSS P AMIT KUMAR ‘v}

g LTC Bharat Darshan/Hometown/Encashment Request Landing

| New LTC Bharat Darshan/Hometown/Encashment Request
User Manual

Show 10 v entries Exportto:| Exce PDF  Print

My Dashboard Search:

REQUEST ID D REQUEST DATE STATUS ACTION
Directory
LBDBS 08/12/2020 Pending Review
Core HR

LBD75 31112/2020 Pending Review ©
Compensation and Benefits
Showing 110 2 of 2 entries

My Compensation

Cafeteria Request
Reimbursement Request
Gratuity Request l

LTC-Bharat b, P
Darshan/Hometown/Encashment

LTC Bharat Darshan (Destination
Change)Request

House on Lease Request
Double Establishment Request

Higher Study Incentive
Increment Request

Benevolent Fund Request
Local Travel Allowance Request
CPF Composite Claim Request

Service Gratuity

Apply OTA Request

Quarterly DCPS Report

Leave Management

Payroll

Employee Relations

Connect +

Policies and Circulars

Retirement Benefit Calculator

(Kellton Tech)

Figure 4-103: LTC Bharat Darshan/Hometown/Encashment Request

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

e Clickon to apply the available filters.

Exce PDF Print
e Click on to export the table records in Excel or PDF as

per table columns.

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

search the table records.

e Click on to sort the table records in ascending order or descending order of
entries.
. Previous 1 Mext .
e C(Clickon to navigate table records
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New LTC Bharat Darshan/Hometown/Encashment Request
e C(Click on to add a new LTC Bharat

Darshan/Hometown/Encashment in the table as mentioned in Section 4.22.4 —
Add LTC Bharat Darshan/Hometown/Encashment Request.

4.22.4 Add LTC Bharat Darshan/Hometown Request

New LTC Bharat Darshan/Hometown/Encashment Request
Click on to open the Add LTC Bharat

Darshan/Hometown /EncashmentRequest as shown in Figure 4-103.
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= Wiy FCIHRMS A Al Aa E MSS .? AMITABH KUMAR
=

LTC Bharat Darshan/Hometown/Encashment Request
FORM OF APPLICATION FOR SANCTION OF L.T.C(BHARAT DARSHAN/HOME TOWN)

(Through Proper Channel)

Request For *

LTC-Bharat Darshan 4
SUB: PERMISSION TO AVAIL L.T.C. FOR VISITING HOME-TOWN/BHARAT DARSHAN FOR THE BLOCK OF YEAR 2013-2021 v
sir,

Amravati

Amravati ' for location

1.1intend to avail L.T.C (Home-Town/Bharat Darshan) for self and the members of my family for visiting

for the block years 2021 v

2.1hereby declare that | shall avail the Leave Travel Concession in respect of the fallowing members of my family whao are residing with me and are wholly dependent upon me:-

Talent Man: 1 AMITABH KUMAR aa Self ’

CRPF

3.1tis further declared that my wife/husband who is employed in has not availed / will not be availing the L.T.C. facility from his/her employer.

4. My Parent(s) monthly income is Rs.

ement Benefit Calculator E

5. Road/Rail/Air Travel fare of the entitled class il for A isRs. 9000
6.1 have separately applied for & daysleave  2Casualleave, 2Eamedle: g,  30/11/2021 Fw
03/12/2021 [Z7 toundertake the journey on LTC (8harat Darshan / Home Town)

7. Itis requested that the requisite sanction of availing the LTC (Bharat Darshan | Home Town) as per the abave detalls may kindly be acorded and an amount of Rs.

7000 Seven Thousand

(Rupees ) may be advanced to me for the same.

8.1undertake that the facts mentioned above about my family members and other dependents are cotrect and in case the same are found/proved incarrect at any stage in future, | would be
liable to face dismissal from the services of the corporation.

9. Itis further declared that neitl

he undersigned nor any member of my family mentioned above are entitled to any other form of travel concession by virtue of their past service in

CRPF

Railways or in any other Department or otherwise excluding my wife/husband (Any other relation also) who is employed in . He/She has also not

availed/will not be availing the Leave ravel Concession facility from his/her employer.

Date * Document Name * Upload Documents *
s | s | s

Show 10 v entries Search:

Ticket WA h L

g1t 1of 1 entries

Remarks *

Remarks

m o

Figure 4-104: Add LTC Bharat Darshan/Hometown Request

Enter the details and click on such that a success message will be shown for
addition of a new record in the table as shown in Figure 4-105.
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0
= fy FClIHRMS Aa Aa Aa Mss O AMITABH KUMAR
\\EJ - E

Home LTC Bharat Darshan/Hometown/Encashment Request Landing

uccess! Request has been submitted successfully
User Manual

New LTC Bharat Darshan/Hometown/Encashment Request
Search: a

Show 10 ~ entries Exportto:

ON REQUEST ID STATUS REQUEST DATE
@ LBD87 Pending Review 21/12/2020
@ LBD88 Pending Review 21/12/2020
@ LBD94 Pending Review 21/12/2020
@ LBDSS Pending Review 21/12/2020
@ LBDS7 Pending Revie 22/12/2020
@ LBD100 Pending Review 23/12/2020
@® LBD103 Pending Revie 24/12/2020
@ LBD104 Pending Review 24/12/2020
Double Establishme
® LBD106 Pending Review 15/01/2021

Showing 1t 9 of 9 entries

Performance Management v E

Leave Management

Figure 4-105: LTC Bharat Darshan/Hometown/Encashment Request Added

The success will be displayed as

Data added successiully.

4.22.5 Review LTC Bharat Darshan/Hometown Request-Landing

The submitted request will be listed in the Reviewer’s landing screen as shown in Figure 4-
106.
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= ¢y FClI HRMS A A ESS oy DEVESH KUMAR YADAAV
W SR -]

Home LTC Bharat Darshan/Hometown/Encashment Request Review

Request From Date Request To Date Employee Number
User Manual

DD/MMIYYYY @ DD/MMIYYYY ﬁ v

Employee Name

v
Status
Talent Management E
Core HR
2 © o LBD81 100035 141836 BHIM RAM
1 ® 1 LBD106 Pending v 98100 152770 AMITABH KUMAR
Compensation and Benefit A
Showing 1to 2 of 2 entries
Transaction 2 A

Increment

Salary Revision

Annual Increment

DCPS Interes

Reimb

Double HRA

Employee Relatior

Figure 4-107 LTC Bharat Darshan/Hometown Request Reviewer Landing

Click on ﬂas shown in Figure 4-107, to land on Review LTC Bharat
Darshan/Hometown/Encashment request as shown in Figure 4-108.
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4.22.6 Review LTC Bharat Darshan/Hometown

= Xiy FCIHRMS Aa Aa Aa ESS P DEVESH KUMAR YADAAV
=

LTC Bharat Darshan/Hometown/Encashment Request Review

Personal File No

Request ID
LBD106 FNO102
FORM OF APPLICATION FOR SANCTION OF L.T.C(BHARAT DARSHAN/HOME TOWN) E
(Through Proper Channel)
Request For

LTC-Bharat Darshan

SUB: PERMISSION TO AVAIL L.T.C. FOR VISITING HOME-TOWN/BHARAT DARSHAN FOR THE BLOCK OF YEAR 2018-2021
Sir,
1. lintend to avail L.T.C (Home-Town/Bharat Darshan) for self and the members of my family for visiting Amravati for location Amravati for the block years 2021

2.1 hereby declare that | shall avail the Leave Travel Concession in respect of the following members of my family who are residing with me and are wholly dependent upon me:-

1 AMITABH KUMAR 44 Self o]

3. Itis further declared that my wife/husband who is employed in CRPF has not availed / will not be availing the L.T.C. facility from his/her employer.

4. My Parent(s) monthly income is Rs.

5. Road/Rail/Air Travel fare of the entitled class I/l for Air is Rs. 6000

6.1 have separately applied for 4 days leave 2 Casual Leave, 2 Earned Leave from 30/11/2021 to 03/12/2021 to undertake the journey on LTC (Bharat Darshan / Home Town). E

7. Itis requested that the requisite sanction of availing the LTC (Bharat Darshan / Home Town) as per the above details may kindly be acorded and an amount of Rs. 7000 (Rupees Seven
Thousand ) may be advanced to me for the same.

okt 8.1 undertake that the facts mentioned above about my family members and other dependents are correct and in case the same are found/proved incorrect at any stage in future, | would be
- liable to face dismissal from the services of the corporation.

9. It is further declared that neither the undersigned nor any member of my family mentioned above are entitied to any other form of travel concession by virtue of their past service in
Railways or in any other Dep: or excluding my (Any other relation also) who is employed in CRPF . He/She has also not availed/will not be availing the Leave
ravel Concession facility from his/her employer.

Apply OTAR

Ticket

lent Fund

Reviewer Remarks *
e Claim R

Document Name Supportive Document

Talent Acqui

Empl

Figure 4-108: LTC Bharat Darshan/Hometown/Encashment Request Review

Reviewer shall be able to perform the following activities from the Review Page.

View Action History
e Clickon to view the action taken on the request as shown in

Figure 4-108.

e C(Clickon to review the request and a success message will be
displayed as shown in Figure 4.108.
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e C(lickon to revert the request back to the initiator, this request will

be listed in the landing page of Initiator as shown in Figure 4-108.

= %8y FCIHRMS Aa Aa Aa ESS m 9 DEVESH KUMAR YADAAV
= v

Home LTC Bharat Darshan/Hometown/Encashment Request Review

R as been reviewed successfully.
User Manual

Request From Date Request To Date Employee Number Employee Name

DoMMITYY B commry (i v v
Talent Ma ent ’ Status E
Core HR v A ~ Get Results

Performance Management show entries Exportto-
1 portto Search
5.NO. \CTION REQUEST ID CPF NUMBER ke EM
MBEF NAN
1 ® LBD81 Pending Review 100035 141836 BHIM RAM
Showing 1t 1 of 1 entries
; 1

Annual Increment
Retired cal
cui a8

DCPS Interest Upload

Employee Relatio

Figure 4-109: LTC Bharat Darshan/Hometown Request Reviewed
The success will be displayed as
4.22.7 Approve LTC Bharat Darshan/Hometown-Landing Page

The reviewed request will be forwarded to the approver’s landing page as shown in figure 4-
110.
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LTC Bharat Darshan/Hometown/Encashment Request Approve

Request From Date Request To Date Employee Number Employee Name

oMY B oomvn = v v

Status

Talent Management

Core HR

Shy v s E: tto:

Leamning a

LBD10& 99100 152770 AMITABH KUMAR
Management

Transaction 2

Higher Study Incentive
Increment

Salary Revision
Annual Increment =

DCPS Interest Upload
Reimbursement
Double HRA

LTC-Bharat

CPFC m Request

Payroll

Talent Acq

Employee Relatior

Figure 4-111: LTC Bharat Darshan/Hometown/Encashment Request Approver’s Landing

Clickon % as shown in Figure 4-111, to land on Approve LTC Bharat Darshan/Hometown
request as shown in Figure 4-112.
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4.22.8 Approve LTC Bharat Darshan/Hometown

= ) FClI HRMS a Aa A ess VS DV PRASAD
W . . s D

LTC Bharat Darshan/Hometown/Encashment Request Approve

Request ID Personal File No

LBD106 FNO102

FORM OF APPLICATION FOR SANCTION OF L.T.C(BHARAT DARSHAN/HOME TOWN)

(Through Proper Channel)

Request For

LTC-Bharat Darshan

SUB: PERMISSION TO AVAIL L.T.C. FOR VISITING HOME-TOWN/BHARAT DARSHAN FOR THE BLOCK OF YEAR 2018-2021
Sir,
1. lintend to avail L.T.C (Home-Town/Bharat Darshan) for self and the members of my family for visiting Amravati for location Amravati for the block years 2021

2.1 hereby declare that | shall avail the Leave Travel Concession in respect of the following members of my family who are residing with me and are wholly dependent upon me:-

1 AMITABH KUMAR 44 Self o]

3. Itis further declared that my wife/husband who is employed in CRPF has not availed / will not be availing the L.T.C. facility from his/her employer.

4. My Parent(s) monthly income is Rs. E

Annual Increment

5. Road/Rail/Air Travel fare of the entitled class I/l for Air is Rs. 6000
6.1 have separately applied for 4 days leave 2 Casual Leave, 2 Earned Leave from 30/11/2021 to 03/12/2021 to undertake the journey on LTC (Bharat Darshan / Home Town)

7. Itis requested that the requisite sanction of availing the LTC (Bharat Darshan / Home Town) as per the above details may kindly be acorded and an amount of Rs. 7000 (Rupees Seven
Thousand ) may be advanced to me for the same.

8. | undertake that the facts mentioned above about my family members and other dependents are correct and in case the same are found/proved incorrect at any stage in future, | would be
liable to face dismissal from the services of the corporation.

9. It is further declared that neither the undersigned nor any member of my family mentioned above are entitied to any other form of travel concession by virtue of their past service in
Railways or in any other Dep: or excluding my (Any other relation also) who is employed in CRPF . He/She has also not availed/will not be availing the Leave
ravel Concession facility from his/her employer.

Ticket nent E

lent Fund

Approver Remarks *

Document Name Supportive Document

Figure 4-112: LTC Bharat Darshan/Hometown/Encashment Request Approve

Approver shall be able to perform the following activities from the Approve Page.

View Action History
e Clickon to view the action taken on the request as shown in

Figure 4-112.
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- -
e C(Clickon to approve the request, and a success message will be

shown in the LTC Bharat Darshan/Hometown Approver Landing Screen for
approving the record as shown in Figure 4-112.

Reject

e Clickon to reject the request back to the initiator, this request will
be listed in the landing page of Initiator with “Rejected” status.

= FClI HRMS Aa A ESS )P DV PRASAD
s A A a ss [

LTC Bharat Darshan/Hometown/Encashment Request Approve

been approved successfully.

Request From Date Request To Date Employee Number Employee Name
DDIMMIYYYY 5 DIMMIYYYY ) v -
Talent Management Status
Core HR - ' e
Les Attendance Show entries  Export t
10 Xport1o: Search:
Leaming a lopment
ATUS E MF
ATL MBER AMI
Perform gement
No Data Available In Table
Compensation and Benefit
it il Showing 0 to 0 of O entries
Salary
Retired Employee Medical
DCPS Interest Upload
Reimb nt
Double HRA

Talent Acq;

Employee Relatio

Figure 4-113: LTC Bharat Darshan/Hometown Request Approved

The success will be displayed as
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4.22.9 View Action History

View Action History
Click on as shown in Figure 4-108 and 4-112, to navigate to View

Action History page as shown in Figure 4-114.

= R FCIHRMS naooaa o me ess ([ x? AMITKUMAR i

Action History

Version From Date To Date

LEogME Rl Al v DD/MMIYYYY B8 DDMM/YYYY

Manager Dashboard 1D CBDO2 y Report
Show 10 v entries

Talent Management Search:

Core HR S.NO. DATE OF ACTION VERSION ACTION TAKEN EMPLOYEE NAME DESIGNATION DIVISION AUTHORITY REMARKS ACTION
(e B T e 1 2&/12/2020 R 1 Initiated AMIT KUMAR Manager Personnel Initiator ﬁi{?:fﬁ: .
(P T L T T 2 éfﬂ”mom ST 1 Dispatched SANJAY PANDEY Assistant Grade - | Personnel Reviewer Dispatcher oY
compenseton ena Benett 3 SSA/TZQUZO 1830, Reviewed PANKAJ LAL Manager Personnel  Reviewer Remarks ®
Transaction ) 4 ;&nzrzozo 3406 Reviewed RAM RAJ MEENA ;Tn‘z::" General Personnel  Reviewer as ®
e sy nnive ‘ WSS g SOWTINGH  Dww O s e -
E e & 6 S&”MOZO Se4ss Approved RAJESH KUMAR General Manager Personnel  Approver Approver ®

Salary Revision

wing 1o 6 of 6 entries

1 Next
Salary Re
Competent Authority
Death/Service Gratuity
OFFICE DIVISION DESIGNATION CATEGORY EMPLOYEE NAME
Annual Increment
HQ-Delhi Personnel General Manager CAT-ll General RAJESH KUMAR
Annual ent Process
‘ Close ‘

CPF Zone Surrender

Retired Employee Medical
Claim

DCPS Interest Upload

Recommendation for
performance related Incentive

Reimbursement.

blishment Request

LTC-Bharat
Darshan/Hometown/Encashm

arat Darshan
ation Change)

Apply OTA Request
On Lease
Benevolent Fund

Local Travel Allowance
Request

Cafeteria Allowances Request
Stagnation Increment (T)
Payroll
Talent Acquisition
Learning and Development

Employee

Figure 4-114: Action History
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4.23

4.23.1

4.23.2

4.23.3

LTC Bharat Darshan (Destination Change)

Employees in FCl get Leave Travel Concession (LTC) for home town/ Bharat Darshan;
employees in FCl can visit any place in India or home town and claim the amount from FCI.
Also, the employee can change in place of journey before availing LTC. So, this process
captures all the necessary details about how an employee can change the place of journey
for LTC Bharat Dharshan/Home Town.

Step 1: Employee submits the request for LTC Bharat Darshan (Destination change).

Step 2: Manager (Personnel) receives the request and forwards it to approval authority.

Step 3: Approving authority as per approval matrix receives the request.

Step 4: After approval from the approving authority, Manager (Personnel) receives the
notification and updates the service book of the employee.

Step 5: Employee receives the notification.

Navigation

Left Navigation: Compensation and Benefits >> LTC Bharat Darshan (Destination Change)
SLA

15 Days

Landing Page

HRMS administrator shall traverse the navigation as mentioned in Section 4.24.1 to reach
the LTC Bharat Darshan (Destination Change) Request Landing Page as shown in Figure
4.115.
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= %i/ FCIHRMS Aa Az Aa ESS  MSS JP AMIT KUMAR
!

[y LTC Bharat Darshan (Destination Change) Request Landing

| New LTC Bharat Darshan (Destination Change) Request
User Manual

Show 10 v entries Exportto:| Exce PDF  Print

My Dashboard Search:

! REQUESTID [[] reauesrore starus AcTION
Directory

No Data Available In Table
Care HR
Showing 0 o 0 of 0 entries

Compensation and Benefits
My Compensation
Cafeteria Request
Reimbursement Request
Gratuity Request l

LTC-Bharat
Darshan/Hometown/Encashment

LTC Bharat Darshan (Destination >/ .,
Change)Request

House on Lease Request
Double Establishment Request

Higher Study Incentive
Increment Request

Benevolent Fund Request
Local Travel Allowance Request
CPF Composite Claim Request

Service Gratuity

Apply OTA Request

Quarterly DCPS Report

Leave Management

Payroll

Employee Relations

Connect +

Policies and Circulars

Retirement Benefit Calculator

(Kellton Tech)

Figure 4-115: LTC Bharat Darshan (Destination Change) Request

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

e Clickon to apply the available filters.

Exce PDF Print
e Click on to export the table records in Excel or PDF as

per table columns.

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

e Click on to sort the table records in ascending order or descending order of
entries.
. Previous 1 Mext .
e C(Clickon to navigate table records
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-
e Click on to add a new LTC Bharat

Darshan (Destination Change) in the table as mentioned in Section 4.24.4 — Add
LTC Bharat Darshan (Destination Change) Request.

4.23.4 Add LTC Bharat Darshan/Hometown Request

.
Click on to open the Add LTC Bharat

Darshan (Destination Change) Request as shown in Figure 4-116.

= Wi/ FCIHRMS

User Manual

290572

My Dashboard
Category

Directory ol

City Applied For

Az Aa

LTC Bharat Darshan Hometown (Destination Change) Request

Employee Number Employee Name Designation

AMIT KUMAR Manager

Office Name:

HQ-Delhi

Aa ESS  MSS 8 AMIT KUMAR *

Division

Personnel

State * Change City Apply For *

v Jrlesae

Upload Proof Document *

Remarks *

Payroll > Remarks

Employee

s

Connect +

Policie d Circulars

Retirement Benefit Calculator

pyright ® 2020 Food Corporation of Indi wered L nnect (Kellton Tech)

Cancel ‘

[]

Figure 4-116: Add LTC Bharat Darshan (Destination Change) Request

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

addition of a new

record in the table as shown in Figure 4-117.
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= fy FClIHRMS A Aa Aa MsS
W s ha =

LTC Bharat Darshan (Destination Change) Request Landing

Home

Success! Data has been submitted successfully

User Manual

M = New LTC Bharat Darshan (Destination Change) Request

Show 10 w entries Exportto: & F F Search E
REQUEST ID REQUEST DATE STATUS ACTION
LBDL&1 15/01/2021 Pending Review @

Showing 1ta 1 of 1entries

Performance

Leave Management . E

Figure 4-117: LTC Bharat Darshan (Destination Change) Request Added

The success will be displayed as

Success| Dats sdded successfullby. x

4.23.5 Review LTC Bharat Darshan/Hometown Request-Landing

The submitted request will be listed in the Reviewer’s landing screen as shown in Figure 4-
118.
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Home LTC Bharat Darshan {Designation Change) Review Landing

Request From Date Request To Date Employee Number Employee Name

SDIMMIYYYY @ DD/MMIYYYY (53 A v Al v

Status

User Manual

Talent Management

Core HR
Show 10 v entries Exportto: Saarch
AMITABH Assistant General Manages Ao
1 LBDL61 15/01/2021 152770 c Assistant General Manager Personnel
KUMAR (Personnel) =
Compensation and Benefit P Showing 1to 1of 1 entries |i|
Transaction 2 A

Higher Study Incentive
Increment

Salary Revision

Annual Increment =

DCPS Interest Upload
Reimbursement

Double HRA

CPFC m Request

Payroll

Talent Acq

Employee Relatior

Figure 4-119 LTC Bharat Darshan (Destination Change) Request Reviewer Landing

Click on ﬂas shown in Figure 4-119, to land on Review LTC Bharat Darshan (Destination
Change) request as shown in Figure 4-120.
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4.23.6 Review LTC Bharat Darshan/Hometown

= FClI HRMS A Az Aa ESS p DEVESH KUMAR YADAAV
W . =

LTC Bharat Darshan (Designation Change) Review Landing

Home

User Manual Request ID Employee Number
LBDLE1 152770
Employee Name Designation
AMITABH KUMAR Assistant General Manager (Personnel) E
Talent Management - -
Division Category
Personnel CAT-1
Core HR
Office Name City Applied For
HQRS Amravati
State Change City Apply For
Uttar Pradesh Agra
Proof Document
Remarks

Changing my LTC bharat darshan city to Agra, Uttar Pardesh

View Action History
Reviewer Remarks *

Reviewed =

Document Name Supportive Document

est Upload
e e n

Reimbursement

Double HRA N DOCUMENT NA SUPPORT

Add Reviewer Selective Revert m “ Cancel

Benevolent Fund

al Trave E

Figure 4-121: LTC Bharat Darshan (Destination Change) Request Review

Reviewer shall be able to perform the following activities from the Review Page.

e C(Clickon to view the action taken on the request as shown in

Figure 4-121.

e C(Clickon m to review the request and a success message will be

displayed as shown in Figure 4.121.
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e C(lickon to revert the request back to the initiator, this request will

be listed in the landing page of Initiator as shown in Figure 4-122.

= FCI HRMS a A ESS ? DEVESH KUMAR YADAAV
W SRR - |

LTC Bharat Darshan (Designation Change) Review Landing

been reviewed successfully.

Home

User Manual

Request From Date Request To Date Employee Number Employee Name

oDMMIYYYY By oommn B« v o v
Status

v Get Results

Shy v ents .

ow 10 entries Export to Search:

A RE ) REQUE aeon o DES N I
NUMBER
No Data Available In Table
Showing 0 to 0 of 0 entries
Retired Emplo

quest

laim Request

Employee Relatio

Figure 4-122: LTC Bharat Darshan (Destination Change) Request Reviewed

The success will be displayed as

Sucesss] Fequest has basn revisswed successiully. -

4.23.7 Approve LTC Bharat Darshan/Hometown-Landing Page

The reviewed request will be forwarded to the approver’s landing page as shown in figure 4-
123.
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LTC Bharat Darshan {Designation Change) Approver Landing

Request From Date Request To Date Employee Number Employee Name

SDIMMIYYYY @ DD/MMIYYYY (53 A v Al v

Status

Talent Management - v Get Results |
Core HR
Show|_10 T jontribs Exportto: : Search

we[]

Leamning a

AMITABH Assistant General Manager

@
1 LBDL61 15/01/2021 152770 Py |
° ° KUMAR {Personnel) ersonne pproval

Management
Compensation and Benefit Showing 1to 1 of 1 entries

Transaction 2 . [

Higher Study Incentive
Increment

Salary Revision

Annual Increment =

DCPS Interest Upload
Reimbursement

Double HRA

CPFC m Request

Payroll

Talent Acq

Employee Relatior

Figure 4-123: LTC Bharat Darshan (Destination Change) Request Approver’s Landing

Clickon % as shown in Figure 4-123, to land on Approve LTC Bharat Darshan (Destination
Change) request as shown in Figure 4-124.
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4.23.8 Approve LTC Bharat Darshan/Hometown

= FClI HRMS A Aa A ESS P DV PRASAD
W : T

LTC Bharat Darshan (Designation Change) Approve

Home

User Manual Request ID Employee Number
LBDLE1 152770
Employee Name Designation
AMITABH KUMAR Assistant General Manager (Personnel) E
Talent Management - -
Division Category
Personnel CAT-1
Core HR
Office Name City Applied For
HQRS Amravati
State Change City Apply For
Uttar Pradesh Agra
Proof Document
Remarks

Changing my LTC bharat darshan city to Agra, Uttar Pardesh

View Action History
Approver Remarks *

Approved =

Document Name Supportive Document

est Upload
e e n

Reimbursement

Double HRA N DOCUMENT NA SUPPORT

Add Reviewer Selective Revert m Cancel

Benevolent Fund

al Trave E

Figure 4-124: LTC Bharat Darshan (Destination Change) Request Approve

Approver shall be able to perform the following activities from the Approve Page.

e C(Clickon to view the action taken on the request as shown in

Figure 4-124.

