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1 Introduction

An HRMS (Human Resource Management System) is a type of HR sdftataemables 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 tlme which can then be used to address more
strategic, businessritical tasks. This document is intent to contain the working and usability
descriptions related to the Core HR processes identified and documented in System Requirement
Specification documerin the form of a user manual

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

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

1 Provide comprehensivaletails about working on different Core HR processes and
managing exceptions and alerts as per different processes.

1 Reveal theuser experience for working with theore HR processesd act as a
reference for users to reinforce working tactics with tBere HR process area
per requirement.

1.2 Target Audience
1 FCI Officers and FCI Employees

2 Overview

The process area of Core HR &esithe core functions which set the tone for HRMS application

in terms of configuration (Masters) and executable processes (Transaction) and summary of
activities for the purpose reporting and decision making (Reports). The HRMS experience has
been bifur@ated both in the context of an employee who raises a request and in the context of a
manager who either reviews the request or initiates himself on grounds of different reasons as
per business process on behalf of the employee.

3 User Access anf@lermissions
3.1 Set Up Consideration

OS CompatibilityMicrosoft Windows 7 and above

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

Minimum Software RequirementsE 9, 10+ Firefox 3.6+, Chrome+Xth Windows,
Firefox 3.6+, Safari 4+ on Mac 10.5.7+

Minimum Hardware RequirementSCPUslIntel i3,RAM 8GB Disk Storagel64GB (64GB
for File Storage, 100GB for database storage)

3.2 Know Your Icons

Table3-1 reflects the set of icons that have been usetHRMS application

Copyright © 2020 HRMS All Rights Reserved to FCI Page9 of 195
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Icons Descriptions
= It will allow reviewing the submitted record/request.
o It will allow approving the submitted record/request.
@ It will allow viewing the details of the record/request in readable
form.
v It will allowprocessing a request like Annual Increment of the
employee.
+ It will allow defining the employee compensatioe.,salary break
up of new joineckmployees
X It will allow viewing the uploaded document.
4 It will allow editinga record for updation stwell as allow user to
resubmit a reverted request.

Table3-1lcons

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
employeesare provided various roles and permissions to access different set of features.
Table 3-2 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

Table3-2: UserAccess 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 33 defines the provision of different roles assighas 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 in3Tabembines with

user roles to allow the &NJ { 2

delegated power.

Gy F GATlGSE

by R

G LIS NF 2 NI ¢

iKS

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

Table3-3 User Profile and Roles

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

Copyright © 2020 HRMS All Rights Reserved to FCI
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3.4 Accessing the system / System Organization and Navigation (Login, ESS and
MSS)
9 User shall access the HRMS application as ther shared website address
(