- -
e C(Clickon to approve the request, and a success message will be

shown in the LTC Bharat Darshan (Destination Change) Approver Landing Screen
for approving the record as shown in Figure 4-125.
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Reject

e C(lickon to reject the request back to the initiator, this request will

be listed in the landing page of Initiator with “Rejected” status.

ESS JP
[ vss |

= %8y FCIHRMS Aa Aa  Aa DV PRASAD

-
Home LTC Bharat Darshan (Designation Change) Approver Landing

as been approved successfully.
User Manual
Request From Date Request To Date Employee Number Employee Name
M
IDIMM/¥YYY S IMMIYYYY E] A v Al ~

Talent Management

Core HR

e

Status

Show 10 + entries Exportto:

Search:

Learning and pment
Performance Management

No Data Available In Table

and Benefit . e
Showing 0 to 0 of 0 entries

Benevolent Fund

al Travel Al E

Figure 4-125 LTC Bharat Darshan (Destination Change) Request Approved

The success will be displayed as

Successl Bequest has been approved successfully, 3
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4.23.9 View Action History

View Action History
Click on

Figure 4-126.

%Y FClHRMS
!

Action History

< o,

, to navigate to View Action History page as shown in

Version From Date To Date
Lserhianual All v DD/MM{Y YYY 8 DD/MM/YYYY
Manager Dashboard ID CBD92
Show 10 v entries
Talent Management
Core HR DATE O VERSION ION TAKEN EMPLOYEE N.
30/12/2020 4:58:57
Leave and Attandance - 1 ;M i 1 Initiated AMIT KUMAR Manager
30/12/2020 5:11:28
euogienecibee S el 2 ;M > 1 Dispatched SANJAY PANDEY Assistant Grade - |
Compensation and Be .
0/12/2020 5:18:30
3 o > 1 Reviewed PANKAJ LAL Manager
30/12/2020 5:34:06 Assistant General
4 ° > 1 Reviewed RAM RAJ MEENA slant e
Transaction PM Manager
Higher Study Incentive . 30/12/2020 55315 Aeviened JASWANT SINGH Deputy General
Increment Request > PM viene RAJPUT Manager
ompans: 30/12/2020 5:54:33
Employee Compensation 6 ;M > 1 Approved RAJESH KUMAR General Manager
Salary Rev
wing 1to 6 of 6 entries
Salary Revision proces:
Benevolent Fund Proce: Competent Authority
Death/Servics Gra
OFFICE DIVISION DES IATION
HQ-Delhi Personnel General Manager CAT-I

ent Process

F Zone Surrender

Retired Employee Medical
Claim

DCPS Interest Upload

Recommendation for
performance related Incentive

Reimbursement

Double Establishment Request

LTC-Bharat
Darshan/Hometown/Enca:
ent

LTC Bharat Darshan
(Destination Change)

Apply OTA Requ

House On Lease

Benevolent Fund

Local Travel Allowance
Requi

Cafeteria Allowa equest

Stagnation Increment (T)

Payroll

Learning and Development

Employee Relation

Figure 4-126: Action History

Aa

Aa

Aa

s Ned

AMITKUMAR g

Personnel

Personnel

Personnel

Personnel

Personnel

Personnel

General
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4.24 House on Lease

Whenever an employee wants to avail rented accommodation, for that he/she will have to
forego HRA as per entitlement in the area (City Class) and he/she will be entitled for lease
accommodation amount as per the circular number WR-09-2019-10 dated 31.5.2019. The
property is on lease to FCI.

Step 1: Employee initiates the request with the required details of owner and submits the
request.

Step 2: AGM (E & P), verifies the uploaded owner document, uploads the agreement and
approves the request.

Step 3: DGM (HQ), will receive the requests which are approved by the AGM (E & P) and
approves the request.

4.24.1 Navigation

Left Navigation: Compensation and Benefits >> House on Lease
4.24.2 SLA

21 Days
4.24.3 Landing Page

HRMS administrator shall traverse the navigation as mentioned in Section 4.25.1 to reach
the House on Lease Request Landing Page as shown in Figure 4.127.
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[y House On Lease Request Landing

Search:

User Manual

Show 10 v entries Exportto Excel PDF Print
My Dashboard

Directory

HL38 31/12/2020 Pending Review

Showing 1to 1 of 1 entries

Core HR

Compensation and Benefits
My Compensation
Cafeteria Request
Reimbursement Request
Gratuity Request l

LTC-Bharat
Darshan/Hometown/Encashment

LTC Bharat Darshan (Destination
Change)Request

House on Lease Request| 2 >

Double Establishment Request

Higher Study Incentive
Increment Request

Benevolent Fund Request

Local Travel Allowance Request

CPF Composite Claim Request

Service Gratuity

Apply OTA Request

Quarterly DCPS Report

Leave Management

Payroll

Employee Relations

Connect +

Policies and Circulars

Retirement Benefit Calculator

(Kellton Tech)

Figure 4-127: House on Lease Request

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

e Clickon to apply the available filters.

Exce PDF Print
e Click on to export the table records in Excel or PDF as

per table columns.

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

e Click on to sort the table records in ascending order or descending order of
entries.
. Previous 1 Mext .
e C(Clickon to navigate table records
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e C(Clickon to add a new House on Lease in the table

as mentioned in Section 4.25.4 — Add House on Lease Request.

4.24.4 Add House on Lease Request

Click on to open the Add House on Lease Request as shown

in Figure 4-128.
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Ni/ FClHRMS
-

House On Lease Request

A2 Aa  Aa E Mss G AMITKUMAR g
Employee Number Employee Name Office Type Office Name
290572 AMIT Ha Q-Delh
City Class Grade Designation Division
x €2 o et =]
Category Pay Scale Basic Pay
CAT 52480

Present Entitlement Of Self-Lease Facility

0

Required Lease Amount *

Name Of The Present Owner (Person Whose Name The Property Is

Sanjay J:

Sector 15 Part 1 Gurgaon

Name Of The Present Owner {Person Whose Name The Property Is Registered/Allotted

Ouiner PAN Number *
b 1114
Bank A/C Details * Bank IFSC Details * Lease Period From
123456324365324566 SBINOO21745
Tease Perlod T~

o1

8
iace Of Postng -

1 )
Date Of Birth *

Date Of Superannuation

MM,
Particulars Of Premises To Be Assessed (Attach Approved Drawing/Broachers).
HQ ars of premises 1o be assessed (Attach app awingfbroachers) E
Whether Single Unit Or Flat Total Plinth Arear In Sq. Ft If Area(S)/Portion Given On Rent

Whether Any Addition/Subs Traction Has Been Made After The Last Assessment, If So Furnish. The Measurement, Of Rooms, Kitchen, Bathroom, Store, Lebby Etc. From Wall To Wall {LE. Total
Garpet Area) In Sq. Feet
w y addition/subs raction has been made after the last assessment, if so fumish. The measurement, o [’ m, Store, Labby elc. from wa il (e, total Carpe
Details Of HBA Recelved By Spouse Or Any Other Member Residing In The Same Premises:
etails of HBA received by spouse or any oth siding in the same premise
Rental Value For Similar Accommodation In The Area: Whether Built/Purchased By Getting HBA From The Corporation *
ue for similar ace ation in the area N )
Date OF Possession ot OF Gecupation Dt Of Submission Of Compietion Of Certificate/Report Ta Office
DOMMITYYY B oommmrry i} T 5 E
Description Mo, Area 5q, Feet
Description No. Area §

Complete Address *

623,LADO

Description Of The Accommadation To Be Assessed

Upload Lease Deed Document *

Upload O

ner PAN *

Affidavit Cum Undertaking * Pre-Recelpt For Rent *
Rental Assessment * Consent Letter Of Owner *

Ownership Proof

Floor Plan *
Undertaking By Employee *

Application Filled In Form *

| Solemnly Declare And Affirm That The Information Furnished Above Is Correct To Be Best Of My Knowledge And Bef

 And Nothing Has Been Suppresses Or Exaggerated
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Figure 4-128: Add House on Lease Request

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

addition of a new record in the table as shown in Figure 4-129.

i Aa A MSS .P AMIT KUMAR
M/ FCIHRMS ™ O ess | @

House On Lease Request Landing

Lease Request has been submitted successfully

New House On Lease Request

Show 10+ entries Exportto: Search:

auesTiD cauesT AT srarus Acmion =]
HLSS 18/12/2020 Pending Review © |
HL58 19/12/2020 Pending Review P
HLBD 20/12/2020 Appr LS
HL64 30/12/2020 R @
HLES 3112/2020 Pending Review @
HL6E 05/01/2021 Pending Revie ®
HL67 09/01/2021 P ) R ®
HLGB 14/01/2021 nding R @
HLG9 14/01/2021 r E @
Showing 110 9 of 9 entries
1
=

Figure 4-129: House on Lease Request Added

The success will be displayed as

Sucoess Record has been submitted successfully

4.24.5 Review House on Lease Request-Landing

The submitted request will be listed in the Reviewer’s landing screen as shown in Figure 4-
130.
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= %§7 FCIHRMS Aa Aa Aa ESS m L.o AMITABH KUMAR

- ~

House On Lease Reviewer Landing

Office Type Office Name City Class Employee Number

“ v v All v

Employee Name Status

Talent A

All ~ A ~

Show 10 entres Evportto |:| searen

BIJAY Executive f
1 HLS8 14/01/2021 HQ HORS X 300027 KUMAR Director ‘
SINGH (Personnel)
313 | @
8 HLS0 17/12/2020 Ha HQRS X 141836 BHIM Assistant Grade i
RAM Il (Personnel) F v =
BHIM Assistant Grad) Pend ®
7 HLS1 23112/2020 Ha HQRS X 141836 sestant Brage
RAM il (Personnel) Review a
) - Assistant General .
5 HL53 24/12/2020 HQ HQRS X 141836 Manager
RAM F =3
(Personnel)
PO - ) - BHIM Assistant General B i @ E
4 LS4 24/12/2020 HQ HORS X 141836 Manager
RAM F a
(Personnel)
- Assistant General .
3 HLS5 24/12/2020 HQ HQRS X 141836 Manager
RAM : o
(Personnel)
Assistant General
@
5 HLS2 24/12/2020 HQ HORS x 152770 AMITABH Manager Fend
KUMAR ; o
(Personnel)
Assistant General
AMITABH ; ®
58 N2y 5
2 HLS56 24/12/2020 HQ HORS x 152770 CoMaR Manager ‘ -

(Personnel)

R E

Figure 4-130 House on Lease Request Reviewer Landing

Click on = as shown in Figure 4-130, to land on Review House on Lease request as shown
in Figure 4-131.
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4.24.6 Review House on Lease

= X§s FCIHRMS

=

Home House On Lease Reviewer
Request D
HL58

Employee Name

BIJAY KUMAR SINGH

Talent Manay
slent Man Office Name

HQRS

Core HR

Grade

E-1

Division

Personnel

Required Lease Amount
10000

Date Of Birth
13/06/1966

Date Of Sup

annuation

08/01/2021

Place Of Posting

HQRS

Complete Address

./Andhra Pradesh, Anantapur,Kakinada, 100001
Owner Address

Sector 15 , Near More retail store, Jharsa Road
Lease Period From

29/12/2020

Owner PAN

Affidavit

NAME OF THE PRESENT OWNER (PE £ NAME THE PROPERT TERE TTE
Sanjay Jain

I Solemnly Declare And Affirm That The Information Furnished Above Is Correct To Be

Exaggerated

Aa Aa Aa ESS m L.o AMITABH KUMAR

Employee Number

300027

Office Type

HQ

City Class =
X

Designation

Executive Director (Personnel)

Category

CAT-1

Name Of The Present Owi

(Person Whose Name The Prop

Registered/Allotted
Sanjay Jain

Owner PAN Number
AAAAATITIA

Bank A/C Details
123456765645324134
Bank IFSC Details
SBINOO70685

Lease Period To
04/02/2021

ase Document =

eceipt For Rent

Application Filled In Form

Rental Assessment

Consent Letter Of Owner

rship Proof

Floor Plan

Undertaking By Employee

Sector 15, Near More retail store, Jharsa Road

Best Of My Knowledge And Belief And Nothing Has Been Suppresses

Reviewer Remarks *

Rev

Talent Acquisition

Document Name Supportive Document

Add Reviewer Cancel

Figure 4-131: House on Lease Request Review

Reviewer shall be able to perform the following activities from the Review Page.

Copyright © 2020 HRMS All Rights Reserved to FCI

Page 155 of 278



R Py
7

FCI HRMS : _
User Manual Version 0.1 et

View Action History

e C(Clickon
Figure 4-132.

e Clickon m to review the request and a success message will be

displayed.

e C(lickon to revert the request back to the initiator, this request will

be listed in the landing page of Initiator as shown in Figure 4-132.

to view the action taken on the request as shown in

Lo
= £ FClIHRMS Aa Aa Aa ESS & AMITABH KUMAR
N s ([

House On Lease Reviewer Landing

been reviewed successfully.

Office Type Office Name City Class Employee Number

Manager Dashboard

Talent Management

Employee Name Status E

Show 10 v entries Exportto:

Search:
e
-
Learning anc
a Pe @
7 HL50 17/12/2020 HQ HQRS X 141836 BHIM Agsistant Grage I
RAM (Personnel) Rev a
HI m Pend °©
6 HLS1 23/12/2020 HQ HQRS X 141836 BHta Aesistar Crace
RAM (Personnel) Revie o
Assistant General o
AMITABH Pendi ®
5 HLS2 241122020 Ha HQRS X 152770 Manager
KUMAR o
(Personnel)
_ ] ) s Assistant General P
4 HLS3 24112/2020 HQ HQRS X 141836 Manager
RAM Revie e
(Personnel) E
S Assistant General - -
3 HL54 24/12/2020 HQ HQRS X 141836 Manager
RAM o
(Personnel)
BHIM Assistant General ; ®
2 HLS5 2412/2020 HQ HQRS X 141836 EAis Manager ! &
Reimbursement (Personnel)
Assistant General
Double HRA ; AMITABH Pend ®
1 HLS6 24/12/2020 HQ HORS X 152770 g Manager s -

(Personnel)

Showing 1t0 7 of 7 entries

Figure 4-132: House on Lease Request Reviewed
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The success will be displayed as

4.24.7 Approve House on Lease-Landing Page

The reviewed request will be forwarded to the approver’s landing page as shown in Figure 4-
133.

= f FClIHRMS A Aa A ESS J.P DV PRASAD
W SR |

House On Lease Approver Landing

Office Type Office Name City Class Employee Number
v v v All ~
Employee Name Status
Al v oA v Get Results E
Show 10~ enties mm.m‘[:| kearen:
ml:l REQUESTID ¢ REQUESTDATE ©  OFFICETYPE |  OFFICENAME |  CITY CLA EMI EMPLOYE DESIGNATION STATUS
NUMB NAM
BIIAY Executive . ~y
1 HLS8 14/01/2021 HQ HQRS X 300027 KUMAR Director ) I
SINGH (Personnel) ! ~
Comp 30l B 1 Showing 11ta 1 of 1entries
Transaction . . I:I
Annual Increment
Claim
DCP
Reim rsement
Double HRA
Bharat
Benevolent Fund
al Travel Al 3 E

Figure 4-133: House on Lease Approver’s Landing

Clickon % as shown in Figure 4-133, to land on Approve House on Lease request as shown
in Figure 4-134.
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4.24.8 Approve House on Lease

= X§s FCIHRMS

=

Home House On Lease Approver
Request D
HL58
Employee Name

BIJAY KUMAR SINGH

Talent Manay
slent Man Office Name

HQRS

Core HR

Grade

E-1

Division

Personnel

Required Lease Amount
10000

Date Of Birth
13/06/1966

Date Of Sup

annuation

08/01/2021

Place Of Posting

HQRS

Complete Address

./Andhra Pradesh, Anantapur,Kakinada, 100001
Annual Increme: Owner Address

Sector 15 , Near More retail store, Jharsa Road

Emp

Lease Period From
2912/2020
Owner PAN

Aa Aa Aa ESS m P DV PRASAD

Employee Number

300027

Office Type

HQ

City Class =
X

Designation

Executive Director (Personnel)

Category

CAT-1

Name Of The Present Owi

(Person Whose Name The Prop

Registered/Allotted
Sanjay Jain

Owner PAN Number
AAAAATITIA

Bank A/C Details
123456765645324134
Bank IFSC Details
SBINOO70685

Lease Period To
04/02/2021

ase Document =

eceipt For Rent

Application Filled In Form

Add Reviewer Selective Revert

Affidavit
. Rental Assessment
Consent Letter Of Owner
( rship Proof
Floor Plan
Undertaking By Employee
Sanjay Jain Sector 15, Near More retail store, Jharsa Road
I Solemnly Declare And Affirm That The Information Furnished Above Is Correct To Be Best Of My Knowledge And Belief And Nothing Has Been Suppresses
Exaggerated
'View Action History
Approver Remarks *
d
Document Name Supportive Document
o NAME PPOF T

Cancel

Figure 4-134: House on Lease Request Approve

Approver shall be able to perform the following activities from the Approve Page.
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View Action History

e C(Clickon
Figure 4-134.

=
e Clickon to approve the request, and a success message will be

shown in the House on Lease Approver Landing Screen for approving the record.

Reject
e Clickon to reject the request back to the initiator, this request will
be listed in the landing page of Initiator with “Rejected” status.

to view the action taken on the request as shown in

¢ FClIHRMS A Aa  Aa ESS QP DV PRASAD
AW/ : < I3 :

House On Lease Approver Landing

been approved successfully.

Office Type Office Name City Class Employee Number
Manager Dashboard
~ v v All v
Talent Management v
Al Employee Name Status =
All v Al v Get Results

Sh v it E: tto:
ow 10 entries Exportto Search:

NUMBER NAME

No Data Available In Table

Shawing 8 to 0 of D entries

Claim

Reimbursement

Double HRA

Encashm

Figure 4-135: House on Lease Request Approved

The success will be displayed as
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4.24.9 View Action History

. View Action History . . .
Click on as shown in Figure 4-131 and 4-134, to navigate to View

Action History page as shown in Figure 4-136.

- i A Aa A ESS A? AMIT KUMAR
%§s FCIHRMS s . Aa [ mss | »

Action History

Version From Date To Date

Lesgitaea All ~ DD/MM/YYYY -} DD/MMIYYYY

Manager Dashboard 1D CED92 Action History Report

Show 10 v entries
Talent Management Search:

Core HR S.NO. DATE OF ACTION VERSION ACTION TAKEN EMPLOYEE NAME DESIGNATION DIVISION AUTHORITY REMARKS ACTION
30/12/2020 4:58:57 - Request
. 1 i 1 Initiated AMIT KUMAR Manager Personnel  Initiator i
e gel 30/12/2020 5:11:28
oustiin el roSSinons 2 o > Dispatched SANJAY PANDEY Assistant Grade - | Personnel  Reviewer Dispatcher ®

Compensation and Ber 30/12/2020 5:18:30

3 o 1 Reviewed PANKAJ LAL Manager Personnel  Reviewer Remarks ®
Mas
) a 30/12/2020 5:34:08 1 Reviewed RAM RAJ MEENA Assistant General Personnel Reviewer as POy
Transaction PM Manager
Higher Study Incentive 30/12/2020 5:53:15 JASWANT SINGH Deputy General
5 ®
e 5 o 1 Reviewed SpUT Nnoser Personnel  Reviewer as
L= B T o) 6 SSAHZ/ZOZO FRAZE Approved RAJESH KUMAR General Manager Personnel  Approver Approver ®

Salary Revision

wing 110 6 of 6 entries

alary Revision process

Benevolent Fund Process Competent Authority

Death/Service Gratuity

OFFICE DESIGNATION CATEGORY EMPLOYEE NAME

HQ-Delhi Personnel General Manager CAT-Il General RAJESH KUMAR

Annual ment Process

‘ Close

Zone Surrender

Retired Employee Medical
Claim

DCPS Interest Upload

Recommendation for
performance related Incentive

Reimbursement

Double Establishment Request

LTC-Bharat
Darshan/Hometown/Enca:
ent

LTC Bharat Darshan
(Destination Change)

Apply OTA Requt

On Lease

Benevolent Fund

Local Travel Allowance
Request

Cafeteria Allowa: eque:

Stagnation Increment (T)

Payroll

Learning and Development

Employee Relation

Figure 4-136: Action History
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HRMS administrator shall be able to perform the following activities from Action History
page:

Get Results

e  (Clickon to apply the available filters.

e C(lickon @® to view the particular detail of the record as shown in Figure 4-137.

= i, a a p ]
's;s’ FCl HRMS A Aa  Aa ESS m AMIT KUMAR ‘}

Action History View
User Manual Division Designation Authority Employee Name Version Date Of Action
Personnel General Manager Approver ~ RAJESH KUMAR ~ 1 ~ 20/12/2020 9:54:30 PM ~

Manager Dashboard

Talent Management

Leave and Attendance Request ID Employee Number
HL6O 290572
Perft M: t
ettt b LA LUL I Employee Name Office Type
AMIT KUMAR HQ
Compensation and Benefit
Office Name City Class
Masters S HQ-Delhi M
Grade Designation
Transaction E-2 Manager
Higher Study Incentive Division Category
Increment Request Personnel CAT-II
Description No. Area Sq. Feet Basic Pay
Employee Compensation
X 52480
Salary Revision Owner Address Name Of The Present Owner (Person Whose Name The Property Is
A Registered/Allotted
s ision pro A
Salary Revision proce Lease Period From
29/11/2020 Owner PAN Number
Benevolent Fund Prox AAAAATITIA
Owner PAN
Death/Service Gratuity Vie chment Bank A/C Details
123456324365324566
Affidavit
Annual Increment Bank IFSC Details

View Attachment

SBIN0021745
Annual Increment Process
Lease Period To

CPF Zone Surrender 02/01/2021

e Document

Retired Employee Medical
Claim

achment

Pre-Receipt For Rent

DCPS Interest Upload View Attachment

Recommendation for
performance related Incentive
NAME OF THE PRESENT OWNER (PERS

RTY IS REGISTERED/ALLOTTED

Reimbursement

Double Establishment Request

I Solemnly Declare And Affirm That The Information Furnished Above Is Correct To Be Best Of My Knowledge And Belief And Nothing Has Been Suppresses Or Exaggerated

LTC-Bharat
Darshan/Hometown/En
ent
Remarks
LTC Bharat Darshan
(Destination Change) oh

Apply OTA Reques

House On Lease

Benevolent Fund

Local Travel Allowance
Request

Cafeteria Allowa equ

Stagnation Increment (T)

Payroll

Talent Acq

Learning and Development

Employee Relation

Figure 4-137: Action History View
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o Click onmto apply the available filters.
e C(Clickon to exit the screen.

4.25 Local Travel Allowance Request

Whenever any employee travels locally for the official purpose then he/she will be entitled for
the reimbursement of the amount spent during the travel.

Step 1: Employee submits the request for Local Travel Allowance Request.

Step 2: Reviewing Authority receives the request for review.

Step 3: After approval from the Employee’s Self Department, Finance Department receives
the request for final approval.

Step 4: Employees receives the notification after approval

4.25.1 Navigation

Left Navigation: Compensation and Benefits >> Local Travel Allowance
4.25.2 SLA

10 Days
4.25.3 Landing Page

HRMS administrator shall traverse the navigation as mentioned in Section 4.26.1 to reach
the Local Travel Allowance Request Landing Page as shown in Figure 4.138.
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= ‘é‘g FCI HRMS Aa Aa Aa ESS  MSS J? AMIT KUMAR ‘v}

[y Local Travel Allowance Request Landing

New Local Travel Allowance
User Manual

Show 10 v entries Exportto:| Exce PDF  Print

My Dashboard Search:

[] mecvesro REQUEST DATE STATUS ACTION
Directory
1 CR41 01/12/2020 Pending Review

Showing 1to 1 of 1 entries

Core HR

Compensation and Benefits
My Compensation
Cafeteria Request
Reimbursement Request
Gratuity Request l

LTC-Bharat
Darshan/Hometown/Encashment

LTC Bharat Darshan (Destination
Change)Request

House on Lease Request
Double Establishment Request

Higher Study Incentive
Increment Request

Benevolent Fund Request

Local Travel Allowance Request 2

CPF Composite Claim Request

Service Gratuity

Apply OTA Request

Quarterly DCPS Report

Leave Management

Payroll

Employee Relations

Connect +

Policies and Circulars

Retirement Benefit Calculator

(Kellton Tech)

Figure 4-138: Local Travel Allowance Request

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

e Clickon to apply the available filters.

Exce PDF Print
e Click on to export the table records in Excel or PDF as

per table columns.

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

e Click on to sort the table records in ascending order or descending order of
entries.
. Previous 1 Mext .
e C(Clickon to navigate table records.
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New Local Travel Allowance
e Click on to add a new Local Travel Allowance in the

table as mentioned in Section 4.26.4 — Add Local Travel Allowance Request.

4.25.4 Add Local Travel Allowance Request

New Local Travel Allowance
Click on

to open the Add Local Travel Allowance Request as

shown in Figure 4-139.

= W\iy FCIHRMS
!

Local Travel Allowance Request

oo R s P

AMITKUMAR

Total Ameunt

349

Office Type Office Name Employee Number Employee Name

Ha HO-Delhi 290572 AMIT KUMAR
Designation Division Category

Aanag: Personnel CAT-I
Local Travel Allowance Request
Date Of Travel * Mode Of Travel * Travel From * Travel To *

DDIMMIYYYY ﬁ v Travel From Tra
Distance (Km) * Amount * Document Proof

1 07/01/2021 Four Wheeler Delhi Gurgaon 30 349 Y El

Remarks *

Figure 4-139: Add Local Travel Allowance Request

Cancel

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

addition of a new record in the table as shown in Figure 4-140.

Copyright © 2020 HRMS All Rights Reserved to FCI

Page 164 of 278



FCI HRMS
User Manual Version 0.1

= \i/ FCIHRMS Aa Aa  Aa m MSS P AMIT KUMAR &
o

Sucoe: vel Allowance Request has been added successfully
Travel Allowance Request Landing
New Local Travel Allowance

Show 10 v entries Exportto:

Search:
a
' UEST IC TATU:
1 @ CRS6 Pending Review 27/1/2020 |
2 ° CRS7 Pending Revie 27/1/2020
3 @ CR58 Pending Review 27/11/2020
4 ° CR59 Pending Review 02112/2020
5 @ CR62 ending 18/12/2020
6 e CR63 pproved 18/12/2020
7 ® CR64 Pending Review 19/12/2020
8 @ CRE6 Pending Review 05/01/2021
9 ® CR67 Pending Revie 05/01/2021
10 @ CRE8 Pending 13/01/2021

Showing 11010 of 13 entries

Figure 4-141: Local Travel Allowance Request Added

The success will be displayed as

Success| Conveyance Reimbursernent Reguest has been added successfully

4.25.5 Review Local Travel Allowance Request-Landing

The submitted request will be listed in the Reviewer’s landing screen as shown in Figure 4-
142.
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= %7 FCIHRMS Aa  Aa  Aa  ESS m L.o AMITABH KUMAR

-

Local Travel Allowance Request Review Landing

Request From Date Request To Date Employee Number Employee Name
DD/MM/YYY @ DD/MMIYYYY 53 A v Al v

Status

. v E
Sh ~ ent
10 eniries. Exportte I:I seareh

User Manual

Core HR

Learning and

1 CR41 e J Review 23/08/2020 141836 BHIM RAM Assistant Grade Il (Personnel)
2 ® a CR49 L R 07/12/2020 141836 BHIM RAM Assistant Grade Ill (Personnel)
3 Lo = CR43 v 07/12/2020 1418386 BHIM RAM Assistant Grade Il (Personnel)
4 ® o CRsO e v 14/01/2021 300027 BIJAY KUMAR SINGH Executive Director (Personnel)

Showing 11 4 of 4 entries

[ o ]

Annual Increment E

Payroll

Talent Acquisition

Figure 4-142 Local Travel Allowance Request Reviewer Landing

Click on ﬂas shown in Figure 4-142, to land on Review Local Travel Allowance request as
shown in Figure 4-143.
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4.25.6 Review Local Travel Allowance
= X§s FCIHRMS Aa Aa Aa ESS E L.o AMITABH KUMAR

Home Local Travel Allowance Request -Reviewer

User Manual Request Id Division
CRS50 Personnel
Office Type Category
HQ CAT-1
Office Name Total Amount =
HQRS 349
Employee Number Remarks
300027 Travel from Delhi to Gurgaon for Official Work.

Employee Name
BIJAY KUMAR SINGH

Designation

Executive Director (Personnel)

NO. DATEOFTRAVEL ~  MODEO F TRAVE! TRAVEL FROM TRAVEL T DISTANCE (KM| AMOUNT DOCUMENT PROOF

1 01/01/2021 Four Wheeler Delhi Gurgaon 30 349 ?

'View Action History
Amount Passed *

Annual Increment

Reviewer Remarks *

Reviewec
Document Name Supportive Document

Frerbecumenttame m n

5.NO. DOCUMENT NAME SUPPORTIVE DOCUMENT T

Add Reviewer m Caneel

Payroll

Talent Acq;

Figure 4-143: Local Travel Allowance Request Review

Reviewer shall be able to perform the following activities from the Review Page.

e Clickon to view the action taken on the request as shown in

Figure 4-143.

e C(Clickon m to review the request and a success message will be

displayed as shown in Figure 4.143.
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e C(lickon to revert the request back to the initiator, this request will

be listed in the landing page of Initiator.

o
= / A Aa A SS AMITABH KUMAR
\ij FCI HRMS a Aa a E m fay

been reviewed successfully.

Local Travel Allowance Request Review Landing

Home

User Manual

Meno e Request From Date Request To Date Employee Number Employee Name

DD/MM/YYYY 5 DDIMMIYYYY 5 A v Al v
Ta

Status

Core HR -
A ~ Get Results

Show 10 w entries Exportto:

Search:
S.NO. ACTION REQUEST ID STATUS REQUEST DATE EMPLOYEE NUMBER EMPLOYEE NAME DESIGNATION
1 e 9 CR#1 'ending Review 23/09/2020 141836 BHIM RAM Assistant Grade IIl (Personnel)
2 ® o CR49 Pending Review 07/12/2020 141836 BHIM RAM Assistant Grade IIl (Personnel)
3 ® a CR43 Pending Review 07/12/2020 141836 BHIM RAM Assistant Grade Ill (Personnel)

Showing 1t 3 of 3 entries

Annual Increment E

ed Emp

| Allowance E

Claim Request

Talent Acquisition

Emplc

Figure 4-144: Local Travel Allowance Request Reviewed
The success will be displayed as
o
4.25.7 Approve Local Travel Allowance -Landing Page

The reviewed request will be forwarded to the approver’s landing page as shown in figure 4-
145.
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Local Travel Allowance Request Approve Landing

Request From Date Request To Date

Employee Number Employee Name
User Manual

DD/MM/YYY 5 DD/MMIYYYY (53 A v Al v

Status

Talent Mana

Show 10 entres Evportto |:] semen

Core HR

CRSO '€ ¥ il 14/01/2021 300027 BIJAY KUMAR SINGH Executive Director (Personnel)

Showing 1to 1 of 1 entries

rsement

Double HRA

Figure 4-145: Local Travel Allowance Request Approver’s Landing

Click on % as shown in Figure 4-145, to land on Approve Local Travel Allowance request as
shown in Figure 4-146.
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4.25.8 Approve Local Travel Allowance

= ¢y FClI HRMS Aa Aa Aa ESS P DV PRASAD
\W : [uss |

Local Travel Allowance Request -Approver

Home

User Manual Request Id Division
CRS50 Personnel
Office Type Category
HQ CAT-1
Talent Management E
- Office Name Total Amount
HQRS 349
Core HR
Employee Number Total Amount Passed
300027 349
Employee Name Remarks
BIJAY KUMAR SINGH Travel from Delhi to Gurgaon for Official Work

Designation

Executive Director (Personnel)

S.NO. DATE OF TRAVEL MODE OF TRAVE TRAVEL FROM TRAVEL Tt DISTANCE (KM AMOUNT DOCUMENT PROOF

»

1 01/01/2021 Four Wheeler Delhi Gurgaon 30 349

View Action History
Approver Remarks *

a

. Document Name Supportive Document
Reimbursement v/
Double HRA

S.NO. DOCUMENT NAME SUPPORTIVE DOCUMER

Add Reviewer Selective Revert m Cancel

Figure 4-146: Local Travel Allowance Request Approve

Approver shall be able to perform the following activities from the Approve Page.

e C(Clickon to view the action taken on the request as shown in

Figure 4-146.

==
e C(Clickon to approve the request, and a success message will be

shown in the Local Travel Allowance Approver Landing Screen for approving the
record as shown in Figure 4-146.
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Reject

e C(lickon to reject the request back to the initiator, this request will
be listed in the landing page of Initiator with “Rejected” status.

= f FClI HRMS A Aa Aa ESS JP DV PRASAD
W = [oss |

en approved successfully.

Local Travel Allowance Request Approve Landing

Request From Date Request To Date Employee Number Employee Name
DD/MM/YYYY ﬁ DD/MM/YYYY a ~ All v =
Status

Core HR
Al ~ Get Results

Show 10 ~ entries Exportto: Search:

g and D

S.NO. ACTION REQUEST ID STATUS REQUEST DATE EMPLOYEE NUMBER EMPLOYEE NAME DESIGNATION
Performan

No Data Available In Table

Showing 0 10 0 of 0 entries

Reimbursement
Double HRA

Employee Relation

Figure 4-147: Local Travel Allowance Request Approved

The success will be displayed as
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4.26

4.26.1

4.26.2

4.26.3

DCPS Interest Upload

Defined contribution (DC) Pension schemes are occupational pension schemes where your
employee contributions and the employer's contributions are both invested and the
proceeds used to buy a pension and/or other benefits at retirement.

In this process, once the Quarterly details of the LIC is received through the LIC Vendor the
same can be uploaded into the system and after approval an employee can view his/her
DCPS contribution details from his/her login.

Step 1: DCPS Vendor shares the employee wise DCPS Interest records to the Manage (DCPS).
Step 2: Manage (DCPS), after receiving the employee wise DCPS Interest Records and
submits the request.

Step 3: AGM (DCPS), receives the request raised by the Manager (DCPS) and approvers the
same.

Step 4: Employees’ balance gets updated with approved DCPS interest rate.

Navigation

Left Navigation: Compensation and Benefits >>Transactions >> DCPS Interest Upload
SLA

NA

Landing Page

HRMS administrator shall traverse the navigation as mentioned in Section 4.27.1 to reach
the DCPS Interest Upload Request Landing Page as shown in Figure 4.148.
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Home

DCPS Interest Upload Request Landing

User Manual | New DCPS Interest Upload Request ‘

Core No Data Available In Table

e D

Performance Management

Retired Employee Medical
Claim

DCPS Interest Upload | 3

Reimbursement

Double HRA

Cafeteria Allowances Request

Stagnation Increment (T)

Payroll

Talent Acquisition

Learning and De

Employee

Figure 4-148: DCPS Interest Upload Request

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

e C(Clickon to apply the available filters.

Exce PDF  Print
e Click on to export the table records in Excel or PDF as

per table columns.
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Search:
e Click on to enter a search query that shall
search the table records.
e Click on to sort the table records in ascending order or descending order of
entries.
Previous 1 Mext
e C(lickon to navigate table records

New DCPS Interest Upload Request
e C(lickon to add a new DCPS Interest Upload in

the table as mentioned in Section 4.27.4 — Add DCPS Interest Upload Request.

4.26.4 Add DCPS Interest Upload

Click on to open the Add DCPS Interest Upload Request

as shown in Figure 4-149.

\i/ FCIHRMS ha Aa Aa ESS m P AMIT KUMAR $

DCPS Interest Upload Request
Calender Year * Quarter * Bulk Upload *

2021 ~ “ ¥

Download Bulk Upload Template

VEE oy Lic DATE OF OPENING CONTRIBUTION DURING MIN, ADDITIONA
NAME NUMBER NUMBER BIRTH BALANCE(QTR) THE QUARTER INTEREST INTEREST

1 :;‘:“:::’” 152770 123456 01/01/1970 1000 500 10 10 100 a7 20000

Total Closing Balance

20000

Remarks *

DCPS Interest updated

m caneel

Figure 4-149: Add DCPS Interest Upload Request

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

addition of a new record in the table as shown.
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Home

PS Interest Upload Request has been submitted successfully.
DCPS Interest Upload Request Landing
New DCPS Interest Upload Request

Search:

User Manual

Show 10 v entries Exportto:

S.NO. REQUEST ID QUEST DATE CALENDER YEAR QUARTER

1 DC22 14/01/2021 2021 a1 Pe g Review ®

Showing 1t 1of 1 entries

n and Benefit

Masters

Transaction

Reimbursement

Double HRA

Payroll

Talent Acquisition

Learning

Emple

Figure 4-150: DCPS Interest Upload Added
The success message will be displayed as:
e

4.27 Benevolent Fund

This process allows the Employee to request for the benevolent fund/ Welfare scheme/
Employee Funded Contributory Social Security Scheme. It consists of all the approval process
required for disbursement of fund to employee.
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Step 1: Employee submits request for Benevolent Fund.

Step 2: Manager (Pers), review the request and checks whether any whether any detail is
missing in the request form.

Step 3: AGM (Bills), review the request details and Fund availability and outstanding
recovery.

Step 4: Benevolent Committee approves the request.

Step 5: AGM (Bills), release the fund as per the approval received by the Benevolent Fund
committee.

4.27.1 Navigation

Left Navigation: Compensation and Benefits >> Benevolent Fund
4.27.2 SLA

21 Days
4.27.3 Landing Page

HRMS administrator shall traverse the navigation as mentioned in Section 4.28.1 to reach
the Benevolent Fund Request Landing Page as shown in Figure 4.165.

= WKiy FCIHRMS Aa  Aa  Aa  ESS MSS 1? AMITKUMAR g
& 0
o Benevolent Fund Request
New Benevolent Fund Request |
User Manual
Show 10 w entries Export to Excel PDF Print
My Dashboard Search
Directory
CBF59 21/12/2020 Approved

Gore HR
Showing 110 1 of 1 entries

Compensation and Benefits

My Compensation

Cafeteria Request

Reimbursement Request

Gratuity Request

LTC-Bharat
Darshan/Hometown/Encashment

LTC Bharat Darshan (Destination
Change)Request

House on Lease Request

Double Establishment Request

Higher Study Incentive
Increment Request

Benevolent Fund Request | D >

Local Travel Allowance Request

CPF Gomposite Claim Request

Service Gratuity

Apply OTA Request

Quarterly DCPS Report

Leave Management

Payroll

Employee Relations

[

Policies and Circulars

Retirement Benefit Calculator

Figure 4-151: Benevolent Fund Request
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HRMS administrator shall be able to perform the following activities from the landing page:

o Click onmto apply the available filters.

i Excel PDF Print i
e C(lick on to export the table records in Excel or PDF as

per table columns.

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

search the table records.

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

. New Benevolent Fund Request .
e Click on to add a new Benevolent Fund in the table

as mentioned in Section 4.28.4 — Add Benevolent Fund Request.

4.27.4 Add Benevolent Fund

.
Click on to open the Add Benevolent Fund Request as shown

in Figure 4-152.

o
i A Aa  Aa mss 3 BIJAY KUMARSINGH &
N/ FCIHRMS "= = ¢

Benevolent Fund Request

Employee Number Employee Name CPF Number Designation

300027 BIJAY KUMAR SINGH 129950 Executive Director (Personnel)

Division Date Of Joining Nature Of Appointment Basic Pay
Personnel 24/08/1999 £ oirect Recruitment Basic Pay E

Bank/Acc NO. Reason * Advance Amount * Number Of Instaliment *

20484748474 Medical treatment of blood relation not cover.as 50000 12

Remarks *

Need funds for Medical treatment of my son B

Ref. Document

Submit Cancel

Kellton T

Figure 4-152: Add Benevolent Fund Request

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

addition of a new record in the table as shown in Figure 4-153.

Copyright © 2020 HRMS All Rights Reserved to FCI
Page 177 of 278



FCI HRMS
User Manual Version 0.1

o
FClI HRMS A A A, Mss LT AMITABH KUMAR
W < e B3

Home Benevolent Fund Request

l Success! Benevolent Fund Request has been submitted successfully.
User Manual i
New Benevolent Fund Request

Show 10 + entries Exportto

Search

REQUEST ID REQUEST DATE STATUS ACTION
CBF85 23/12/2020 Pending Review @
CBF88 23/12/2020 Reverte =z e
CBF87 23/12/2020 Pe Review Lo
CBFS0 14/01/2021 Pending Review @
CBF91 15/01/2021 Approved @
CBF92 15/01/2021 Pending Review Lo

Showing 1to 6 of 6 entries

ent Fund Request

Local Travel Request

Lea

Payroll

Employee R

Talent Management

Learning a

Retirement

Figure 4-153: Benevolent Fund Added

The success message will be displayed as:

Sucessal Fecord Ads Sucesifuiy?

4.27.5 Review Benevolent Fund-Landing
The submitted request will be listed in the Reviewer’s landing screen as shown in Figure 4-
154
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Benevolent Fund Request Reviewer Landing

Request From Date Request From Date Emplayee Number Employee Mame

ATYYYY EJ Al v A ~

User Manual

ger D:
Status

how 10 v entries Export
she entries. Exportio : Search:

1 CBFO1 15/01/2021 52770 AMITABH KUMAR 99100 v ®
2 CEFS0 14/01/2021 152770 AMITABH KUMAR 99100 ; ; ®
3 CBF89 24/12/2020 141836 BHIM RAM 100035 F € ®
4 CEF88 24{12/2020 141836 BHIM RAM 100035 v ©
5 CBFE7 23/12/2020 152770 AMITABH KUMAR 99100 Pending Review ®
6 CBF86 23/12/2020 152770 AMITABH KUMAR 99100 @

AT 7 CBF8S 23/12/2020 152770 AMITABH KUMAR 99100 i v ®

d Employe 8 CBF84 23/12/2020 141836 BHIM RAM 100035

9 CBF83 141836 BHIM RAM 100035 ® E

10 CBF82 19/12/2020 141836 BHIM RAM 100035 F W @

Request

Cafeteria Allowances Request

CPI posite Claim Request

Masters

Transactions

Talent Acquisition

Figure 4-154 Benevolent Fund Request Reviewer Landing

Click on ﬂas shown in Figure 4-154, to land on Review Benevolent Fund request as shown
in Figure 4-155.
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4.27.6 Review Benevolent Fund

o]
= i Aa A Aa ESS & AMITABH KUMAR
\l/ FCIHRMS 2 a3 [ wss |

Benevolent Fund Request - Reviewer

Request ID Employee Number
CcBFa 152770

Employee Name CPF Numbet

AMITABH KUMAR 99100

Designation Division E
Assistant General Manager (Personnel) Personnel

Date Of Joining Nature Of Appointment

06/05/2006 Direct Recruitment

Basic Pay Bank/Acc NO,

50000 2001547

Reason Advance Amour

Medical treatment of blood relation not covered in Medical Health Scheme of the corporation 50000

Number Of Instaliment Ref. Document

12 T —

Remarks

Require fund for treatment of my son

Fund Available Sanction Amount

View Action History E

Number Of Installment * Interest Rate * Recaovery Start Month * Principal Amount

12 95 01/02/2021 @ 416667

Interest Amount EMI Amount
395.83 4562.50
Fund Available * Sanction Amount *

- v e m

Reviewer Remarks *

Review

Document Name Supportive Document

B e

alent Acquisition

Employee Relation

Figure 4-155: Benevolent Fund Request Review

Reviewer shall be able to perform the following activities from the Review Page.

e C(lickon to view the action taken on the request as shown in

Figure 4-155.

e C(lickon m to review the request and a success message will be

displayed as shown in Figure 4.156.

e C(lickon to revert the request back to the initiator, this request will

be listed in the landing page of Initiator.
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Benevolent Fund Request Reviewer Landing

Request has been reviewed successfully.

Request From Date Request From Date Employee Number Employee Name

DDIMM/YYYY B DD/MMYYYY i} Al v A ~
Status E

! s m

Show 10 + entries Exportto

Search:
MPLOYEE NUMBER MPLOYEE NAME CPF NUMBER TATUS
1 CBF91 15/01/2021 152770 AMITABH KUMAR 99100 Pendir ®
2 CBF80 14/01/2021 152770 AMITABH KUMAR 99100 Pendi ev @
3 CBF89 24/12/2020 141836 BHIM RAM 100035 Pendin W @
a CBF88 24/12/2020 141836 BHIM RAM 100035 Revert ®
5 CBF87 23/12/2020 152770 AMITABH KUMAR 99100 F ing Revie °
6 CBF86 23/12/2020 152770 AMITABH KUMAR 99100 F @
? CBF8S5 23/12/2020 152770 AMITABH KUMAR 29100 Pending Revie ®
8 CBF84 23/12/2020 141836 BHIM RAM 100035 dir w e o E
9 CBF83 22/12/2020 141836 BHIM RAM 100035 Rer @
0 CBF82 19/12/2020 141836 BHIM RAM 100035 Pendir L4

Showing 110 10 of 35 entries

Talent Acquisition

Employee Relation

Figure 4-156: Benevolent Fund Request Reviewed

The success will be displayed as

Success! Aoquest has beon approved successfully.

4.27.7 Approve Benevolent Fund-Landing Page

The reviewed request will be forwarded to the approver’s landing page as shown in figure 4-
157.
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Benevolent Fund Request Approver Landing

Request From Date Request From Date Emplayee Number Employee Mame

ATYYYY EJ Al v A ~

User Manual

ger D:
Status

Show 10 - entries Exportto

Search:
U
1 CBFO1 15/01/2021 52770 AMITABH KUMAR 99100
2 CEFS0 14/01/2021 152770 AMITABH KUMAR 99100 ®
3 CBF89 24/12/2020 141836 BHIM RAM 100035 ¢ @
4 CEF88 24{12/2020 141836 BHIM RAM 100035 ®
5 CBFE7 23/12/2020 152770 AMITABH KUMAR 99100 ®
6 CBF86 23/12/2020 152770 AMITABH KUMAR 99100 @
AT 7 CBF8S 23/12/2020 152770 AMITABH KUMAR 99100 ) o
d Employe 8 CBF84 23/12/2020 141836 BHIM RAM 100035 ®
9 CBF83 141836 BHIM RAM 100035 ® E
10 CBF82 19/12/2020 141836 BHIM RAM 100035 ®

Request

Cafeterla Allowances Reques!

posite Claim Request

Masters

Transactions

Talent Acquisition

Figure 4-157: Benevolent Fund Approver’s Landing

Clickon % as shown in Figure 4-157, to land on Approve Benevolent Fund request as shown
in Figure 4-158.

Copyright © 2020 HRMS All Rights Reserved to FCI
Page 182 of 278



FCI HRMS

User Manual Version 0.1

4.27.8 Approve Benevolent Fund

= Niy FCIHRMS
Y

alent Acquisition

Employee Relation

Benevolent Fund Request - Approver

Reguest ID
CBFO1

Employee Name
AMITABH KUMAR

Designation

Assistant General Manager (Personnel)
Date OF Joining

06/05/2006

Medical treatment of blood relation not covered in Medical Health Scheme of the corporation

Number Of Instaliment
12

Remarks

Require fund for treatment of my son

Fund Available

Yes

P N N

= - K4

Aa Aa Aa

Employee Number
152770

CPF Numbet

99100

Division

Personnel

Nature Of Appointment
Direct Recruitment
Bank/Acc NO.

2001547

Advance Amour

50000

Ref. Document

Sanction Amount

50000

DV PRASAD

="

Number Of Instaliment * Interest Rate *

12

Recovery Start Month * principal Amount

2021 B 4166.67

Interest Amaunt EMI Amount
395.83 4562.5
Fund Available * Sanction Amount *
v w m

Approver Remarks *

Approved

Document Name Supportive Document

Add Reviewer Selective Revert Cancel

Figure 4-158: Benevolent Fund Request Approve

Approver shall be able to perform the following activities from the Approve Page.

Click on to view the action taken on the request as shown in

Figure 4-158.

- -
Click on to approve the request, and a success message will be

shown in the Benevolent Fund Approver Landing Screen for approving the record

as shown in Figure 4-159.

Reject

Click on

be listed in the landing page of Initiator with “Rejected” status.
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o

ey Benevolent Fund Request Approver Landing

| Request has been approved successfully.

Request From Date Request From Date Employee Number Employee Name

DOIMMIYYYY 5 oommrvvry B v A ~
Status E

! s m

Show 10 + entries Exportto

Search:

S.NO. REQUI REQUEST DATE MPLOYEE NUMBER MPLOYEE NAME CPF NUMBER ATUS ACTION

1 CBF91 15/01/2021 152770 AMITABH KUMAR 99100 Approved @

2 CBF80 14/01/2021 152770 AMITABH KUMAR 99100 'ending Review @

3 CBF89 24/12/2020 141836 BHIM RAM 100035 Per ] R ¥ @

a CBF88 24/12/2020 141836 BHIM RAM 100035 Reverted ®

5 CBF87 23/12/2020 152770 AMITABH KUMAR 99100 Pending R @

6 CBF86 23/12/2020 152770 AMITABH KUMAR 99100 € @

7 CBF85 23/12/2020 152770 AMITABH KUMAR 99100 er g @

8 CBF84 23/12/2020 141836 BHIM RAM 100035 nding v @ E

9 CBF83 22/12/2020 141836 BHIM RAM 100035 Rev @

0 CBF82 19/12/2020 141836 BHIM RAM 100035 nding ’ @
Showing 110 10 of 35 entries

Talent Acquisition

Employee Relation

Figure 4-159: Benevolent Fund Request Approved

The success message will be displayed as:

4.27.9 View Action History

Click on as shown in Figure 4-155 and 4-158, to navigate to View

Action History page as shown in Figure 4-160.
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FCl HRMS

I
-
e
e

@

Action History

Version From Date
User Manual Al ~ DDMMIYYYY
Manager Dashboard ID CBDA2
Show 10 v entries
Talent Management
Care HR DATE OF ACTION
30/12/2020 4:58:57
Leave and Attendance 1 PM 1 Initiated
30/12/2020 5:11:28
Performance Management 2 30/12/2020 5: N Dispatched
PM
c .
SEIIEELE - 30/12/2020 5:18:30 X Reviowed
3 viewe
PM
30/12/2020 5:34:06
4 1 Reviewed
Transaction , PM eview
Higher Study Incentive . 30/12/2020 5:53:15
Increment Request N PM 1 Reviewed
ompensati 30/12/2020 5:54:33
Employee Compensation 6 SUf i 1 Approved
PM
Salary Revision )
Showing 1 to 6 of 6 entries
Salary Revision proce!
Benevolent Fund Process
Death/Service Gratuity
OFFICE DIVISION DESIGNATION

Annual Increment

HQ-Delhi Personnel

Annual Increment Process

CPF Zone Surrender

Retired Employee Medical

DCPS Interest Upload

Recommendation for
performance related Incentive

Reimbursement.

Double Establishment Request

LTC-Bharat
Darshan/Hometown/Encashm
ent

LTC Bharat Dx n
(Destination Change)

Apply OTA Request

House On Lease

Benevolent Fund

Local Travel Allowance
Request

Cafeteria Allowance

equest

Stagnation Increment (T)

Payroll

Talent Acquisition

Learning and Development

Employee Relation

General Manager

Az

To Date

B8 DD/MM/YYYY

EMPLOYEE NAME

DESIGNATION

AMIT KUMAR Manager

SANJAY PANDEY Assistant Grade - |

PANKAJ LAL Manager

RAM RAJ MEENA Assistant General
Manager

JASWANT SINGH

RAJPUT

Deputy General
Manager

RAJESH KUMAR General Manager

Competent Authority

Figure 4-160: Action History

4.28 CPF Composite Claim

Aa Aa

= 3 P

Personnel

Personnel

Personnel

Personnel

Personnel

Personnel

General

Search:
AUTHORITY REMARKS
Request
Initiator y
Initiated
Reviewer Dispatcher
Reviewer Remarks
Reviewer as
Reviewer as
Approver Approver

RAJESH KUMAR

| oo |

Contributory Provident Fund (CPF) is a fund deducted from the employee’s salary and equal
share as employer contribution is paid by the corporation. The employee is entitled for
temporary advance for construction/purchase of house/property.
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In this process, how an employee can raise a request for CPF Composite Claimand the
approval process for the same is explained.

Stepl: Employee submits the CPF Final Settlement request.
Step2: AGM (Personnel) receives the request for review.
Step3: CGM (CPF) receives the request for approval.

Step4: Manager (Bills) process the payment.

4.28.1 Navigation

Left Navigation: Compensation and Benefits >> CPF Composite Claim
4.28.2 SLA

25 Days
4.28.3 Landing Page

HRMS administrator shall traverse the navigation as mentioned in Section 4.29.1 to reach
the CPF Composite Claim Request Landing Page as shown in Figure 4.161.

FCl HRMS Aa Aa  Aa ESS  MSS JP AMITKUMAR g

I
-
o
e

o~

Horie CPF Composite Claim Request Landing

| New CPF Composite Claim Request
User Manual

Show 10 v entries Export to Excel PDF Print Search:
My Dashboard -
" S.NO D REQUEST ID REQUEST DATE STATUS ACTION
Directory
1 ccss7 22112/2020 Pending Review
Core HR
2 cesse 31/12/2020 Pending Review ®
Compensation and Benefits
3 ccseo 31112/2020 Pending Review ®
My Compensation
4 ceset 3112/2020 Pending Review ®
Cafeteria Request
5 cesez 31112/2020 Pending Review ®
Reimbursement Request
6 ceses 3112/2020 Pending Review ® l

Gratuity Request
Showing 110 6 of 6 entries
LTC-Bharat

Darshan/Hometown/Encashment

LTC Bharat Darshan (Destination
Change)Request

House on Lease Request

Double Establishment Request

Higher Study Incentive
Increment Request

Benevolent Fund Request

Local Travel Allowance Request

CPF Composite Claim Request| 2

Service Gratuity

Apply OTA Request

Quarterly DCPS Report

Leave Management

Payroll

Employee Relations

Connect +

Policies and Circulars

Retirement Benefit Calculator

(Kellton Tech)
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Figure 4-161: CPF Composite Claim Request

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

e C(lickon to apply the available filters.

. Excel FDF Primt .
e Click on to export the table records in Excel or PDF as

per table columns.

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

search the table records.

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

e C(lick on to add a new CPF Composite Claim

Request in the table as mentioned in Section 4.29.4 — Add CPF Composite Claim
Request.

4.28.4 Add CPF Settlement

Click on to open the Add CPF Composite Claim Request

as shown in Figure 4-162.
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User Manual

My
Cafeteria Request

Reimbursement Request

wn/Encashment

udy Incentive
Request

CPF Composite Claim Request
Quarterty DCPS Report

anagement

t Management

elopment

Retirement Benefit Caiculato

Enter the details and click on

Aa BIJAY KUMAR SINGH
CPF Composite Claim Request
FOOD CORPORATION OF INDIA, CPF TRUST
COMPOSITE CLAIM FORM
( CPF FINAL SETTLEMENT/CPF PART FINAL WITHDRAWAL/90% WITHDRAWAL/CPF TEMPORARY ADVANCE )
Claim Applied For * Name Of The Member * Designation & Place Of Posting *
ary Adva v BIJAY KUMAR SING Executive D Personny
Father's Name/Husband's Name * Date Of Birth * Basic Pay *
Charan Singh 13/06/1966 =l

CPF Account Number * Universal Account Number (UAN) *

Aadhaar Number * Date Of Joining The FCI

34356768975 4/08/1999

Permanent Account Number(PAN)

Mobile Number *

Retirement/Date Of Leaving Service

= 1/01/1970 5

Purpose Of CPF Part Withdrawal/Temporary

(Only In Case Of Service Less Than Syrs) * Advance *
AAAAATITIA fai v
Other Purpose Amount *
Other Pu
No. Of Installments In Which Advance Is To Be Recovered * Temporary Advance Last Drawn, If Any *
v

Amount Of Advance * Amount Re-Paid *

Balance Outstanding *

‘Amount Of 90% Part Final Drawn Previously Before Retirement, If Any

Attachment

The member hereby declares that he has not been employed for two month.

In case the amount is used for any purpose other than stated above, | am liable to return the entire amount with penal interest

Certified that the particulars are true to the best of my knowledge.

NOTE

1. Purpose of CPF Part Final Withdrawal/Temporary Advance & documents required. The purpose may be following:-

i) Housing L or for
earlier has been discontinued.
ii) Marriage of No

iv) For CPF Temporary Advance please attach pay slip.
2. Income Tax (TDS) is deducted if the service is less than 5 year (60 month).

alteration in existing house/Repayment of Housing Loan: No document is required. New Declaration From/Utilization Certificate required

Card is required. iii) One year before retirement: 90% of total PF balance can be withdrawn. No document required.

o

Figure 4-162: Add CPF Composite Claim Request

such

that a success message will be shown for

addition of a new record in the table as shown in Figure 4-163.
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CPF Settlement Request data saved successfully. I
CPF Composite Claim Request Landing
New CPF Composite Claim Request

= N\i# FCIHRMS na Aa Aa E MSS :;o BIJAY KUMARSINGH
o

Show 10 v entries Exportto: i Search: E
UE TATU:
1 ® CCs74 Pending R 14/01/2021 |
howing 1101 of 1 entries
1 t

Figure 4-163: CPF Composite Claim Added

The success message will be displayed as:

Success| CPF Settlernent Request dats saved successfully,

4.28.5 Review CPF Composite Claim-Landing
The submitted request will be listed in the Reviewer’s landing screen as shown in Figure 4-
164.
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n
S
oo
-

o
§/ FCIHRMS Aa Aa Aa ESS & AMITABH KUMAR
U =

CPF Composite Claim Request Review Landing

Request From Date Request To Date Employee Number Employee Name
User Manual
DoAYy B oommmvy B« v om v
Managt
Claim Applied For Status
Talent Manag; Al ~ Al ~

Core HR

Show 10 onties Exportto |:| somrn

1 ccs47 25/09/2020 CPF Final Settlement 141836 BHIM RAM 100035
13 F "

Reimbursement

Double HRA

Payroll

Talent Acquisition

Figure 4-164 CPF Composite Claim Request Reviewer Landing

Click on ﬂas shown in Figure 4-164, to land on Review CPF Composite Claim request as
shown in Figure 4-165.
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4.28.6 Review CPF Settlement

L]
>
e
e

FCl HRMS A A Aa  ESS m f_.o AMITABH KUMAR

CPF Composite Claim Request Review

FOOD CORPORATION OF INDIA, CPF TRUST

Claim Applied For E

CPF Final Settiement

Name Of The Member Desi ation & Place Of Po
BHIM RAM Assistant Grade Il (Personnel)
Father's Name/Husband's Name Date Of Birth
KRISHAN LAL 05/10/1971
Basic Pay CPF Account Numbey
50000 100035

al Account Number (UAN) Mobile Number
123345555555 9812331977
Aadhaar Number Date Of Joining The FCI
565656565656 04/05/1995

Retirement/Date Of Leaving Service Permanent Account Num

01/01/2010 CHMPS0824U

Purpose Of CPF Part Withdrawal/Temporary Other Purpose

Housing Loan/Purpose of sitefHouse/Flat or Construction/Addition, alteration in exi -

sting house
No. Of Installments In Which Advance Is To Be Reco

Amount 5

2000 E
Amount Of Advance

Temporary Advance Last Drawn, If Any

No
Balance Outstanding
Amount Re-Paid

Amount Of 9
50

Part Final Drawn Previously Before Retirement,

Attachment
it Any @

The member hereby declares that he has net been employed for twa moenth.
In case the amount is used for any purpose other than stated above, | am liable to return the entire amount with penal interest.

Certified that the particulars are true to the best of my knowledge.

NOTE

1. Purpose of CPF Part Final Withdrawal/Temporary Advance & documents required. The purpose may be following:-

i) Housing Loan/Purchase of site/house/flat or for construction/Addition alteration in existing house/Repayment of Housing Loan: No document is required. New Declaration
From/Utilization Certificate required earlier has been discontinued.

ii) Marriage of self: her/sister: No riage Card is required.

iii) One year before retirement: 90% of total PF balance can be withdrawn. No document required. E
iv) For CPF Temparary Advance please attach pay slip.

2. Income Tax (TDS) is deducted if the service is less than 5 year (60 month).

Reviewer Remarks *

aim Request
Reviewed

Document Name Supportive Document

Talent Acqu

Add Reviewer Cancel

Figure 4-165: CPF Composite Claim Request Review

Reviewer shall be able to perform the following activities from the Review Page.

View Action History
e C(Clickon to view the action taken on the request as shown in

Figure 4-165.
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e C(lickon to review the request and a success message will be
displayed as shown in Figure 4.166.

Rewvert

e C(lickon to revert the request back to the initiator, this request will

be listed in the landing page of Initiator.

= § FClI HRMS Aa Aa Aa ESS L,‘.o AMITABH KUMAR
W - £ :
Request has been reviewed successfully.
CPF Composite Claim Request Review Landing
Request From Date Request To Date Employee Number Employee Name
— =] | commrvey B v m " g
Claim Applied For Status
A v ;.\ v Get Results
Show 10 w entries Exportto: Search
sNo.¢  acTion REQUESTID ¢ STATUS REQUEST DATE LAIM APPLIED FOR EMPLOYEENUMBER ©  EMPLOYEE NAME CPF NUMBER
@
1 - ccs4s 28/09/2020 CPF Part Final 141836 BHIM RAM 100035
@
H - cCs4g : 23112020 CPF Part Final 141836 BHIM RAM 100035
® F
3 - ccsso : 231112020 CPF PartFinal (Covd 141836 BHIM RAM 100035
® ending
a ccssi ! 23/11/2020 CPF Part Final (Covid 141836 BHIM RAM 100035
o Review 18)
@ ¢ !
5 cess2 ! 23/11/2020 CFF Part Final (Covid 141836 BHIM RAM 100035
o Review 19)
® ending
8 cess3 " 23/11/2020 CPE Part Final (Covid 141836 BHIM RAM 100035
- Review 19)
@ ending
7 ccss4 Pend 24/11/2020 CPF Part Final (Covid 121836 BHIM RAM 100035
a Review 19)
®
8 cosss 25/11/2020 CFF Part Final {Covid 141836 BHIM RAM 100035
a 19)
e
] cCss6 25/11/2020 CPF: Part Final (Covid 141836 BHIM RAM 100035
I~ 19)
@ Pending a
0 - ccss7 . 25/1/2020 (i PartFinal (Gova 141836 BHIM RAM 100035

Showing 1to 10 of 26 entries

t Fund

Figure 4-166: CPF Composite Claim Request Reviewed

The success will be displayed as

Sucoessl Reg has been reviewed sucoessfully,
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4.28.7 Approve CPF Settlement-Landing Page

The reviewed request will be forwarded to the approver’s landing page as shown in figure 4-
167.

0
= ¢ FClIHRMS Aa Aa Aa ESS I PUKHRAJ TAK
A =

CPF Composite Claim Request Approve Landing

Request From Date Regquest To Date Employee Number Employee Name
DDIMM/YYY 5 IMMIYYYY £ o« v Al v
Claim Applied For Status
~ Al v Get Results =
Show 10 v entries Exportto : search:
no[]] acTion QUESTID ¢ STATUS REQUEST D DF MPLOYEE NUMBEF EM CPF NUMBEF
1 @ v CeCs107 Pendi Apf 15/01/2021 CPF Part Final (Covid 19) 152770 AMITABH KUMAR 99100

T III

Figure 4-167: CPF Composite Claim Approver’s landing

Clickon % as shown in Figure 4-167, to land on Approve CPF Composite Claim request as
shown in Figure 4-168.
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4.28.8 Approve CPF Settlement

FClI HRMS Aa Aa Aa ESS m _.o PUKHRAJ TAK

= -

= W

CPF Composite Claim Request Approve

FOOD CORPORATION OF INDIA, CPF TRUST

CCs107

Name Of The Member
AMITABH KUMAR

{usband's Name
NATHUNI KUMAR

Basic Pay

96720

Universal Account Number (UAN)
mmnmnmm

Aadhaar Number

1234556789

Retirem Date Of Leaving Service

30/04/2036

Purpose Of CPF Par

Covid 19

Amount

343549.4375

Temporary Advance Last Drawn, If Any
No

Amount Re-Paid

Amoun

f 90!

Part Final Drawn Prev

ithdrawal/ Temporary

1sly Before Retirement

f Any

Claim Applied For
CPF Part Final (Covid 19)

Designation & Place Of Posting

Assistant General Manager
Date Of Birth

30/04/1976

CPF Account Numbe
99100

Mobile Number
7011710941

Date Of Joining The FC

05/04/2006

Perma
ABCD12345E

ent Account Num

Other Purpose

No. Of Installments In Which Advance Is To Be Recovered

Amount Of Advance

Balance Qutstanding

Attachment

The member hereby declares that he has not been employed for two month,
In case the amount is used for any purpose other than stated above, | am liable ta return the entire amount with penal interest
Certified that the particulars are true to the best of my knowledge.

NOTE

1. Purpose of CPF Part Final Withdrawal/ Temporary Advance & documents required. The purpose may be following:-

i) Housing Loan/Purchase of site/house/flat or for construction/Addition alteration in existing
From/Utilization Certificate required earlier has been discontinued

ent of Housing Loan: N is required. New Declaration

ii) Marriage of self rer/sister: No riage Card is required

i) One year before retirement: 80% of total PF bal. be withdrawn. No

required
iv) For CPF Temparary Advance please attach pay slip.

2. Income Tax (TDS) is deducted if the service is less than 5 year (80 month)

Approver Remarks ©

Document Name

Supportive Document

Add Reviewer Selective Revert Cancel

Figure 4-168: CPF Composite Claim Request Approve

Approver shall be able to perform the following activities from the Approve Page.

View Action History
e C(Clickon

Figure 4-168.

to view the action taken on the request as shown in
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e C(lickon to approve the request, and a success message will be

shown in the CPF Composite Claim Approver Landing Screen for approving the
record as shown in Figure 4-169.

Reject

e Clickon to reject the request back to the initiator, this request will

be listed in the landing page of Initiator with “Rejected” status.

Ny FCI HRMS

Success! Request has been approved successfully.

[ Manager Dashboard

— Listing Approver

& Cove HR

Request From Date Request To Data Employes Number Employes Name
& Leave and Attendance DOMMAYY DOMMAYY v | select
& Compensation and Banafit Claim Applied For Status

Show 1o v entries Expertte: ﬂﬂ Search:
m RequestID % | RequestDate & | Claim Applied For 4 | Employee Number & m Status $ Action
1 -

» Masters Selact

[==n) 2o z020 Temporary Advance 141836 BHIM RAM 100035 Approved
2 [t 29/03/2020 CPF Final Settlemeant 141835 EHIM RAM 100035 Pending Review &
3 CCSéE 280902020 CPF Part Final 141836 BHIM RAM 100035 Pending Review &
4 CCsaT 2809/2020 50% Withdrawal 141836 EHIM RAD 100035 Pending Review &

Shewing 11a 4 of 4 entries

Previous - Mt

Reimbursament
» Double HRA

LTCH own Change

LTC — Bharat

Figure 4-169: CPF Composite Claim Request Approved

The success message will be displayed as:

Sucesss] Request has been approved successiully,

4.28.9 View Action History

Click on as shown in Figure 4-165 and 4-168, to navigate to View

Action History page as shown in Figure 4-170.
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I
-
e
e

FCl HRMS Aa A2 Aa ESS m P AMIT KUMAR

@

Action History

Version From Date To Date

LEogME Rl Al v DD/MMIYYYY B8 DDMM/YYYY m]

Manager Dashboard ID CBD92

Show 10 v entries
Talent Management Search:

G S.NO DATE OF ACTION VERSION ¢ AC £ NAMI ! AUTHORITY ¢ REMARKS AC
Leave and Attendance 1 SSA” 22020 43657 Initiated AMIT KUMAR Manager Personnel  Initiator ﬁﬁﬁ;f;ﬁ:

Performance Management 2 SE/IH 22020 5:11:28 1 Dispatched SANJAY PANDEY Assistant Grade - | Persannel Reviewer Dispatcher @

compensaton 3 Sfﬂ” 22020 518:30 Reviewed PANKAJ LAL Manager Personnel  Reviewer Remarks ®

Traneaction ) 4 ;ff /202053406 4 Reviewed RAM RAJ MEENA :Ai‘j:;‘ General Personnel  Reviewer as ®

;'S[:;j:‘:zézz:‘twe 5 ES/I” 212020 5:5315 1 Reviewed Jﬁii!ﬁ:” SINGH ’?ﬂiijgjcmm Personnel Reviewer as ©

SR veRlConioas s 6 30M2/2020 8:5433 Approved RAJESH KUMAR General Manager Personnel  Approver Approver ®

PM

Salary Rev ‘
$howing 110 6 of 6 entries

Salary Revision process

Benevolent Fund Proce: Competent Authority

Death/Service Gratuity

HQ-Delhi Personnel General Manager CAT-ll General RAJESH KUMAR

Annual Increment Process
| oo |

CPF Zone Surrender

Retired Employee Medical

DCPS Interest Upload

Recommendation for
performance related Incentive

Reimbursement.

Double Establishment Request

LTC-Bharat
Darshan/Hometown/Encashm
ent

LTC Bharat Darshan
(Destination Change)

Apply OTA Request

Benevolent Fund

Local Travel Allowance
Request

afeteria Allowances Request

Stagnation Increment (T)

Payroll

Talent Acquisition

Learning and Development

Employee Relation

Figure 4-170: Action History
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4.29

4.29.1

4.29.2

4.29.3

= N
&

Retired Employee Medical Claim

After retirement also, employees are eligible for availing medical claim for which they need
to submit the documents manually to the Manager (Personnel).Manager (Personnel) further
proceeds the request so the retired employees can get the medical claim.

Step 1: Retired employee submits the documents to the Manager (Personnel) manually.

Step 2: Manager (Personnel) submits the request on behalf of the retired employee.

Step 3: Manager (Bills) receives the notification and verifies the bills, past claims taken by
the retired employee. Adds the approved amount and forwards the request to the finance
department for financial concurrence.

Step 4: Manager (Finance) receives the request and checks the financial concurrence.

Step 5: After financial concurrence, the Manager (Personnel) generates the Invoice.

Navigation

Left Navigation: Compensation and Benefits >>Transactions >> Retired Employee Medical
Claim

SLA
15 Days
Landing Page

HRMS administrator shall traverse the navigation as mentioned in Section 4.30.1 to reach
the Retired Employee Medical Claim Request Landing Page as shown in Figure 4.171.

FCI HRMS A Aa Aa  ESS ,’9 BHIMRAM %

Retired Employee Medical Claim Request Landing

Request From Date Request To Date Employee Number Employee Name

DD/MM/YYYY @ DD/MM/YYYY ﬁ v Al v
Status
~ Get Results E
New Retired Employee Medical Claim Request

No Data Available In Table

Figure 4-171: Retired Employee Medical Claim Request

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

e Clickon mo apply the available filters.

Exce PDF Print
e Click on to export the table records in Excel or PDF as

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

search the table records.

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

; Previous 1 Mext )
e C(lickon to navigate table records

. New Retired Empl. Medical Claim R st . .
e C(Click on to add a new Retired Employee Medical

Claim in the table as mentioned in Section 4.30.4 — Add Retired Employee Medical
Claim Request.

4.29.4 Add Retired Employee Medical Claim Settlement

Click on to open the Add Retired Employee Medical Claim as

shown in Figure 4-172.
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= i/ FCIHRMS A2 Aa  Aa  ESS m d BHIM RAM 6%
- <

Home Retired Employee Medical Claim Request

Employee Number * Employee Name * Basic Salary * Medical Card Number *
User Manual

701 v ANIL KUMAR v 500 MED214

Place To Avail Facility * DoJ* Date Of Retirement * No. Of Years Service *
Talent Managemer - New Deihi 209/m/2012 ﬁ 03/11/2020 7 E
Core HR Balance Limit *

0
Treatment For * Name Of Patient * Treatment(OPD/IPD) * Ref. Request ID *
~ ANIL KUMAR oPD ~ v

Compensation and Benefit

Treatment Taken In Empaneled Hospital * Name Of The Hospital * License Number *
Payroll yes ~ Action Cancer Hospital v LISCOUA1-2145

Treatment Type * Bank Account Number * Ref. Document *

Genera v 554322446287897777 m
Learning ar C -

Void Cheque *

Add Bill Details

Show 10 ~ entries

Search:
S.NO. . BILL NUMBER BILL DATE MOUNT REMARK: UPLOAD REF. DOCUMENT
Medicine Bills and
1 33765 01/01/2021 40000 ! %
Hospital Charges
Showing 1ta 1 of 1 entries
F 1
Total Amount Claimed * E
40000
Remarks *
Medicine Bills and Hospital Charges

m e

Figure 4-172: Add Retired Employee Medical Claim Request

e Clickon to add the bill details.
e Enter the details and click on msuch that a success message will be

shown for addition of a new record in the table as shown in Figure 4-173.
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0o
= y FClI HRMS A A Aa ESS Jd BHIMRAM O
W . s =

oM Retired Employee Medical Claim Request Landing

Success! Record has been submitted successfully
User Manual

Request From Date Request To Date Employee Number Employee Name

DD/MMIYYYY 6 DDIMMIYYYY ﬁ All v Al o
st =

Al ~ Get Results
New Retired Employee Medical Claim Request

h ~ entri :
Show 10 entries Export to Search:

Performance Management

sxo R e EmPLOYES EMPLOVEE :

ATE OF RETIREMENT STATUS
= DATE OF RETIREME!

on and Benefit

1 REM77 15/01/2021 277701 ANIL KUMAR 03/11/2020 ding Review @ |

Showing 1ta 1of 1 entries

Learning and

E

Figure 4-173: Retired Employee Medical Claim Added

The success message will be displayed as:

Sucoess! Record has been submilled successlully

4.29.5 Review Retired Employee Medical Claim-Landing
The submitted request will be listed in the Reviewer’s landing screen as shown in Figure 4-
174.

= \l/ FCIHRMS Aa  Aa  Aa  ESS m u..a AMITABHKUMAR ofR
v v

Retired Employee Medical Claim i Landing

Request From Date Request To Date Employee Number Employee Name

DD/MM/YYYY @ DD/MM/YYYY @ v v

Manager Dashboard

Status

e ’ ¥

showi 10 peirie Exportio : S

REQUEST ID REQUEST DA g
NUMBER

1 REM77 15/01/2021 277701 ANIL KUMAR 03/11/2020 er ) Review ® 9

T

Figure 4-174 Retired Employee Medical Claim Request Reviewer Landing

Click on ﬂas shown in Figure 4-174, to land on Review Retired Employee Medical Claim
request as shown in Figure 4-175.
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4.29.6 Review Retired Employee Medical Claim

E L-o AMITABHKUMAR o

= X§s FCIHRMS Aa Aa Aa ESS
L]
Retired Employee Medical Claim Revi Landing
User Manual Request ID Employee Number
REM77 277701
Employee Name Basic Salary
ANIL KUMAR 500 E
Medical Card Number Place To Avail Facility
MED214 New Delhi
Core HR
DoJ Date Of Retirement
23Mmj2012 03/1/2020
No. Of Years Service Name Of Patient
7 ANIL KUMAR
Treatment For Treatment Taken In Empaneled Hospital
Self Yes
Treatment(OPD/IPD) License Number
OPD LISCOUA1-2145
Authorizaton Letter Bank Account Number
‘| 554322446287897777
Name Of The Hospital Void Cheque

Action Cancer Hospital v ju

Treatment Type

General E

Ref. Document

Show 10 v entries Exportto: Search:

N BILL NUMB! D MOUNT REMARK OAD DOC NT RE ER REMARKS VED AMOUNT

Medicine

1 33765 01/01/2021 40000 Bils And LY Reviewed 40000
Hospital

Charges

Showing 1to 1of 1 entries

Total Amount Claimed

40000 =

Remarks

Medicine Bills and Hospital Charges
Approved Amount

4000

View Action History

Reviewer Remarks *
Reviewed
Document Name Supportive Document
Ener Bocument Name 2= n
NO DOCUMENT NAME SUPPORTIVE DOCUMENT CTIO

I o

Figure 4-175: Retired Employee Medical Claim Request Review

Reviewer shall be able to perform the following activities from the Review Page.

e Clickon to view the action taken on the request as shown in

Figure 4-175.
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Review
e C(lickon to review the request and a success message will be

displayed as shown in Figure 4.176.

Revert
e C(lickon to revert the request back to the initiator, this request will
be listed in the landing page of Initiator.
= %§7 FCl HRMS Aa Aa  Aa ESS m P AMITABHKUMAR o
Retired Employee Medical Claim i Landing
Request From Date Request To Date Employee Number Employee Name
DDIMM/YYYY 59 DD/MMIYYYY 53 v Al v E
Status

Al ~ Get Results

New Retired Employee Medical Claim Request

Learning and

Show 10 ~ entries Exportto: Search

MPLOYEE EMPLOYEE

N ; DATE OF RETIREMENT STATUS ACTION
NUMBER NAM

S.NO. REQUEST ID REQUEST DATE

No Data Available In Table

Showing 0 to 0 of O entries

Figure 4-176: Retired Employee Medical Claim Request Reviewed
The success will be displayed as
4.29.7 Approve Retired Employee Medical Claim-Landing Page

The reviewed request will be forwarded to the approver’s landing page as shown in figure 4-
177.

Y FClI A Aa A ESS 1? DV PRASAD
\l/ FCIHRMS a a [ mss |

Retired Employee Medical Claim Approver Landing

Request From Date Request To Date Employee Number Employee Name
DD/MM/YYYY @ DD/MM/YYYY 5 A v Al v
Manager Dashboard
Status

il g b

Shavi e vjentries EXPB”'O:: s

1 REM77 15/01/2021 277701 ANIL KUMAR 03/11/2020 nding Approval

R

Figure 4-177: Retired Employee Medical Claim Approver’s Landing
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Click on % as shown in Figure 4-177, to land on Approve Retired Employee Medical Claim
request as shown in Figure 4-178.

4.29.8 Approve Retired Employee Medical Claim

User Manual

Talent Management

Core HR

Learning a

Performanc

Lea

Compensation and Benefit

Payroll

Talent Acquisition

Emp

Ny FCIHRMS
"

Retired Employee Medical Claim Approver Landing

Request ID
REM77

Employee Name

ANIL KUMAR

Medical Card Number
MED214

DOJ

29/11/2012

Treatment For
Self

Treatment(OPD/IPD)

Aa Aa Aa ESS L,4° DV PRASAD

Employee Number

277701

Place To Avail Facility
New Delhi

ate Of Retirement

Name Of Patient

ANIL KUMAR

Treatment Taken In Empaneled Hospital
Yes

License Number

OPD LISCOUA1-2145
Authorizaton Letter Bank Account Number
554322446287897777
Name Of The Hospital Void Cheque
Action Cancer Hospital
Treatment Type
General E
Ref. Document
Show 10 v entries Exportto Seariic
1 33765 01/01/2021 40000 Medicine Bills And Hospital Charges ? Reviewed 40000

10f 1 entries

Total Amount Claimed

40000

Medicine Bills and Hospital Charges

Approved Limit

40000

Approver Remarks *

Document Name Supportive Document

tN

Add Reviewer Selective Revert m n Cancel

Figure 4-178: Retired Employee Medical Claim Request Approve

Approver shall be able to perform the following activities from the Approve Page.
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) View Action History ) ) )
e C(lickon to view the action taken on the request as shown in

Figure 4-178.

e C(lickon to approve the request, and a success message will be

shown in the Retired Employee Medical Claim Approver Landing Screen for
approving the record as shown in Figure 4-179.

e Clickon to reject the request back to the initiator, this request will

be listed in the landing page of Initiator with “Rejected” status.

f FClIHRMS Aa A; A ESS ? DV PRASAD
W R |

Retired Employee Medical Claim Approver Landing

Request has been approved successfully.

Request From Date Request To Date Employee Number Employee Name

DD/MM/YYYY 5 DD/MM/YYYY 5 A v Al v

Status

All v Get Results

New Retired Employee Medical Claim Request E

Show 10 v entries Exportto: Euce PDF Print Search:

5o reauesTID EveLOYe: SuPLOvES

No Data Available In Table

showing 0 to 0 of 0 entries

Kellton Tech

Figure 4-179: Retired Employee Medical Claim Request Approved

The success message will be displayed as:

succesEl Request hat been approved succesalully.

4.29.9 View Action History

Click on as shown in Figure 4-175 and 4-178, to navigate to View

Action History page as shown in Figure 4-180.
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I
-
e
e

FCl HRMS Aa A2 Aa ESS m JP AMIT KUMAR

@

Action History

Version From Date To Date

User Manual All v DD/MMIYYYY B8 DDMM/YYYY

Manager Dashboard ID CBD92

Show 10 v entries
Talent Management Search:

Core HR S.NO DATE OF ACTION EMPLOYEE NAME DESIGNATION DIVISION AUTHORITY REMARKS
Leave and Attendance 1 SSA” 22020 43657 Initiated AMIT KUMAR Manager Personnel  Initiator ﬁﬁﬁ;f;ﬁ:
Performance Management 2 SE/IH 22020 5:11:28 1 Dispatched SANJAY PANDEY Assistant Grade - | Persannel Reviewer Dispatcher @
compensate 3 Sfﬂ” 22020 518:30 Reviewed PANKAJ LAL Manager Personnel  Reviewer Remarks ®
Traneaction ) 4 ;ff /202053406 4 Reviewed RAM RAJ MEENA :Ai‘j:;‘ General Personnel  Reviewer as ®
;'S[:;j:‘:zézz:‘twe 5 ES/I” 212020 5:5315 1 Reviewed Jﬁii!ﬁ:” SINGH ’?ﬂiijgjcmm Personnel Reviewer as ©
SR veRlConioas s 6 30M2/2020 8:5433 Approved RAJESH KUMAR General Manager Personnel  Approver Approver ®

PM

Salary Revision )
$howing 110 6 of 6 entries

Salary Revision proce

Benevolent Fund Process Competent Authority

Death/Service Gratuity
OFFICE DIVISION DESIGNATION

Annual Increment
HQ-Delhi Personnel General Manager CAT-ll General RAJESH KUMAR

Annual Increment Process
| oo |

CPF Zone Surrender

Retired Employee Medical

DCPS Interest Upload

Recommendation for
performance related Incentive

Reimbursement.

Double Establishment Request

LTC-Bharat
Darshan/Hometown/Encashm
ent

LTC Bharat Dx n
(Destination Change)

Apply OTA Request

House On Lease

Benevolent Fund

Local Travel Allowance
Request

Cafeteria Allowances Request

Stagnation Increment (T)

Payroll

Talent Acquisition

Learning and Development

Employee Relation

Figure 4-180: Action History

4.30 Higher Study Incentive Increment Request

As the employee can avail higher study allowance 3 times in a service after completion of a
course. So, in this process, how an employee can request for Higher Study allowance after
completion of a course is explained.
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Step 1: Employee submits the request for higher study incentive with documentary proof of
course completion.

Step 2: Manager (Personnel) receives the request and forwards it to the vigilance
department.

Step 3: Manager (Vigilance) receives the request and provides the vigilance report to the
personnel.

Step 4: Manger (Personnel) checks the report and forwards it to the approving authority.
Step 5: Approving authority as per approval matrix receives the request.

Step 6: Manager (Accounts) receives the notification and processes the incentive increment.

4.30.1 Navigation

Left Navigation: Compensation and Benefits >> Higher Study Incentive Increment Request
4.30.2 SLA

21 Days
4.30.3 Landing Page

HRMS administrator shall traverse the navigation as mentioned in Section 4.31.1 to reach
the Higher Study Incentive Increment Request Landing Page as shown in Figure 4.181.

FCl HRMS Aa Aa Aa ESS  MSS ‘? AMIT KUMAR ‘3

1]
&

e Higher Study Incentive Increment Request Landing

New Higher Study Incentive Increment Request

Search:

User Manual

Show 10 v entries Exportto:| Exce
My Dashboard

Directory

No Data Available In Table
Core HR
Showing 0 to 0 of O entries

Compensation and Benefits

My Compensation

Cafeteria Request

Reimbursement Request

Gratuity Request

LTC-Bharat
Darshan/Hometown/Encashment

LTC Bharat Darshan (Destination
Change)Request

House on Lease Request

Double Establishment Request

Higher Study Incentive
Increment Request

>

2

Benevolent Fund Request

Local Travel Allowance Request

CPF Composite Claim Request

Service Gratuity

Apply OTA Request

Quarterly DCPS Report

Leave Management

Payroll

Employee Relations

Connect +

Policies and Circulars

Retirement Benefit Calculator

Figure 4-181: Higher Study Incentive Increment Request
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HRMS administrator shall be able to perform the following activities from the landing page:

e C(lickon MO apply the available filters.

Excel PDF Print

e C(lick on to export the table records in Excel or PDF as

per table columns.

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

search the table records.

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

. New Higher Study Incentive | t R t . .
e Click on to add a new Higher Study Incentive

Increment Request in the table as mentioned in Section 4.31.4 — Add Higher Study
Incentive Increment Request.

4.30.4 Add Higher Study Incentive Increment Request
i i
Click on to open the Add Higher Study Incentive
Increment Request as shown in Figure 4-182.

0o
a ss &
\ij FClI HRMS Aa Aa Aa E M: BHIMRAM O@

Higher Study Incentive Increment Request

Employee Number Employee Name Designation Division

141836 BHIM RAM Assistant Grade Ill (Personnel) Personnel
Category Office Name Email ID

CAT-lI HORS bhim.ram@b.com E
Ref. Request ID * Name Of Course Name Of University/Institution From Date

HISTUDIES®1 v Others Tezpur University 20/01/2021 E
To Date Timings

21/05/2021 5] oyears 4 montns
© Regular Distance

Upload Proof Document *

Remarks *

Need incentive for my degree

Figure 4-182: Add Higher Study Incentive Increment Request
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Enter the details and click on msuch that a success message will be shown for

addition of a new record in the table as shown in Figure 4-183.

o
= a ss o )
\é{ FCI HRMS Aa Aa Aa E M: BHIM RAM

Higher Study Incentive Increment Request Landing

Success! Higher Study Incentive Increment Request has been submitted successfully.
New Higher Study Incentive Increment Request

Show 10 + entries Exportto:

Search:

REQUEST ID REQUEST DATE STATUS ACTION
CES35 22/09/2020 Pending Review @ |
CES37 25/08/2020 \pprove @
CES38 25/09/2020 Reverted &z e
CES38 27/09/2020 Pending Revie @
CES40 28/09/2020 Reverte F ®
CESa1 30/09/2020 Pending Review ®
CES42 30/09/2020 Pending Reviev @
CES43 30/09/2020 Pending Review @
CES44 30/09/2020 Pe g Review Lod
CES45 30/09/2020 Pending Review ®

Showing 1to 10 of 24 entries

Retirement Benefit Calculator

Figure 4-183: Higher Study Incentive Increment Request Added

The success message will be displayed as:

Successl Aecord Add Sucessfullyl

4.30.5 Review Higher Study Incentive Increment Request-Landing

The submitted request will be listed in the Reviewer’s landing screen as shown in Figure 4-
184.
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= %§7 FCIHRMS Aa Aa Aa ESS m L.o AMITABH KUMAR

- ~

Higher Study Incentive Increment Request Review Landing

Request From Date

Talent Manag

8

Request From Date

DD/MMIYYYY

EMPLOYEE NUMBER

5

Employee Number

Employee Name

v All v

Search

Assistant
1 CES59 14/01/2021 141836 BHIM RAM Grade Il Others Tezpur University
(Personnel)
Assistant N
Industrial
2 CES58 05/01/2021 141836 BHIM RAM Grade Il Relatlons Tezpur University
(Personnel)
Higher Study | Assistant
L 3 CES57 05/01/2021 141836 BHIM RAM Grade Il B.L Assam University
(Personnel)
Empl \pensation
Assistant
Pe Central University Of South
a CES56 08/12/2020 141836 BHIM RAM Grade Il ersonne entral University Of Sou
) Management Bihar
(Personnel)
Annual Ing
Assistant —
Personnel Central University Of South
5 CESS55 03/11/2020 141836 BHIM RAM Grade 1l " y ersity O Sou everte
Management Bihar
(Personnel) E
Assistant
Personn: ntral University Of South
6 CESS4 03/11/2020 141836 BHIM RAM Grade Il Freenne Central University Of Sout
Management Bihar
(Personnel)
Assistant Industrial
7 CES53 16/10/2020 277701 ANIL KUMAR Grade Il Rc\al'ur::. Assam University
(Personnel)
Assistant
Industrial
8 CES36 16/10/2020 141836 BHIM RAM Grade Il Relations Assam University
(Personnel) :
Assistant
. Industrial
9 CES52 16/10/2020 141836 BHIM RAM Grade |l Relatlons Assam University
(Personnel)
Assistant
Personnel
10 CESS1 18/10/2020 141836 BHIM RAM Grade IIl Rajiv Gandhi University

Showing 1to 10 of 25 entries

(Personnel)

Management

Figure 4-184 Higher Study Incentive Increment Request Reviewer Landing

Click on ﬂas shown in Figure 4-184, to land on Review Higher Study Incentive Increment
Request as shown in Figure 4-185.
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4.30.6 Review Higher Study Incentive Increment Request

=  Wi# FCIHRMS
A

Home

User Manual
Request ID

CESS59

Employee Name

BHIM RAM

Division

Personnel

Office Name

HQRS

Ref. Request ID

HISTUDIES91

Name Of University/Institution
Tezpur University

To Date

21/05/2021

Proof Documents

iew attachmer

© Regular Distance

Remarks

Need incentive for my degree

Higher Study Incentive Increment - Reviewer

Aa Aa Aa ESS m L.o AMITABH KUMAR

Employee Number
141836

Designation

Assistant Grade Ill (Personnel) =
Category

CAT-lll

Email ID

bhim.ram@b.com

Name Of Course

Others

From Date

20/01/2021

Timings

0 years 4 months

Reviewer Remarks *

Reviewed

Document Name

Enter Document Name

N

Payroll

Talent Acq;

MENT NAME

A fevever m “ canee

Figure 4-185: Higher Study Incentive Increment Request Review

Reviewer shall be able to perform the following activities from the Review Page.

e Clickon to view the action taken on the request as shown in

Figure 4-185.

e C(Clickon m to review the request and a success message will be

displayed as shown in Figure 4-186.
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e C(Clickon

be listed in the landing page of Initiator.

\i/ FCIHRMS
@

Manual

Request From Date

Revert

to revert the request back to the initiator, this request will

Higher Study Incentive Increment Request Review Landing

Request From Date

Employee Number

AMITABH KUMAR

ra  ess (Y hod

Employee Name

hboard
DD/MM/YYYY B DO/MM/YYYY @ v v
- =]
des M m
Show 10 v entries Exportto: i
: 0 : ; N IGNAT AME OF N o
Assistant
1 CESS9 14/01/2021 141836 BHIM RAM Grade Il Others Tezpur University .
(Personnel)
Assistant
Industrial
2 CES58 05/01/2021 141836 BHIM RAM Grade Il Tezpur University
Relations
(Personnel)
Assistant
3 CESS7 05/01/2021 141836 BHIM RAM Grade Il BL Assam University
(Personnel)
Assistant
Personnel Central U ity Of South
4 CESS6 08/12/2020 141836 BHIM RAM Grade Il bl SRR A
nual Increment Management Bihar
(Personnel)
Assistant
Personnel Central University Of South
5 CESSS 03/11/2020 141836 BHIM RAM Grade Il g Siba il e
Management Bihar
(Personnel)
Assistant
Personnel Central University Of South
6 CESs4 03/11/2020 141836 BHIM RAM Grade Il : SRR
Management Bihar
(Personnel)
Assistant
Industrial
7 CES53 16/10/2020 277701 ANIL KUMAR Grade Il Relations Assam University
(Personnel) 2
Assictant Industrial
8 CES36 16/10/2020 141836 BHIM RAM Grade Il < Assam University
Relations
(Personnel)
Assistant
Industrial
Apply OTA Re 9 CES52 16/10/2020 141836 BHIM RAM Grade Il i Assam University
(Personnel)
Assistant
Personnel
10 CES51 16/10/2020 141836 BHIM RAM Grade Il Rajiv Gandhi University
Management
(Personnel)

Showing 110 10 of 25

Figure 4-186: Higher Study Incentive Increment Request Reviewed

The success will be displayed as

4.30.7 Approve Higher Study Incentive Increment Request-Landing Page

The reviewed request will be forwarded to the approver’s landing page as shown in figure 4-
187.
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E %/ FCIHRMS A2 Aa DV PRASAD
-
Higher Study Incentive Increment Request Approve Landing
Request From Date Request From Date Employee Number Employee Name
DOIMMIYYY ] oommvy 5 v oA “
Status
Talent Manac A o Get Results E
Core HR
Show 10 onties Exportto l:l oo
D EMPLOYEE NUMBER EMPLOYEE £ T £ OF NAME ERSIT TITUT AT
Assistant
1 CES59 14/01/2021 141836 BHIM RAM Grade IIl Others Tezpur University
(Personnel)
Assistant :
Industrial
2 CES58 05/01/2021 141836 BHIM RAM Grade Il Relations Tezpur University
(Personnel)
Assistant
3 CESS7 05/01/2021 141836 BHIM RAM Grade Il B.L Assam University
(Personnel)
Assistant Personnel Central University Of South
4 CES56 08/12/2020 141836 BHIM RAM Grade Ili ) )
Management Bihar
(Personnel)
Assistant rarsil
Personnel Central University Of South
5 CESS55 03/11/2020 141836 BHIM RAM Grade Il ' niraEnversity Bt ou everte
Management Bihar
(Personnel) E
Assistant
Personnel Central University Of South
6 CESS4 03/11/2020 141836 BHIM RAM Grade Il ' # Hniversity B sod
Management Bihar
(Personnel)
Assistant :
. Industrial
7 CES53 18/10/2020 277701 ANIL KUMAR Grade IIl Relations Assam University
(Personnel)
Assistant
. Industrial
8 CES36 16/10/2020 141836 BHIM RAM Grade Il Relations Assam University
(Personnel)
Assistant
Industrial
9 CES52 16/10/2020 141836 BHIM RAM Grade Il Relations Assam University
(Personnel)
Assistant Persannel ;
10 CESS1 16/10/2020 141836 BHIM RAM Grade Ill } Rajiv Gandhi University .

Showing 1to 10 of 25 entries

(Personnel)

Management

Figure 4-187: Higher Study Incentive Increment Request Approver’s Landing

Click on % as shown in Figure 4-187, to land on Approve Higher Study Incentive Increment
Request as shown in Figure 4-188.
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4.30.8 Approve Higher Study Incentive Increment Request

DV PRASAD

ESS P
[ vss |

=  Ni# FCIHRMS A s Aa
e

Home Higher Study Incentive Increment - Approver

User Manual
Request ID Employee Number
CESS59 141836
Employee Name Designation
Talent Management BHIM RAM Assistant Grade Il (Personnel)
Core HR Personnel CAT-lIl
Office Name Email ID

HQRS

Ref. Request ID

bhim.ram@b.com

Name Of Course

HISTUDIESS1 Others

Name Of University/Institution From Date
Tezpur University 20/01/2021

To Date Timings
21/05/2021 0 years 4 months

Proof Documents

iew attachment

© Regular Distance

Remarks

Need incentive for my degree

==

Approver Remarks *
Reimbursement
Approved

Double HRA

Document Name Supportive Document

Enter Document Name

NO DOCUMENT NAME SUPPORTIVE DOCUMEN

S Selacie flevert e

Figure 4-188: Higher Study Incentive Increment Request Approve

Approver shall be able to perform the following activities from the Approve Page.

e C(Clickon to view the action taken on the request as shown in

Figure 4-188.

- -
e C(Click on to approve the request, and a success message will be

shown in the Higher Study Incentive Increment Request Approver Landing Screen
for approving the record as shown in Figure 4-189.
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Reject

e C(Click on to reject the request back to the initiator, this request will
be listed in the landing page of Initiator with “Rejected” status.

f FClI HRMS A Aa Aa ESS JP DV PRASAD
W = [oss |

Higher Study Incentive Increment Request Approve Landing

Request has been approved successfully.

Request From Date Request From Date Employee Number Employee Name

DD/MMIYYYY ﬁ DDIMMIYYYY ﬁ Al v Al o
Status E

Show 10 v entries Exportto:

Search:

S.NO. REQUEST DAT R D NAJ Y,
Assistant
1 CES59 14/01/2021 141836 BHIM RAM Grade lil Others Tezpur University pprov
(Personnel)
Assistant
Industrial
2 CES58 05/01/2021 141836 BHIM RAM Grade Iil Reistlons Tezpur University
(Personnel)
Assistant
3 CESS57 05/01/2021 141836 BHIM RAM Grade Ill B.L Assam University
(Personnel)
Assistant A
Personnel Central University Of South
4 CESS6 08/12/2020 141836 BHIM RAM Grade IIl ! Y Approv
Management Binar
(Personnel)
Assistant E
Personnel ntral University Of South
5 CESSS 03/11/2020 141836 BHIM RAM Grade I ersonne Central University OF Sout Reverte
Management Bihar
(Personnel)
Assistant
P | al f South
[ cEssa 03/11/2020 141836 BHIM RAM Grade Ii ersonne Central University Of South )
Management Bihar Re
(Personnel)
Assistant
P Industrial
7 CES53 16/10/2020 277701 ANIL KUMAR Grade Iil Reistlons Assam University \ppr
(Personnel)
Assistant
. Industrial .
8 CES38 16/10/2020 141836 BHIM RAM Grade Ill Relations Assam University "
(Personnel) !
Assistant -
Industrial - e
9 CESS52 18/10/2020 141836 BHIM RAM Grade IIl Relations Assam University Reviaw
(Personnel) )
nt Fund
Personnel . . P ny
10 CESS1 16/10/2020 141836 BHIM RAM Grade Ill Rajiv Gandhi University .
Management Re
(Personnel)

Showing 110 10 of 25 entries

Figure 4-189: Higher Study Incentive Increment Request Approved

The success message will be displayed as:

Suscceanl R uest has basn sppimesd sucoesfully,
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4.30.9 View Action History

. View Action History . . .
Click on as shown in Figure 4-185 and 4-188, to navigate to View

Action History page as shown in Figure 4-190.

= Wi/ FCIHRMS Aa Aa Aa  ESS m P AMIT KUMAR e

=

Action History

Version From Date To Date
Wl All ~ DD/MMY YYY B8 DD/MMIYYYY
er Dashboard ID CBDO2

Show 10 v entries
Talent Management v Search:

Core HR x JATE OF ACTION VERSION 2 ow AUTHORITY +  REMARKS
Leave and Attendance o 1 Sfﬂ” 2020 £S5 Initiated AMIT KUMAR Manager Personnel Initiator ﬁ:ﬁ;sﬁ:
Performance Management 2 ;fﬁ” 202087028 Dispatched SANJAY PANDEY Assistant Grade - | Personnel  Reviewer Dispatcher ®
Compensaton and Bencfit 3 SSA” 212020 518:30 1 Reviewed PANKAJ LAL Manager Personnel Reviewer Remarks ©
Transaction 4 ;SA” 2202053406 Reviewed RAM RAJ MEENA :Er‘j‘;;‘ General Personnel  Reviewer as ®
o 5 SHIOI0 SIS Reviewed JhenenTSmen a‘:ﬁjgfrc’a‘ Personnel  Reviewer s °
Employee Compensation 6 Sfﬂ” 202055433 Approved RAJESH KUMAR General Manager Personnel  Approver Appraver ®

Salary Revision N L
Showing 1to 6 of 6 entries

Salary Revision process

Benevolent Fund Proc: Competent Authority

Death/Service Gratuity

OFFICE DIVISION DESIGNATION CATEGORY SECTION EM E NAME

Annual
HQ-Delhi Personnel General Manager CAT-ll General RAJESH KUMAR

ent Process

‘ Close

CPF Zone Surrender

Retired Employee Medical

DCPS Interest Upload

Recommendation for
performance related Incentive

Reimbursement

Double Establishment Request

LTC-Bharat
Darshan/Hometown/Encashm
ent

LTC Bharat Darshan
(Destination Change)

Apply OTA Request

House On Lease

Benevolent Fund

Local Travel Allowance
Request

Cafeteria Allowances Request

Stagnation Increment (T)

Payroll

Talent Acquisition

Learning and Development

Employee Relation

Figure 4-190: Action History
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4.31

431.1

4.31.2

4.31.3

S
i

Apply OTA Request

It is a process where an employee can request for OTA. System will have validations as per
rules and regulations defined in policy along with process of approval and payment by
respective department.

So, in this process how an can raise a request for availing OTA amount and CPF Composite
amount in case of withdrawal and temporary advance is explained.

Steps for OTA claim:
Step 1: Employee submits the claim form for OTA

Step 2: Division Manager receives the review request and forwards the request to Asst.
General Manager.

Step 3: Manager (Bills) receives the approved requests and processes OTA claim.
Navigation

Left Navigation: Compensation and Benefits >> Apply OTA

SLA

OTA Request- 21 Days

Landing Page

HRMS administrator shall traverse the navigation as mentioned in Section 4.32.1 to reach
the OTA Request Request Landing Page as shown in Figure 4.191.
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i A3 A A MSS P BHIMRAM O
\l/ FCIHRMS s s S css | <

OTA Request Landing

1 Z @ CBO4S t 24/09/2020 E
2 CBO47 ppr 1 24/09/2020
3 @ CBO4& Pe: J Re 24/09/2020
4 o CBO4B ] 25/09/2020
5 @ CBOSO F 25/08/2020
6 @ CBOS1 ¥ € 25/09/2020
? @ CBOS2 ¥ 1 25/08/2020
[ 23 CBOS3 1 Review 01/10/2020
9 @ CBOS4 ] 05/10/2020
10 @ CBOSS 3 F " 05/10/2020
Showing 11 10 of 39 entries
N
a

Talent Management

Jevalopment

Policies and Circulars

Retirement Benefit Calculator

Figure 4-191: OTA Request Landing

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

e C(Clickon MO apply the available filters.

Exce PDF Print
e Click on to export the table records in Excel or PDF as

per table columns.

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

search the table records.

e C(Click on to sort the table records in ascending order or descending order of
entries.
i Previous 1 Mes: X
e Clickon to navigate table records

e (Click on to add a new Claim Settlement in the table as

mentioned in Section 4.32.4 —Add OTA Request.
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4.31.4 Add OTA Request

Click on to apply OTA as shown in Figure 4-192

N/ FCIHRMS Aa Az Aa E MsS P BHIMRAM &%
- v

OTA Request

Employee Number Employee Name Division Designation

141836 BHIM RAM Personne Assistant Grade ll (Personnel)
Category

CAT-II
Date * Hours Of OTA * Actual Hours Rate Per Hour E

5 Hours Of OTA Actual Hours 2012

Amount

: [

HOURS OF O 1 ATE PY n cTION
1 D201 21 261.2 1. E

-

Figure 4-192: Add OTA Request

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

addition of a new record in the table as shown in Figure 4-193.
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= i/ FCIHRMS A Az Aa E MSS P BHIMRAM &6
- <

_
equest Landing
New OTA Request

Show 10 v entries Exportto:

Search:
1 7 @ CBO4S R i 24/08/2020
2 @ CBO47 Af € 24/09/2020
3 @ CBO46 P ing F 24/09/2020
4 23 CBO48 e ) Review 25/09/2020
5 @ CBOS0 Ap ed 25/09/2020
6 @ CBOS1 Approved 25/08/2020
7 @ CBOS2 Approved 25/09/2020
8 © CBO53 nding Review 01/10/2020
9 @ CBOS4 3 F L 05/10/2020
0 @ CBOSS ding R 05/10/2020

Showing 110 10 of 39 entries

Policies and Circulars

Figure 4-193: OTA Request Added

The success message will be displayed as:

Success] OTA Request has been acdded successfully

4.31.5 Review OTA Request -Landing
The submitted request will be listed in the Reviewer’s landing screen as shown in Figure 4-
194.
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0
= £ FClI HRMS Aa Aa Aa ESS & AMITABH KUMAR
\i/ =

OTA Request Review Landing
Request From Date Request To Date Employee Number Employee Name
MM £l MM f v v

Status

Show 10 v entries Exportto

Search:
Learning and Development
35 CcBO86 ! 14/01/2021 141836 BHIM RAM Assistant Grade ll (Personnel) Personnel
Leave and Al

@ AMITABH Assistant General Manager

4 BO84 12120 15277 9 Personnel

= a ea08 221202070 2770 KUMAR (Personnel) e
® end

33 CcBO83 07/12/2020 141836 BHIM RAM Assistant Grade Il (Personnel) Personnel
=
® y

32 - CcBO82 23/11/2020 141836 BHIM RAM Assistant Grade Il (Personnel) Personnel
i F
® §

3 cBo81 11/M/2020 277701 ANIL KUMAR Assistant Grade Il (Personnel) Personnel
- ‘ =]
® P

30 CBOBO 06/11/2020 141836 BHIM RAM Assistant Grade Il (Personnel) Personnel
o v
® € i

29 B cBo79 06/11/2020 141836 BHIM RAM Assistant Grade Il (Personnel) Personnel
®

28 & cBO78 . 06/11/2020 141836 BHIM RAM Assistant Grade Il (Personnel) Personnel
®

27 N cBO77 06/11/2020 141836 BHIM RAM Assistant Grade Ill (Personnel) Personnel
«
® "

26 CBO76 27/10/2020 141836 BHIM RAM Assistant Grade Ill (Personnel) Personnel
3

Showing 1t0 10 of 3 s
3 1 2 4 | Next l

Talent Acquisition

Empl

Figure 4-194 OTA Request Reviewer Landing

Click on =
195.

as shown in Figure 4-194, to land on Review OTA Request as shown in Figure 4-
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4.31.6 Review OTA Request

o
= ¢ FClI HRMS Aa Aa Aa ESS g AMITABH KUMAR
A =

OTA Request -Reviewer

Home

User Manual Request Id Category
CBO886 CAT-IIl
Employee Number Total No. Day
141836 1
Employee Name Total Amount (INR) =
BHIM RAM 1456
Division
Personnel
Designation

Assistant Grade Ill (Personnel)

S.NO. DA OURS OF OTA ACTUAL HOURS RATE PER HOUR

1 21/01/2002 S S 291.2 1456

View Action History

Necessary entries have been made in the overtime allowance register maintained for the purpose.
The period for which OTA are claimed in this bill have been checked with initial records and found correct.

The person from which OTA are claimed in the bill have actual earned by working overtime.

Reviewer Remarks *

Reviewed

Document Name Supportive Document

e e m n

NO. DOCUMENT NAME SUPPORTIVE DOCUMENT

A fevewer m m caneel

Payroll

Talent Acq;

Figure 4-195: OTA Request Review

Reviewer shall be able to perform the following activities from the Review Page.

e Clickon to view the action taken on the request as shown in

Figure 4-195.

e C(Clickon m to review the request and a success message will be

displayed as shown in Figure 4.196.
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Rewvert
e C(lickon to revert the request back to the initiator, this request will
be listed in the landing page of Initiator.
= %§7 FCIHRMS Aa Aa Aa ESS m P AMITABH KUMAR

anual OTA Request Review Landing

Request From Date Request To Date Employee Number Employee Name

DD/MM/YYYY 5 DD/MM/YYYY 5 Al v Al v E

Status
Al v Get Results

Show 10~ entries Exportto:

Search:
S.NO. ACTION STID STATUS REQUEST DATE EMPLOYEE NUMBER EMPLOYEE NAME DIVISION
@ . .
1 . CBO46 24/09/2020 141836 BHIM RAM Assistant Grade |l (Personnel) Personnel
@
2 . CBOS53 fing 0110/2020 141836 BHIM RAM Assistant Grade |ll (Personnel) Personnel
Lod ing
3 CBO54 05/10/2020 141836 BHIM RAM Assistant Grade Il (Personnel) Personnel
=
b nding
0 4 N CBOSS ) 05/10/2020 141836 BHIM RAM Assistant Grade Ill (Personnel} Personnel
+ Review
@ er
5 - CBOS6 ? 06/10/2020 141836 BHIM RAM Assistant Grade |Il (Personnel) Personnel
= Review
@ Pe r
6 . CBOS7 ., J __‘ 10/10/2020 141836 BHIM RAM Assistant Grade |Il (Personnel) Personnel
ment « @
7 a CBOS58 13/10/2020 141836 BHIM RAM Assistant Grade |ll (Personnel) Personnel
@
8 a CBOS9 13/10/2020 141836 BHIM RAM Assistant Grade Il (Personnel) Personnel
4 .
9 . CBO&0 13/10/2020 141836 BHIM RAM Assistant Grade |l (Personnel) Personnel
@ ing ‘ i
10 . CBO#&1 13/10/2020 141836 BHIM RAM Assistant Grade Ill (Personnel) Personnel
Showing 1te 10 of 34 entries
1 4 Next

2nt Fund

Talent Acc

Figure 4-196: OTA Request Reviewed

The success will be displayed as

‘Sucocessl Request has been reviewed successiully.

4.31.7 Approve OTA Request -Landing Page

The reviewed request will be forwarded to the approver’s landing page as shown in figure 4-
197.
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§/ FCIHRMS A Aa Aa ESS IP DV PRASAD
W : - K2

OTA Request Approve Landing

Request From Date Request To Date Employee Number Employee Name

DD/MM/YYY 5 DD/MMIYYYY (53 A v Al v

Status

User Manual

Al ~

Core HR

Search |

Assistant Grade lll

CBO86 ; 14/01/2021 141836 BHIM RAM
(Personnel)

Personnel

[ ]

Showing 1t 1 of 1 entries

ncashm

Apply OTA Request

Hoi

Benevolent Fund

Figure 4-197: OTA Request Approver’s Landing

Click on % as shown in Figure 4-197, to land on Approve OTA Request as shown in Figure 4-
198.
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4.31.8 Approve OTA Request

= £ FClI HRMS Aa Aa Aa ESS 9 DV PRASAD
W : =

OTA Request -Approver

Request Id Category
CBO86 CAT-Il

Manager Dashboard Employee Number Total No. Day
141836 1

Talent Management

U e et Employee Name Total Amount (INR) E
BHIM RAM 1456

R

Division
Personnel

Leave and Attendance
Designation

Assistant Grade Ill (Personnel)

Learning and D

Performance Management

tion and Benefit 1 21/01/2002 5 5 2012 1456

Necessary entries have been made in the overtime allowance register maintained for the purpose.
The period for which OTA are claimed in this bill have been checked with initial records and found correct.

The person from which OTA are claimed in the bill have actual earned by working overtime.

The overtime allowance is claimed at the rates Sanctioned by Competent Authority E
The OTA have been taken into account in calculating the Income Tax due from the employee noted in this bill

Checked And Admitted For Payment As Per Corrections If Any, Made Above For Rs.

Double HRA

T

Approver Remarks *

Document Name Supportive Document

e m “

Add Reviewer Selective Revert m Cancel

Figure 4-198: OTA Request Approve

Approver shall be able to perform the following activities from the Approve Page.

e C(Clickon to view the action taken on the request as shown in

Figure 4-198.

- -
e C(Click on to approve the request, and a success message will be

shown in the OTA Request Approver Landing Screen for approving the record as
shown in Figure 4-199.
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Reject

e C(Click on to reject the request back to the initiator, this request will
be listed in the landing page of Initiator with “Rejected” status.

FClI HRMS Aa Aa Aa ESS m JP DV PRASAD

n
ol
o
S

ome

Request has been approved successfully.

User Manual OTA Request Approve Landing
Request From Date Request To Date Employee Number Employee Name
DDIMM/YYYY 5 DD/MMIYYYY 5 “ Al o

Talent M; er Z E
Status

-
Al v SI

Show 10 ~ entries Exportto: Search:

Leaming and

S.NO. ACTION REQUEST ID STATUS REQUEST DATE EMPLOYEE NUMBER EMPLOYEE NAME DESIGNATION DIVISION
Perfa

No Data Available In Table

Showing 0 10 0 of 0 entries

Reimbursement

Double HRA

Payroll

Talent Acquisition

Emplc

Figure 4-199: OTA Request Approved

The success message will be displayed as:

Success] Feguest has been approved successhully.
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4.31.9 View Action History

. View Action History . . .
Click on as shown in Figure 4-195 and 4-198, to navigate to View

Action History page as shown in Figure 4-200.

= Wi/ FCIHRMS Aa Aa Aa  ESS m P AMIT KUMAR e

=

Action History

Version From Date To Date
Wl All ~ DD/MMY YYY B8 DD/MMIYYYY
er Dashboard ID CBDO2

Show 10 v entries
Talent Management v Search:

Core HR x JATE OF ACTION VERSION 2 ow AUTHORITY +  REMARKS
Leave and Attendance o 1 Sfﬂ” 2020 £S5 Initiated AMIT KUMAR Manager Personnel Initiator ﬁ:ﬁ;sﬁ:
Performance Management 2 ;fﬁ” 202087028 Dispatched SANJAY PANDEY Assistant Grade - | Personnel  Reviewer Dispatcher ®
Compensaton and Bencfit 3 SSA” 212020 518:30 1 Reviewed PANKAJ LAL Manager Personnel Reviewer Remarks ©
Transaction 4 ;SA” 2202053406 Reviewed RAM RAJ MEENA :Er‘j‘;;‘ General Personnel  Reviewer as ®
o 5 SHIOI0 SIS Reviewed JhenenTSmen a‘:ﬁjgfrc’a‘ Personnel  Reviewer s °
Employee Compensation 6 Sfﬂ” 202055433 Approved RAJESH KUMAR General Manager Personnel  Approver Appraver ®

Salary Revision N L
Showing 1to 6 of 6 entries

Salary Revision process

Benevolent Fund Proc: Competent Authority

Death/Service Gratuity

OFFICE DIVISION DESIGNATION CATEGORY SECTION EM E NAME

Annual
HQ-Delhi Personnel General Manager CAT-ll General RAJESH KUMAR

ent Process

‘ Close

CPF Zone Surrender

Retired Employee Medical

DCPS Interest Upload

Recommendation for
performance related Incentive

Reimbursement

Double Establishment Request

LTC-Bharat
Darshan/Hometown/Encashm
ent

LTC Bharat Darshan
(Destination Change)

Apply OTA Request

House On Lease

Benevolent Fund

Local Travel Allowance
Request

Cafeteria Allowances Request

Stagnation Increment (T)

Payroll

Talent Acquisition

Learning and Development

Employee Relation

Figure 4-200: Action History
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4.32

4321

4.32.2

4.32.3

Reimbursement Request

As per FCl rules and policy an employee is eligible for reimbursement of Medical Allowance,
Travel Allowance and Newspaper Allowance. So, in this process journey of raising a
reimbursement request and approval has been explained.

Step 1: Employee submits the reimbursement request.
Step 2: Manager (Bills) will view the documents, review the request and reimburse.

Navigation

Left Navigation: Compensation and Benefits >> Reimbursement Request
SLA

Travel Allowance- 15 Days

Newspaper Allowance- 15 Days

Medical Allowance- 15 Days

Landing Page

HRMS administrator shall traverse the navigation as mentioned in Section 4.33.1 to reach
the Reimbursement Request Landing Page as shown in Figure 4.201.
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= %{Y FCIHRMS Aa Az Aa ESS  MSS JP AMIT KUMAR
!

[y Reimbursement Request

Request From Date Request To Date Reimbursement Type Status

DD/MM/YYYY i DD/MMFYYYY ﬁ All ~ All v
My Dashboard

Get Results
Directory
Core HR New Reimbursement Request

User Manual

Compensation'and Berefits) 1) Show 10 v entries Exportto: PDF t
Search:

My Compensation
Cafeteria Request

1 CEN73 01/12/2020 Pending Review @
Reimbursement Request | 2

2 CEN86 23/12/2020 Pending Review ®
Gratuity Request l

3 CENB? 23/12/2020 Rej ° @
LTC-Bharat
Darshan/Hometown/Encashment 4 CEN88 23/12/2020 Approved @
LTC Bharat Darshan (Destination » 5 CENS1 24/12/2020 Approved ©
Change)Request

3 CEN92 24/12/2020 Rejected o @
House on Lease Request

7 CEN93 24/12/2020 Pending Review °®
Double Establishment Request N

pen eview

Higher Study Incentive 8 CEN94 24/12{2020 ending R ®
Increment Request

9 CENSS5 24/12/2020 Pending Review @
Benevolent Fund Request

10 CEN36 24/12/2020 Pending Review ®
Local Travel Allowance Request

Showing 1 to 10 of 35 entries

CPF Composite Claim Request Previous 1 2 3 | 4  Next

Service Gratuity

Apply OTA Request

Quarterly DCPS Report

Leave Management

Payroll

Employee Relations

Connect +

Policies and Circulars

Retirement Benefit Calculator

(Kellton Tech)

Figure 4-201: Reimbursement Request

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

e Clickon mo apply the available filters.

Exce PDF P

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

per table columns.

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

e C(Click on to sort the table records in ascending order or descending order of
entries.
X Previous 1 Mext X
e Clickon to navigate table records
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e Click on to add a new Reimbursement Request in

the table as mentioned in Section 4.32.4 — Reimbursement Dashboard.

4.32.4 Reimbursement Dashboard

Click on to open the Reimbursement Dashboard as shown in

Figure 4-202.

= \iy FCIHRMS As A2 Aa  ESS  MSss ? AMITKUMAR g
At =

Reimbursement Dashboard

S.NO. REIMBURSEMENT TYPE ACTION
User Manual

1 Travel Allowance >
My Dashboard

2 Medical Allowance >

3 Newspaper Allowance > E
Core

Back

Compensation and Benefits

Payroll

Employee Relations

® 2020 1 i r nnect (Kellton Tech)

Figure 4-202: Reimbursement Request Dashboard

Click on 2 to apply Travel Allowance as referred from section 4.33.4 in Figure 4-202
Click on 2 to apply Newspaper Allowance as referred from section 4.33.10 in in Figure 4-202

Click on ) to apply Medical Allowance as referred from section 4.33.16 in in Figure 4-202
4.32.5 Add Travel Allowance Request

Click on 2 to apply Travel Allowance as shown in Figure 4-203
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SHIM RAM
Emp Id ;141836

Division : Personnel

#® Homa

[ Manager Dasl

& Core HR

& Leave and Attendance

tion and Benefit

Payroll

Emy Relation

NEs FCI HRMS

— Travel Allowance Request

Far Manth

16/08/2020 )

Particulars of Journey and Halts Add
1 Arrival Hew Delhi 1509/2020 6 =]
z Departure Bhopal 14/09/2020 & [}

Kind Of Journay
By Air - Add

T e e
1 1 2 6000 ]

S N S S

Distance travelled by Rall/Road for which miles is admissible

Daily Allowance Amount ™

w0aoo

M. Of Days For Which Daily Allowance 1s Claimed *

.

Actual expenses towards hotel

e e e e
1 Hatel Maharaja Tza9 5000 @
Purpose Of Journey
LTC visit with family
“
Remarks
Journey Completed
£
Het Actual Expenses” Deductions * Advance Drawn * Net Amount
15000 000 030s/2020 = 14000

The Journey Was Performed By The Shortest Route. *

The Place For Which Road Mileage Have Been Claimed In The Bill Are Nat Cannected Directly Or Distance Between The Places For Which Road Mileage Is Being Claimed In The Bill
Are Correct To The Best Of My Knowledge And Belief, *

Between Fixed Points And Chanegs Fixed Rates Or any Gther vehicle Without Payment OF its Hire Charges Thereof ware Bome By Ma. *

1'Was Not Provided With Any Free Boarding And Lodging, Free Accommeodation At The Expenses Of Government. Local Bady Or Foor Corporation Of India Ete During The The Days

1 Did Net Perform The Read Joumeys For Which Milage Allowance Has Been Claimed At The Higher Rates By Taking A Single Seat In Any Public Conveyance Which Piles Regularly
For Which T.A/E.A Has Been Claimad In The Bill. *

(In Case Of Transfer T.A Bill Only) The Family In Respect Of Which T.A Is Claimed Is Whelly Dependent Upon Me And That The Actual Expenses Incurred Towards The Cost OfF
Transporting Personal Effects Were Mot Less Then The Same Claimed. *

Uplead Bills *

@Powered by Kenneet (Kelltan Tech)

Figure 4-203: Add Travel Allowance Request

Click on to save all the information temporarily as a draft.
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Enter the details and click on msuch that a success message will be shown for

addition of a new record in the table as shown in Figure 4-204.
Ry FCI HRMS
L/

Emp Id : 141836
| Success] Request has been added successfully |

Division : Personnel
— Reimbursement Reguest

& Core HR
Request From Date Request Te Date Reimburserment Type Status

& Leave and Attendance DOMMAAY oMM all - Al

& compensation and Benafit

New Reimbursement Requast

Show 10w entries Exportio: Search:
™ S
Salary Revision
1 -

—— CETT&T 06/10/2020 Travel-allowance Pending Review

showing 1 to 1 of 1 entries
Annual Increment Pravious - Nest

Annual Incramant

@ Surrendar

Retired Empiloyee
Medical Claim

* Medical Allowance

Figure 4-204: Travel Allowance Request Added

The success message will be displayed as:

Succeas! Request has Been

4.32.6 Review Travel Allowance Request -Landing
The submitted request will be listed in the Reviewer’s landing screen as shown in Figure 4-
205.
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Ny FCl HRMS

— Travel Allowance Revi Listing

Request From Date Request To Date Employee Number Employee Name

DOMMIYYY Q DD/MMYYY Q Selac - BHIM R -
& R

Status
& Leaveand Attendance ]

Select

& Compensation and Benefit
* Masters Shew 1o v entries  Exportte |Sear=h‘ I

* Transaction 2
Status # | Action

5.Mo. ¢| Request ID % | Request Date % | Employee Number ¢| Employes Name ]

1 CETNas 06/10/2020 141836 BHIM RAM Pend

» Higher Study Incentive
Incremant Requast

» Employes
Compansation shewing 1te1 of 1 entries

» Salary Revision

Salary Revision process

Annual Incrament

* Annual Increment
Process
tired Employes
claim
Interest Upload
* Reimbursement 3
Trawel All
Madical Allowan

Newspapar
Allowance

» Reimbursement
Regquest

» Dauble HRA
LTE-Hometown Change

LTC - Bharat
Darshan/Hometown

C Bharat Darshan
nation Change]

» Benevolent Fund

nce
mbursement

Cafeteria Allowances
Request

CPF Settlemant Request

@Powered by Konnect (Kellton Tech)

Figure 4-205 Travel Allowance Request Reviewer Landing

Click on ﬂas shown in Figure 4-205, to land on Review Travel Allowance as shown in
Figure 4-206.
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4.32.7 Review Travel Allowance Request

AMITABH KUMAR
Emp Id 1152770 =

ersonnel

FCI HRMS

— Travel Allowance R

Manager Dashbaard

L Request ID Employee Number
Leave and Attendanc CETnas 141836
Emplayee Name Employee Devision
— : -
Compensation and Benefit BHIM RAM Persannel
SR Designation

Transacti Assistant Grade Il (Personnel]

» Highar Stud
Incrameant Requast
Employes Particulars of Journey and Halts
Compensation

Salary Revision
Salary Rrevision proce
Annual Incremant ! 1 A 151012020 2

Annual Incremant
Process

Kind &f Journey
By Alr
Reimbursement.

> Travel Allowar

1 1 2z 2900

Reimbursamant
Request

Doutle HRA Distance travelled by Rail/Road for which miles is admissible

LTC-Hometown Change

Darshan/Hometown

LTC Bharat Darshan 1 100 2000
(Destination Change)

LTC-Bharat Darshan
Disbursernent
Daily Allowance Amount Me. Of Days For Which Daily Allowance Is Claimed

Claim Settlement 10000 -

House On Lease

Actual expenses towards hotel

Reimbursement

Caletens Allowan:
o Nama Of Hotal |m Ne.
Roquast

CPF Sattlement Request 1 A 1234567 1

Redation Purpose Of Journey Remarks
A B
Het Actual Expenses Deductions
10000 5000
Cbe/Travel_allowance.Advance_drawn_on Met Amount
o7nf2020 5000
Bills

View Bills

The Jourmey was performes by the shertest route.

The place for which read mileage have been claimed in the bill are not connected directly or distance between the places for which road mileage is being claimed in the bill are
correct to the best of my knowledge and belief.

1 did ot perform the road journeys for which milage allowance has been claimed at the higher rates by taking a single seat in any public conveyance which piles regularly
batwaen fixed points and chanegs fived rates or any other vahicle without payment of its hire charges thereof were borne by me.

| was not provided with any free boarding and ledging, free accommadation at the expanses of Government. Local bady or Faor Corporation of india ate during the the days for
which TA/D.A has been claimed in the bill.

[in case of transfer T.4 Bill enly) The family in respect of which T.A is claimed is whelly dependent upon me and that the actual expenses incurred towards the cost of transporting
personal effects were not less then the same claimed.

Reviewer Remarks

Ckay Reviewed

Document Name Suppartive Document

S T S e CrE—

Cancel

Figure 4-206: Travel Allowance Request Review
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Reviewer shall be able to perform the following activities from the Review Page.

) View Action History ) ) )
Click on to view the action taken on the request as shown in

Figure 4-206.

e C(lickon to review the request and a success message will be

displayed as shown in Figure 4.207.

e C(Clickon to revert the request back to the initiator, this request will

be listed in the landing page of Initiator.

9 AMITABH KUMAR §§i FCI H H M S
I e

Diivi:

B Manager Dashboard

— Travel Allowance Revi Listing
& CoraHR
Request From Date Request To Date Employee Nurmber Employee Name
& Leave and Attendance DOMMAAYY m DOMMTYY m select - BHIM RAM
& Compensation and Benafit Stawus

v
Increment Request
Curliind SMo. # | Request ID # | Request Date # | Employee Number 4| Employee Name 4| status m
) n

1 CETNSE CBIG2020 141836 BHIM RAM Pending Review ®

Shewing 1te1 of 1 entries

» Newsp
Allowane

Figure 4-207: Travel Allowance Request Reviewed

The success will be displayed as

Success] Reguest has been reviewed successtully.

4.32.8 Approve Travel Allowance Request -Landing Page

The reviewed request will be forwarded to the approver’s landing page as shown in figure 4-
208.
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Q OV PRASAD
Emp Id : 299548

Division : Personnel

® H
[ Manager Dashboard
a HR
Leave and Attendanca 1

‘Compensation and Benefit

Masters.

Higher Study Incentive
Incramant Requast

Empleyes

Annual Increment

Annual Increment
Process

CPF Zona 5

Retired Emplo
Medical Claim

DCPS Interest Upload

aval Allowance

Medical Allowance

Reimbursamant
Request

uble HRA

LTC-Homatown Change

LTE - Bharat
© fHometown

LTC Bharat Darshan
(Dastination Change)

harat Darchan

Claim Setthernant
House On Lease
Banevolent Fund
= nce
Raim| ment

Ftaria Allowances

Request

CPF Settlemant Bequest

N FCI HRMS

— Travel Allowance A I Listing

Request From Date Request To Date Employes Number Employee Name

v Q DMMYYYY m Salac M EHIM AN -

Status

Shew 1o« entries  Exportto

e ieammio T+ oo

1 CETN&S 0610/2020 141836 BHIM RAM

| searer: |

Fending Approval

Shewing 1ta1of 1 entries

@Powered by Konnect (Kellton Tech)

Figure 4-208: Travel Allowance Request Approver’s Landing

Click on % as shown in Figure 4-208, to land on Approve Travel Allowance as shown in
Figure 4-209.
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4.32.9 Approve Travel Allowance Request

DV PRASAD
Emp 1d : 299546 =

FCI HRMS

Division : Personnel

— Travel Allowance

& H

Manager Dashboard

Request ID Employes Nupber
Leave and Attendance CETnaE 141838

Employee Name Employee Devision
e a
NS BHIM RAM Personnel
e Designation

Transaction Assistant Grade 1Il {Personnel)

* Higher Study Incantive
Incrament Requast
Employes

_ Particulars of Journey and Halts
mpensation

1 1 A 1502020 2

Salary Revision

Annual Incremant

Annual Increment
Kind ©f Journey
rrandar By Alr
'F Zone Surrender

Retired Employee

1 1 2 2900

Travel Allowance

Medical Alloy

Newspaper Distance travelled by Rail/Road for which miles is admissible

Allowance

Request

Double HRA l 100 2000

LTC-Hometown Change
LTC = Bharat

Darshan/Hometown Daily Allowance Amount Mo. Of Days For Which Daily Allowance Is Claimed

LTC Bharat Darshan 10000 2
(Destination Change]

Actual expenses towards hotel
Claim Settlement

-
e T e
Banavolent Fund

1 A 1234567 1
nveyance
Reimbursement

afotaria Allowan

Request Purpose Of Journey Remarks
CPF Settlement Request A B
L Net Actual Expenses Deductions
Reimbursemeant
Payment 10006 5000
Pr— Cbs/Travel_allowance Advance_drawn_on Met Amount
o7/n/z020 5000

& Employue Relation

The Journey was performed by the chertest route.

The place for which read mileage have been claimed in the bill are not connected directly or distance between the places for which road mileage is being claimed in the bill are
correct to the best of my knowledge and belief.

1 did not perform the road journeys for which milage allowanee has been claimed at the higher rates by taking a single seat in any public canveyance which piles regularly
betwaen fized points and chanegs fixed rates or any other vehicle without payment of its hire charges thereof were borne by me.

I'was not provided with any free boarding and lodging, free accommadation at the expenses of Government. Local body or Foor Corporation of india etc during the the days for
which T.A/D.A has been elaimed in the bill

[In case of transter T.4 Bill anly] The family in respect of which T.A is claimed is whelly dependent upon me and that the actual expenses incurred towards the cost of transporting
personal effects were not less then the same claimed.

Approver Remarks

Ckay Approved

Document Name: Supportive Documant

-
e e T

Add Reviewer Selective Revert

Upload 0

Cancel

Figure 4-209: Travel Allowance Request Approve
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Approver shall be able to perform the following activities from the Approve Page.

e C(lickon to view the action taken on the request as shown in

Figure 4-209.

- -
e C(Click on to approve the request, and a success message will be

shown in the Travel Allowance Approver Landing Screen for approving the record
as shown in Figure 4-210.

e Click on to reject the request back to the initiator, this request will

be listed in the landing page of Initiator with “Rejected” status.

FCI HRMS

5 been approved successfully.

— Travel Allowance Approval Listing

Request From Date Request To Date Employee Number Employee Name
DIMMAYYYY @ DEMMITYY g Salect - BHIM RAM =

Status

Get Results

shew 1o v entries Exwrttc:m Search:
T e e S S N

1 CETTAR 06/10/2020 141836 EHIM RAM Approved a

Showing 1101 of | entries

Figure 4-210: Travel Allowance Request Approved

The success message will be displayed as:

Success] Roguest has been approved successtully:

4.32.10 View Action History

Click on as shown in Figure 4-206 and 4-209, to navigate to View

Action History page as shown in Figure 4-211.

Copyright © 2020 HRMS All Rights Reserved to FCI
Page 237 of 278



FCI HRMS
User Manual Version 0.1

Aa ESS m J? AMIT KUMAR

FCl HRMS ha

I
-
e
e

@

Action History

Version From Date To Date

User Manual All v DD/MMIYYYY B8 DDMM/YYYY

ager Dashboard ID CBDO2

Show 10 v entries
Talent Management Search:

Core HR S.NO DATE OF ACTION VERSION ACTION TAKEN YEE NAME N D AUTHORITY REMARKS
30/12/2020 4:5 Recuest
T 1 o 1 Initiated AMIT KUMAR Manager Personnel  Initiator P
30/12/2020 5:11:28
(P T L T T 2 ;M’ ! 7 1 Dispatched SANJAY PANDEY Assistant Grade - | Personnel  Reviewer Dispatcher oY
Compensation and Ben .
0/12/2020 5:18:30
3 ;M’ g 7 1 Reviewed PANKAJ LAL Manager Personnel  Reviewer Remarks o
30/12/2020 5:34:06 A tant Ge Il
) 4 Suner > 1 Reviewed RAM RAJ MEENA ssistant General Personnel  Reviewer as ®
Transaction , PM Manager
Higher Study Incentive . 30/12/2020 5:53:15 JASWANT SINGH Deputy General ) ©
[Ee—— Requesl S BM 1 Reviewed RAJPUT Manager Personnel Reviewer as
ompensati 30/12/2020 5:54:33
EE 0 BTl 6 ;M’ " o 1 Approved RAJESH KUMAR General Manager Personnel  Approver Approver ®
Salary Revision )
Showing 1 to 6 of 6 entries
s 1 Nex
Salary Revision process
Benevolent Fund Process Competent Authority
Death/Service Gratuity
DIVISION N E NAME
Annual Increment
HQ-Delhi Personnel General Manager CAT-I General RAJESH KUMAR

Annual Increment Process

CPF Zone Surrender

‘ Close

Retired Employee Medical

DCPS Interest Upload

Recommendation for
performance related Incentive

Reimbursement.

Double Establishment Request

LTC-Bharat
Darshan/Hometown/Encashm
ent

LTC Bharat Dx
(Destination Change)

Apply OTA Request

House On Lease

Benevolent Fund

Local Travel Allowance
Request

Cafeteria Allowa: equest

Stagnation Increment (T)

Payroll

Talent Acquisition

Learning and Development

Employee Relation

(Kellton Tech)

Figure 4-211: Action History

4.32.11 Add Newspaper Allowance Request

Clickon * to apply Newspaper Allowance as shown in Figure 4-212
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= i FClI HRMS Aa Aa Aa MSS .P AMIT KUMAR
14 = 3

Newspaper Allowance Request

From Month/Year To Month/Year Office Type Office Name

01/2021 ﬁ 032021 E HO HQ-Delh

Employee Number Employee Name Grade Designation
290572 AMIT KUMAR NA Manage: E
Category
CAT-II

Add Newspaper/Periodical

From Month/Year * To Month/Year * Newspaper/Periodical Amount *
MMIYYYY By mmrvrwy 5] newspaperperiodica Amount E
SND M MONTH/YEA! MONTH/VEAR NEWSPAPER/PERIODICAL AMOUN
1 /2021 03/2021 TOI 270

Total Amount (INR) Total Eligible Amount (INR) Upload Cash Memo | Memos *

o o

The Cash Memo | Memos Duly Verified For The Above Said Quantity Of Newspapers Periodicals Is/Are Also Enclosed. The Same May Please Be Reimbursed. * |

Retirement Benefit Calculator
o

Figure 4-212: Add Newspaper Allowance Request

Click on ﬂ to add the newspapers periodically as shown in Figure 4-212
Enter the details and click on msuch that a success message will be shown for

the addition of a new record in the table as shown in Figure 4-213.
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Home -
Success! Reimbursement Request has been added successfully
User Manual Reimbursement Request
Request From Date Request To Date Reimbursement Type Status

DD/MMYYYY a DDMMYYYY a Al ~ Al -

New Reimbursement Request

Show 10 v entries Exportto:

Search:
S.NO. ACTION REQUEST ID STATUS REQUEST DATE
1 ® CEN73 Pending Review 01/12/2020
2 ® CENB6 Pending Review 23/12/2020
3 °® @ CENB7 Rejected 23/12/2020
4 @ CENB8 Approved 23122020
5 © CENg1 Approved 24/12/2020
6 ® & CEN92 Rejected 24/12/2020
7 @ CEN93 Pending Review 24/12/2020 E
8 @ CEN94 Pending Review 24/12/2020
9 @ CENSS Pending Review 24/12/2020
10 Lod CEN96 Pending Review 24/12/2020 .
Showing 1t 10 of 57 entries
p 1 3 4 5 6 Next

Figure 4-213 Newspaper Allowance Request Added

The success message will be displayed as:

Success Reimbursement Request has been addesd successfully

4.32.12 Review Newspaper Allowance Request-Landing

The submitted request will be listed in the Reviewer’s landing screen as shown in Figure 4-
214.
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Newspaper Allowance Reviewer Listing

Request From Date Request To Date Employee Number Employee Name
DD/MMIYYYY B DO/MMYYYY j A v Al v
Status

Al ~

Sh v 1¢ H
w1 eriries. Bxportio I:] Search:

1 ® o CENS13067 nding Review 200572 AMIT KUMAR 14/01/2021
(CEr mb ) [ 2 e o CENS513065 Jing Review 290572 AMIT KUMAR 09/01/2021
I 3 @ 9 CEN513064 fing F N 290572 AMIT KUMAR 28/12/2020
=]
4 ® u CENS13062 ending Review 290572 AMIT KUMAR 25112/2020
5 o CENS13061 nding Review 142247 RAJIV BAKSHI 25/12/2020
5 ® u CENS13059 fing Review 200572 AMIT KUMAR 23/12/2020
7 @ 9 CEN513058 endi Review 290572 AMIT KUMAR 2312/2020
8 @ CEN513055 nding v 290572 AMIT KUMAR 20/12/2020 =
Showing 1to 8 of 8 entries

Figure 4-214 Newspaper Allowance Request Reviewer Landing

Click on ﬂas shown in Figure 4-214, to land on Review Newspaper Allowance as shown in
Figure 4-215.
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4.32.13 Review Newspaper Allowance Request

o
= §f FCIHRMS Aa Aa Aa ESS g AMITABH KUMAR
A =

Newspaper Allowance Reviewer

From Month/Year

CEN5298 01/2021
office Type To Month/Year
HQ 03/2021 =
Employee Number Office Name
300027 HQRS
Grade
1 BIJAY KUMAR SINGH
Category Designation
CAT-1 Executive Director (Personnel)
NO. FROM MONTH/YEAR TO MONTI EAR NEWSPAPER/PERIODICAL AMOUNT
1 01/2021 03/2021 TOI 270
Total Amount (INR) Total Eligible Amount (INR) Cash Memo,
270 270 ew Memo/Me

The cash memo / memos duly verified for the above said quantity of newspapers/periodicals is/are also enclosed. The same may please be reimbursed.

=

Reviewer Remarks *

Document Name Supportive Document

Allowance

S.NG DOCUMENT NAME SUPPORTIVE DC

hadReene .

Cafeteria Allo

Figure 4-215: Newspaper Allowance Request Review

Reviewer shall be able to perform the following activities from the Review Page.

View Action History
e C(Clickon to view the action taken on the request as shown in

Figure 4-215.
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e C(Clickon to review the request and a success message will be
displayed as shown in Figure 4.215.

e C(Clickon to revert the request back to the initiator, this request will
be listed in the landing page of Initiator.
= N/ FCl HRMS Aa Aa Aa ESS m ».o AMITABH KUMAR
o
User Manual Newspaper Allowance Reviewer Listing

Request From Date Request To Date Employee Number Employee Name

ﬁ DD/MM/YYYY ‘i v Al v E

ki

Status

Show 10 v entries Exportto:

Search:
1 ® o CEN5297 Rev 300027 BIJAY KUMAR SINGH 14/01/2021
2 ® 9 CENS5296 P Revie 152770 AMITABH KUMAR 10/01/2021
3 ® CEN5295 Re v 152770 AMITABH KUMAR 07/01/2021
4 ® o CEN5294 v 152770 AMITABH KUMAR 07/01/2021
L ® 9 CEN5293 Review 152770 AMITABH KUMAR 07/01/2021
» e 6 ® o CEN5292 152770 AMITABH KUMAR 06/01/2021 E
7 ® 9 CEN5291 v 152770 AMITABH KUMAR 06/01/2021
8 ® o CEN5280 j Review 141836 BHIM RAM 09/12/2020
9 ® CENS5281 Revie 141836 BHIM RAM 09/12/2020
10 ® 3 CEN5282 € g Rev 141836 BHIM RAM 09/12/2020

Showir

per Allowance

Double HRA

Bharat D E

Figure 4-216: Newspaper Allowance Request Reviewed
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The success will be displayed as

Suca sl Huquest ik Bidn veinaid Sudsiifully,

4.32.14 Approve Newspaper Allowance Request-Landing Page
The reviewed request will be forwarded to the approver’s landing page as shown in figure 4-
217.

Aa Aa Aa ESS m JP DV PRASAD

= Wiy FCIHRMS
-

Home Newspaper Allowance Approval Listing

Request From Date Request To Date Employee Number Employee Name
User Manual

CoAMIVYYY B oommn = v m .
Status

A v Get Results E
Show 10 v entries Exportto I:] Search

e - MPLOYS } — S

N D N REQUEST ID STATU! NUMBER MPLOYEE NAMI REQUEST DATE
1 CENS5298 Pending Approval 300027 BIJAY KUMAR SINGH 14/01/2021

Showing 1te 1 of 1 entries |:|

Double HRA

-Bh:

Apply OTA Reques

Figure 4-217: Newspaper Allowance Request Approver’s Landing
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Clickon % as shown in Figure 4-217, to land on Approve Newspaper Allowance as shown in
Figure 4-218.

4.32.15 Approve Newspaper Allowance Request

= %7 FCIHRMS Aa Aa Aa ESS m 15 DV PRASAD
=
Newspaper Allowance Approver

User Manual

Request ID From Month/Year
CEN5298 01/2021
Office Type To Month/Year
HQ 03/2021
Employee Number Office Name E
Core HR 300027 HQRS
Grade Employee Name
1 BIJAY KUMAR SINGH
Category Designation
spment - CAT-1 Executive Director (Personnel)
FROM MONTH/YEAR TO MONTH/YEAR EWSPAPER/PERIODICA MOUNT
1 01/2021 03/2021 TOI 270
Total Amount (INR) Total Eligible Amount (INR) Cash Memo/Mem
270 270 A

The cash memo / memos duly verified for the above said quantity of newspapers/periodicals is/are also enclosed, The same may please be reimbursed.

Approver Remarks * =

Document Name Supportive Document

o e m n
Add Reviewer Selective Revert m - Cancel

y OTA Request

Figure 4-218: Newspaper Allowance Request Approve

Approver shall be able to perform the following activities from the Approve Page.

Copyright © 2020 HRMS All Rights Reserved to FCI
Page 245 of 278



FCI HRMS
User Manual Version 0.1

vi Acti Hist
e C(lickon to view the action taken on the request as shown in

Figure 4-218.

e Click on to approve the request, and a success message will be

shown in the Newspaper Allowance Request Approver Landing Screen for
approving the record as shown in Figure 4-219.

e Click on to reject the request back to the initiator, this request will

be listed in the landing page of Initiator with “Rejected” status.
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Home
User Manual Newspaper Allowance Approval Listing
Request From Date Request To Date Employee Number Employee Name
DD/MM/YYYY 5 DD/MM/YYYY 53 A ~ Al ~
Status E
Show 10 v entries Exportto: search:
MPLOYEE

NO. ACTION REQUEST ID TATU e EMPLOYEE NAM REQUEST DAT

No Data Available In Table

Shewing 0 10 0 of O entries

Figure 4-219: Newspaper Allowance Request Approved

The success message will be displayed as:

Success| Request has been approved successfulhy

4.32.16 View Action History

Click on as shown in Figure 4-215 and 4-218, to navigate to View

Action History page as shown in Figure 4-220.
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Action History

Version From Date To Date

User Manual All v DD/MMIYYYY B8 DDMM/YYYY

ager Dashboard ID CBDO2

Show 10 v entries
Talent Management Search:

Core HR S.NO DATE OF ACTION VERSION ACTION TAKEN YEE NAME N D AUTHORITY REMARKS
30/12/2020 4:5 Recuest
T 1 o 1 Initiated AMIT KUMAR Manager Personnel  Initiator P
30/12/2020 5:11:28
(P T L T T 2 ;M’ ! 7 1 Dispatched SANJAY PANDEY Assistant Grade - | Personnel  Reviewer Dispatcher oY
Compensation and Ben .
0/12/2020 5:18:30
3 ;M’ g 7 1 Reviewed PANKAJ LAL Manager Personnel  Reviewer Remarks o
30/12/2020 5:34:06 A tant Ge Il
) 4 Suner > 1 Reviewed RAM RAJ MEENA ssistant General Personnel  Reviewer as ®
Transaction , PM Manager
Higher Study Incentive . 30/12/2020 5:53:15 JASWANT SINGH Deputy General ) ©
[Ee—— Requesl S BM 1 Reviewed RAJPUT Manager Personnel Reviewer as
ompensati 30/12/2020 5:54:33
EE 0 BTl 6 ;M’ " o 1 Approved RAJESH KUMAR General Manager Personnel  Approver Approver ®
Salary Revision )
Showing 1 to 6 of 6 entries
s 1 Nex
Salary Revision process
Benevolent Fund Process Competent Authority
Death/Service Gratuity
DIVISION N E NAME
Annual Increment
HQ-Delhi Personnel General Manager CAT-I General RAJESH KUMAR

Annual Increment Process

CPF Zone Surrender

‘ Close

Retired Employee Medical

DCPS Interest Upload

Recommendation for
performance related Incentive

Reimbursement.

Double Establishment Request

LTC-Bharat
Darshan/Hometown/Encashm
ent

LTC Bharat Dx
(Destination Change)

Apply OTA Request

House On Lease

Benevolent Fund

Local Travel Allowance
Request

Cafeteria Allowa: equest

Stagnation Increment (T)

Payroll

Talent Acquisition

Learning and Development

Employee Relation

(Kellton Tech)

Figure 4-220: Action History

4.32.17 Add Medical Allowance Request

Clickon * to apply Medical Allowance as shown in Figure 4-202
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Medical Allowance Request

Marital Status Date Of Application
Sing| )1/2021
If Married, The Place Where Wife/Husband |s Employee Division Posted

Pay of the employee as defined in the fundamental rules

Basic Pay DA HRA cCA

Place Of Duty

HQ

Actual Residential Address

Name Of The Patient * Relationship * Age * Place At Which Patient Fell il
ANIL KUMAR € ~ 36 ~ Gurgaon
Authorization Letter Number E
riza
Medical Attendance
Name Of Medical Officer Hospital /Dispensary Name Pathological Laboratory Name
Mame Of a ry Mame Pathological Laboratory Name

Tests Undertaken On

Cansultation/Injection At

Whether the tests were undertaken on the advice of the authorized medical attendant

Consultation With Specialist E

Name Of Specialist Hospital /Dispensary Name Designation Of Specialist

Mame Of

Consultation Undertaken On n

Whether the Specialist or Medical Officer was consulted on the advise of the authorized medical attendant. |

Total Amount Claimed Attach Enclosures *

S ﬂ

Cost of Medicines

Name Of Disease From To

Name Of Diseas: DD/MMIYYYY ﬁ HMM/Y Y |=]

| Hereby Declare That Statments In The Application Are True To The Best Of My Knowledge And The Person From Whom Expenses Were Incurred Is Wholly Dependent Upon Me. * J

— ey

Figure 4-221: Add Medical Allowance Request
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Enter the details and click on msuch that a success message will be shown for

addition of a new record in the table as shown in Figure 4-222.

- ; g
= Wl# FCIHRMS n aa ha [P ovss & BHIM RAM af,
Home
User Manual Reimbursement Request
Request From Date Request To Date Reimbursement Type Status
DD/MMIYYYY ﬁ DDIMMIYYYY ﬁ Al v Al v
=

New Reimbursement Request

Show 10 v entries Exportto

Search:
SNO ACTION REQUEST 1D STATUS REQUEST DATE
1 @ CEM146 Pending Review 04/12/2020 I
2 ® CEM147 Pending Review 14/12/2020

an (Destination >
3 @ CEM151 Pending Review 18/12/2020
4 ® CEMI52 Pending Reviey 18/12/2020
5 ® CEMIS3 ending Review 18/12/2020
a

[} @ CEM154 Pending Review 18/12/2020
7 @ CEMI155 Pending Review 18/12/2020
8 @ CEM156 Pending Review 18/12/2020
9 @ CEM157 Review 18/12/2020
10 ® CEM158 Pending Review 18/12/2020 =

Showing 1t 10 of 51 entries

Emplc

Learning and

Connect +

Figure 4-222: Medical Allowance Request Added

The success message will be displayed as:

Success! Medical Allowance Request has been added successfully

4.32.18 Review Medical Allowance Request -Landing

The submitted request will be listed in the Reviewer’s landing screen as shown in Figure 4-
223.
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Medical Allowance Request Review

Request From Date Request To Date Employee Name Employee Number

DO/MM/YYYY D DD/MM/YYYY z] v ~

Status
- = 1
RLpale 3 1 CEM145 08/01/2021 290572 AMIT KUMAR i

2 CEM143 04/01/2021 290572 AMIT KUMAR Pe Review ® g

3 CEM142 o04/01/2021 290572 AMIT KUMAR F F ® o

4 CEM141 28/12/2020 290572 AMIT KUMAR Pending Review ® n

5 CEM139 26/12/2020 280572 AMIT KUMAR i Review ® o
=

[} CEM138 25M12/2020 290572 AMIT KUMAR F d F w ® o

7 CEMI37 24112/2020 290572 AMIT KUMAR [ Review @

8 CEM136 23/12/2020 290572 AMIT KUMAR i Review e

9 CEM130 15/12/2020 141910 KRISHAN KUMAR F F W ® o

10 CEM129 14/12/2020 152770 AMITABH KUMAR Pe ®

R

Figure 4-223 Medical Allowance Request Reviewer Landing

=3

Click on
Figure 4-224.

as shown in Figure 4-223, to land on Review Medical Allowance as shown in
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4.32.19 Review Medical Allowance Request
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= W

Request ID
CEM145
Employee Nar
CcEMIAS

Personnel
Date Of Ap;

os/u1/2021

HO-Dalri

Mar

Ag
CcEMI4S

sidh

Hospita

Satendra
Designation
]

Tots
1060

Har

Hyperten
T
231212020

Surender Kumar

Name Of Specia

Medical Attendance

Pathological Laborata

Tests Undertaken On

Consultation/Injection

Wihother the Spociafist

t Claimed

Cost of Medicines

Comsuration/oiet

Consultation/injection At

Mediical Allowance Review

Consultation Undertaken On

< o,

wom oaa e B P v crosmann

Pay of the employee as defined in the fundamental rules

DA

9656
cca

136448

Actual Residential Addr

H, ND-108 NAUKAPURA COLONY, LANKA GHAZIPUR,New Delh, Ghazipur, Ghazipu
rUttar Pradesh

0 =]

Hospital [Dispensary Name

Escorts

Whather the tests wers Undertaken on tho advice of the authorized medical attendant

Escorts

05/01/2021 500

Iersoy daclare that ststmants i the

X-Ray, Pathological Test ete

Attach Enclosures

Paracetamos 6 50 Sagar Medical Mersical Emergency

true to the best of my knowled were Incurred is wholty =

Nursing & Accommadstion Gost ot Modicins Injoctions/Modical Advice otc.

[Amount Passed

Effective Date

Document Name

Reviewer Remarks ©

Supportive Document

Figure 4-224: Medical Allowance Request Review
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Reviewer shall be able to perform the following activities from the Review Page.

) View Action History ) ) )
e C(lickon to view the action taken on the request as shown in

Figure 4-224.

Review
e C(lickon to review the request and a success message will be

displayed as shown in Figure 4.225.

e C(Clickon to revert the request back to the initiator, this request will

be listed in the landing page of Initiator.

= W& FCIHRMS Aa  Aa  Aa  ESS P KULDEEP GULIA

Request has been reviewed successfully.

‘ <

Jser Manual

Medical Allowance Request Review

Request From Date Request To Date Employee Name Employee Number

DD/MM/YYYY ﬁ DD/MM/YYYY a v v E

Status
~ Get Results

Show 10 v entries Exportto:

Search:

S.NO. REQUEST ID REQUEST DATE EMPLOYEE NUMBER EMPLOYEE NAME STATUS ACTION

1 CEM142 04/01/2021 280572 AMIT KUMAR Pending Review @ a
2 CEM141 28/12/2020 280572 AMIT KUMAR Pending Review @® O
3 CEM139 26/12/2020 290572 AMIT KUMAR Pending Review ® o

=]

4 CEM138 25/12/2020 280572 AMIT KUMAR Pending Review ® g
5 CEM137 24/12/2020 290572 AMIT KUMAR Pending Review @ O
6 CEM136 23112/2020 290572 AMIT KUMAR Pending Review ® g
7 CEM130 15M12/2020 141810 KRISHAN KUMAR Pending Review ® g
8 CEM129 140122020 152770 AMITABH KUMAR Pending Review ® o

Showing 1te 8 of 8 entries

Figure 4-225: Medical Allowance Request Reviewed

The success will be displayed as

Success! Request has been reviewed successfully.

4.32.20 Approve Medical Allowance Request -Landing Page

The reviewed request will be forwarded to the approver’s landing page as shown in figure 4-
226.
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Medical Allowance Request Approve

User Manual Request From Date Request To Date Employee Name Employee Number
DD/MM/YYYY @ DD/MMYYYY v v

Status

Core HR

Show| 10 vjenirien Expnmn‘l:l Seareh
Learning and Development \ . I:l

1 CEM124 23/12/2020 152770 AMITABH KUMAR nding Apy

Showing 1to 1 of 1 entries

Annual Increment

Retired Employee Medical
Claim

3

Fund

I Travel Allowance

Payroll

Figure 4-226: Medical Allowance Request Approver’s landing

Clickon % as shown in Figure 4-226, to land on Approve Medical Allowance as shown in
Figure 4-227.
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4.32.21 Approve Medical Allowance Request
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Medical Allowance Approve

Request I Emplayee Number
cemza CEMIZ4
Employse Name Designation

cemze Assistant General Manager (Personnel)

\posted WaritalStats =]

Persannel Single

Date Of Application f Married, The Place Where Wife/Husband Is Employe
23/12/2020 -

CPF No.

29100

Pay of the employee as defined in the fundamental rules

o o
HRA c
o
HQRS .. Kakinada Anantapur,Andhra Pradesh

Medical Attendance

Mame Of Medical Officer nsary Hame
Akhil Mailic Apelio

Pathalogical Laboratory Name

Lal path

Tests Undertaken On

1 0000

Consuitation/Injectio

Whather the tests wore undartaken on the advica of the avthorized medical attendant

Consultation/Injection At

Name Of Spacialist Hospital ry Nar

Akhil Mallk Apioo

Des n Of Specialist

AD
Consultation Undertaken On

1 02112/2020 1000
Whether or Medical Officer ted on the advise of the

otal A Attach Enclosures

12000
Cost of Medicines.

2020

1 100 02/12/2020 AD 4 1000 AD Sa
inthe i true to the bast from s whall me,
Gonsuttation/Diet Mursing & Accammodation Gost of Medicines Injectians/Ms dical Advice etc.

X-Ray, Pathological Test etc

Amount Passed

pr—r— g

Dacument Name Suppartive Document

cuat, Seloctive fovert m m ot
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Figure 4-227: Medical Allowance Request Approve

Approver shall be able to perform the following activities from the Approve Page.

e Clickon to view the action taken on the request as shown in

Figure 4-227.

e Click on to approve the request, and a success message will be

shown in the Medical Allowance Approver Landing Screen for approving the record
as shown in Figure 4-228.

e C(lick on to reject the request back to the initiator, this request

will be listed in the landing page of Initiator with “Rejected” status.
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been approved successfully.

Medical Allowance Request Approve

Home

User Manual

Request From Date Request To Date Employee Name Employee Number
DD/MM/YYYY 5 DD/MM/YYYY 5 ~ v E
Status

v

Show 10 ~ entries Exportto: Search

S.NC. REQUEST ID REQUEST DATE EMPLOYEE NUMBER EMPLOYEE NAME STATUS ACTIO

No Data Available In Table

Showing 0 to 0 of O entries

town/Encashm

Apply OTA

Figure 4-228: Medical Allowance Request Approved

The success message will be displayed as:

Success! Request has been approved successiully. -

4.32.22 View Action History

Click on as shown in Figure 4-224 and 4-227, to navigate to View

Action History page as shown in Figure 4-229.
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Action History

Version From Date To Date

User Manual All v DD/MMIYYYY B8 DDMM/YYYY

Manager Dashboard ID CBD92

Show 10 v entries
Talent Management Search:

Core HR S.NO DATE OF ACTION EMPLOYEE NAME DESIGNATION DIVISION AUTHORITY REMARKS
Leave and Attendance 1 SSA” 22020 43657 Initiated AMIT KUMAR Manager Personnel  Initiator ﬁﬁﬁ;f;ﬁ:
Performance Management 2 SE/IH 22020 5:11:28 1 Dispatched SANJAY PANDEY Assistant Grade - | Persannel Reviewer Dispatcher @
compensate 3 Sfﬂ” 22020 518:30 Reviewed PANKAJ LAL Manager Personnel  Reviewer Remarks ®
Traneaction ) 4 ;ff /202053406 4 Reviewed RAM RAJ MEENA :Ai‘j:;‘ General Personnel  Reviewer as ®
;'S[:;j:‘:zézz:‘twe 5 ES/I” 212020 5:5315 1 Reviewed Jﬁii!ﬁ:” SINGH ’?ﬂiijgjcmm Personnel Reviewer as ©
SR veRlConioas s 6 30M2/2020 8:5433 Approved RAJESH KUMAR General Manager Personnel  Approver Approver ®

PM

Salary Revision )
$howing 110 6 of 6 entries

Salary Revision proce

Benevolent Fund Process Competent Authority

Death/Service Gratuity
OFFICE DIVISION DESIGNATION

Annual Increment
HQ-Delhi Personnel General Manager CAT-ll General RAJESH KUMAR

Annual Increment Process
| oo |

CPF Zone Surrender

Retired Employee Medical

DCPS Interest Upload

Recommendation for
performance related Incentive

Reimbursement.

Double Establishment Request

LTC-Bharat
Darshan/Hometown/Encashm
ent

LTC Bharat Dx n
(Destination Change)

Apply OTA Request

House On Lease

Benevolent Fund

Local Travel Allowance
Request

Cafeteria Allowances Request

Stagnation Increment (T)

Payroll

Talent Acquisition

Learning and Development

Employee Relation

Figure 4-229: Action History

4.33 My Compensation

Employee Benefits shall allow the FCI employees to view their current compensation and
compensation history as per the effective dates. FClI employees would also be able to
download their compensation break up.
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4.33.1

4.33.2

4.33.3

Navigation

Left Navigation: Compensation and Benefits >> My Compensation
SLA

NA

Landing Page

HRMS administrator shall traverse the navigation as mentioned in Section 4.34.1 to reach
the My Compensation Landing Page as shown in Figure 4-230

Click on to view the records of current compensation as shown in figure
4-231.
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User Manual

My Dashboard

Directory

Core HR

Compensation and Benef
My Compensation
Cafeteria Request
Reimbursement Request
Gratuity Request

LTC-|

Darshan/Hometown/Encashment

LTC Bharat Darshan (Destination

Change)Request

House on Lease Request

ment Request

Higher Study Incentive
Increment Request

Benevolent Fund Request

Local Travel Allowance Request

CPF Composite Claim Request

Service Gratuity

Apply OTA Request

Quarterly DCPS Report

Leave Management

Payroll

Employee Relations

Connect +

and Circulars

Retirement Benefit Calculator

My Compensations

office Type
HQ

City Class

X

Employee Name
AMIT KUMAR
Designation
Manager

Cadre

General

Pay Scale

PAY2

Compensations History ‘

Effective From Date

01/12/20 ﬁ

PA

EARNINGS

100 Basic

102 DA

1o House Rent Allow

14 Washing Allowance

166 Transport Allowance

207 Proffessional Development Allow

208 House Keep Up Allow

n Entertainment Allowance

212 Domestic Assistance

214 Birth Day Gift

Deductions

516 CPF Deduction

524 Employee Pension Deduction

345 Employee Funded Contributory Social Security Scheme
346 Benovalent Fund Recovery

372 Employee Medical Health Scheme Deduction
503 Voluntary PF

Monthly Salary

953495

Aa Aa

Office Name

HQ-Delhi

Employee Number

290572

Grade

NA

Category

CAT-II

DoJ

06/04/2015
AMOUNT
50950
9375
12228
1018
3057
1019
5095
3057
2548
510
125
1875
70
30
80
5000

Figure 4-230: My Compensation-Current Compensation

Aa

ESS

Mss AP

AMIT KUMAR

PERIO!

Monthly

Monthly

Monthly

Monthly

Monthly

Monthly

Monthly

Monthly

Monthly

Monthly

Monthly

Monthly

Monthly

Monthly

Monthly

Monthly

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

Download
Click on

Compensations History

Click on
figure 4-230

to download the records.
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!

My Compensations

User Manual

office Type Office Name
HaQ HQ-Delhi
My Dashboard
City Class Employee Number
Directory x 290572
Employee Name Grade I
Core HR AMIT KUMAR NA
Designation Category
Compensation and Be Manager CAT-I
Cadre DoJ
My Compensation
General 06/04/2015
Cafeteria Reay Pay Scale
PAYZ

Reimbursement Request

Gratuity Request
LTC-Bharat .

Darshan/Hometown/Encashment

Effective From Date Pay Scale
LTC Bharat Darshan (Destination 10/2020 @ PAY2
Change)Request
House on|Léase Request PAYCODE PAYCODE NAME AMOUNT PERIODICITY
Double Establishment Request EARNINGS
i 100 Basic 50850 Monthly
Increment Request
102 DA 9375 Monthly
Benevolent Fund Request
110 House Rent Allow 12228 Monthly
Local Travel Allowance Request
114 Washing Allowance 1018 Monthly
CPF ¢ ite Claim Request
S R e 166 Transport Allowance 3057 Monthly
BT (Y 207 Proffessional Development Allow 1019 Monthly
Apply OTA Request 208 House Keep Up Allow 5095 Monthly
Quarterly DCPS Report 21 Entertainment Allowance 3057 Monthly
212 Domestic Assistance 2548 Monthly
Leave Management
214 Birth Day Gift 510 Monthly
Payroll
Deductions
Employee Relations
345 Employee Funded Contributory Social Security Scheme 70 Monthly
c
L3 346 Benovalent Fund Recovery 30 Monthly
Policies and Circulars 372 Employee Medical Health Scheme Deduction 80 Monthly
Retirement Benefit Calculator 503 Voluntary PF 5000 Monthly
516 CPF Deduction 7239 Monthly
524 Employee Pension Deduction 1206.5 Monthly

Monthly Salary

102482.5

Figure 4-231: A My Compensation- Compensation History

Download
e (Clickon to download the records.

4.34 Employee Compensation

Employee Compensation is a process where the Manager (Bills) or the concerned user to
view the employee-wise salary breakup and the provision to modify any salary component.
New joined employees’ salary breakup would also be defined here as per the salary
structure.
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4.34.1 Navigation

Left Navigation: Compensation and Benefits >>Transactions >> Employee Compensation
4.34.2 SLA

NA
4.34.3 Landing Page

HRMS administrator shall traverse the navigation as mentioned in Section 4.35.1 to reach
the Employee Compensation Landing Page as shown in Figure 4.232.

FCl HRMS Aa Aa Aa ESS  MSS J‘P AMITKUMAR g

n
o
“

Employee Compensation Request Landing

User Manual Office Type Office Name City Class Empleyee Name (Number)
Select v v v ~

Manager Dashboard

Grade Designation Category Status
Core HR

~ ~ ~ v I

Leave and Attendance

Employee List Source Of Change

Compensation and Benefit | 1 A ~ v

Transaction 2

Show 10 v entries Exportto Search:

Death/Service Gratuity

NAME GRADE DESIGNATION CATEGORY DATE OF JOINING SOURCE OF CHANGE PAY FIXTATION P!

enumeee]  em ET——

Higher Study Incentive
Increment Request

Assistant
AMITABH
E-3 General CAT-1 05/04/2006 Promotion Unprocessed
Employee Compensation | 3 > KUMAR Manager
Salary Revision Assistant
AMITABH ©
KUMAR E-3 General CAT-1 05/04/2006 Promotion Unprocessed +
Salary Revision proce: Manager
Benevolent Fund Process DEVESH E-7 General CAT-1 10/04/2000 Promotion Unprocessed @
KUMAR YADAV Manager +
MANISH
. | | - - Ap °o
KUMAR s-1 Watchman CAT-IV 28/04/2018
ment Process
v
CHEZ Rl oy KAMALAKARA 51 Watchman CAT-IV 19/04/2018 - -- Ap ©
RAJU
Retired Employee Medical
Claim
AKASH DAS s-1 Watchman CAT-IV 28/04/2018 - -- Approved °
DCPS Interest Upload
DESHRAJ
MEENA 51 Watchman CAT-IV 19/04/2018 - -- Approved °©
Reimbursement
GURDEEP
Double HRA SnGh 51 Watchman CAT-IV 19/04/2018 - -- Approved ©
LTC-Bharat
Darshan/Hometown/En E‘J;::NJAN S Watchman CAT-IV 28/04/2018 - - Ap @
ent
SUKHRAM
LTC Bharat Dx MEENA s-1 Watchman CAT-IV 19/04/2018 - -- A ©
‘
ing 1to 10 of 1,682 entries
1 2 3 4 5 168 Next

Apply OTA Reques

House On Lease

Benevolent Fund

Local Travel Allowance
Request

Cafeteria Allowa equest

Stagnation Increment (T)

Local Travel Allowance
Payment

Payroll

Employee Relation

Figure 4-232: Employee Compensation
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HRMS administrator shall be able to perform the following activities from the landing page:

o Click onmto apply the available filters.

Excel PDF Print
e C(lick on to export the table records in Excel or PDF as

per table columns.

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

search the table records.

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

e Click on + to add a new Employee Compensation in the table as mentioned in
Section 4.35.4 — Add Employee Compensation.

4.34.4 Add Employee Compensation

Click on T to open the Add Employee Compensation as shown in Figure 4-233.

Copyright © 2020 HRMS All Rights Reserved to FCI
Page 265 of 278



FCI HRMS
User Manual Version 0.1

£ "4

s
= %{Y FCIHRMS A2 A2 Aa ESS  MSS AP AMITKUMAR g
! Y

Employee Current Compensations Request

Request ID Office Type Office Name City Class
LEogME Rl R152 HQ HQ-Delh X
Employee Number Employee Name Grade Designation
152770 AMITABH KUMAR E-3 Assistant General Manager
Category Cadre Date Of Joining Pay Scale I
Leave and Attendance
CAT-1 General 05/04/2006 ] PAY3
Compensation and Benefit
Basic

Payroll 94000

Current Compensations ‘ Compensations History ‘

Effective From Date *

MM/YYYY ﬁ

Employee Relation

PAYCODE NAME AMOUNT ACTION
EARNINGS Add Earning
100 Basic 24000 Monthly

102 Dearness Allowance 17296 Monthly

166 Transport Allowance 0 Monthly

166 Transport Allowance 0 Monthly

208 House Keep Up Allowance 9400 Monthly

110 House Rent Allowance (HRA) 22560 Monthly

212 Domestic Assistance Allowance 4700 Monthly

219 Electricity Allowance 1880 Monthly

210 Dress Allowance 4700 Monthly

217 Lunch Allowance 4700 Monthly

Deductions

516 CPF Deduction 1335552 Monthly

524 Employee Pension Deduction 2225.92 Monthly

Monthly Salary

174816

E | o ‘

Figure 4-233: Add Employee Compensation

Add Deductions

Click on to add deductions as shown in figure 4-233
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Add Deductions

Paycode *

Paycode Name

Paycode Name

Amount

Amount

Periodicity

Periodicity

(=] ]

Dearness Allowance Monthly

166 Transport Allowance 0 Monthly
166 Transport Allowance 0 Monthly
208 House Keep Up Allowance 9400 Monthly
10 House Rent Allowance (HRA) 22560 Monthly
212 Domestic Assistance Allowance 4700 Monthly
213 Electricity Allowance 1880 Monthly
210 Dress Allowance 4700 Monthly
217 Lunch Allowance 4700 Monthly
516 CPF Deduction 13355.52 Monthly
524 Emplayee Pension Deduction 2225.92 Monthly

Monthly Salary

174816

| omeat |

pyright @ 2020 Food Corporation of India | Powered & nnect (Kellton Tech)

Figure 4-234: Add Deductions

Click on to add earnings as shown in figure 4-233
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Add Earning

Paycode *

Paycode Name

Paycode Name

Amount

Amount

Periodicity

Periodicity

Cancel |

Dearness Allowance Monthly

166 Transport Allowance 0 Monthly
166 Transport Allowance 0 Monthly
208 House Keep Up Allowance 9400 Monthly
10 House Rent Allowance (HRA) 22560 Monthly
212 Domestic Assistance Allowance 4700 Monthly
213 Electricity Allowance 1880 Monthly
210 Dress Allowance 4700 Monthly
217 Lunch Allowance 4700 Monthly
516 CPF Deduction 13355.52 Monthly
524 Emplayee Pension Deduction 2225.92 Monthly

Monthly Salary

174816

| omeat |

pyright @ 2020 Food Corporation of India | Powered & nnect (Kellton Tech)

Figure 4-235: Add Earnings

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

addition of a new record in the table as shown in Figure 4-236.
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Employee Compensation Request Landing

Office Type Office Name City Class Employee Name (Number)

~ ~ v v E
Grade Designation Category Status

v v ~ ~
Employee List Source OF Change

v v Get Results

Show 10 ~ entries Exportto:

Search:
Assistant
i N AMITABH General . ]
1 R238 HQ HORS X 152770 AR E1 Monager CAT-1 08/05/:
(Personnel)
2 R234 HQ HQRS X 299546 DV PRASAD E-1 Managing CAT-1 19/0211
Director
Assistant
3 comp1 HQ HORS X 141836 BHIM RAM B2 Grade Il CAT-II 04112
(Personnel)
ice Gratuity
4 R233 HQ HaRS X 299546 DV PRASAD £ Managing CAT-1 19/0211
Director
Annual In 5 R232 HQ HORS X 299546 DV PRASAD E1 Managing CAT-1 19/02/1
nual Director
Annual Incre Mans
6 R220 HQ HQRS X 299546 DV PRASAD E-1 Vanaqmq CAT-1 19/0211
Director
IFs, Executive
] : ’ o]
7 R230 IFS GURGAON Y 200013 SANTHOSH E-1 I.]rEClDI’ CAT-I 24/09/%
(HQ)
N Assistant
8 R219 Ha HORS X 279932 SURENDER E1 Grade Il CAT-II 0611112
KUMAR
(Personnel)
centive
9 R216 HQ HORS X 299546 DV PRASAD E-1 Managing CAT-1 19/0211
Director =
Assistant
10 R191 HQ HQRS X 141836 BHIM RAM E-1 Grade Il CAT-Il 04/05/1
(Personnel)

Showing 1t 10 of 67 entries

Talent Acqui

Learning and D

Emp tion

Figure 4-236: Employee Compensation added
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The success message will be displayed as:
4.35 CPF Zone Surrender

CPF Zone Surrender is applicable at the time of the employee posting from one zone to
another or on the employee’s promotion from CAT-I to CAT-II.

4.35.1 Navigation

Left Navigation: Compensation and Benefits >>Transactions >> CPF Zone Surrender
4.35.2 SLA

NA
4.35.3 Landing Page

HRMS administrator shall traverse the navigation as mentioned in Section 4.35.1 to reach
the Employee Compensation Landing Page as shown in Figure 4.237.
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List Of CPF Zone Surrender Request Landing

Transfer Category Transfer ID Employee Number Employee Name

Al v v v

v
7

h 10 ~ t Tt

o T |:]

Status

O

No Data Available In Table

Talent Acquisition

Learning and Development

Employee

Figure 4-237: CPF Zone Surrender

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

e Clickon to apply the available filters.

Exce PDF  Print
e Click on to export the table records in Excel or PDF 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.

. Previous 1 Mext .
Click on to navigate table records

Click on + to surrender details of CPF Zone Surrender in the table as mentioned
in Section 4.36.4 — CPF Zone Surrender Details.

4.35.4 CPF Zone Surrender Details

Click on + to open the CPF Zone Surrender Details as shown in Figure 4-238.

DV PRASAD

Emp Id : 299546

Division : Personnel

& Leave and Attendance
& Compensation and Benafit
& Payroll

& Employse Relation

L N R T2 T Y (- - T T T YRIAISIRTE
b FCI HRMS iy
B

— CPF Zone Surrender Detail View

Transfer 1D Employee Number

2 141836

Employee Name Staff Code

BHIM RAM STFO

CPF Number Designation

141836 Assistant Grade Il (Personnel)

Division Current Posting

Persannel D

New Pasting Current Zone

SRDM ZONE2

New Zone
ZONEZ

Remarks

Okay

[

P

Cancel | [N

@Powered by Kenneet (Kellten Tach)

Figure 4-238: CPF Zone Surrender Details

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

addition of a new record in the table as shown in Figure 4-239.
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FCI HRMS

&

— List Of CPF Zone Surrender Request Landing

Talant Management

Transfer Category Transfer ID Emplayee Number Employee Name
Core HR Al - all - Select - Select
Leave and Attendance Status

Show 10w entries Expoﬂln:m search:
1 z -

141836 BHIM RAM Surrendered

showing1ta 1 of1 entries

» Reimburserment

Figure 4-239: CPF Zone Surrendered

The success message will be displayed as:

Sucoess! Fona has bean surrendarcd succasshully

5 Troubleshooting and Support

5.1.1 Error Messages
The following error messages shall be showcased based on user behavior:
e If user enters a duplicate value, then HRMS shall throw a validation as shown in

Figure 5-1:

Demo
Emp id : 141836
Division : Personnel

N FCI HRMS coeomAmEE X e

— Country Master

Error! Validation error *
The country name has already been taken. ~

Country Is Active

» Country Master
State Master All - All - Get Results

District Master

oy e

City Master

Zone Master
Eor o 7 S
Region Master

@& Home

[ My Dashboard

& Core HR

» Masters

» Organisation
Management

COUNTR37 Bangladesh Inacti 4
Office Setup Master e nactve
Cadre Master COUNTR36 BHU BxH Active 4
Category Master COUNTR35 Prague Active =
Division Master COUNTRZ4 Cuba Inactive =
Section Master =
COUNTRT Zambia Active =
Cell Master
Pay Grade Master COUNTRIE Other Active =
Designation Master COUNTRIS Vietnam Active g
Item Master COUNTRIA Ethopia Active =
» User Management —
COUNTRI3Z Zaire Active =
» Transaction
COUNTRI2 Malawi Active 4

Showing 11010 of 20 entries

Figure 5-1: Validation Error: Duplicate Record

e If user does not enter information which is required in the form, then HRMS shall
throw a validation as shown in Figure 5-1:

Copyright © 2020 HRMS All Rights Reserved to FCI
Page 273 of 278



FCI HRMS

User Manual Version 0.1

— Edit Country

Country Code

COUNTR35

Country *

Please fill out this figld.

Is Active *

Active

Figure 5-2: Validation Error: Mandatory Field Empty

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 zz;i:s::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.
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14 404 Not Found The server cannot find the requested page.
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 media type 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
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
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 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
3 | am unable to see my profile Please contact the nodal officer, whether the data for the concerned
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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 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
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 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
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 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:
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e Android KitKat (Ver. 4.4) and above
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 ZO 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

Email ID: support-hrms@kelltontech.com
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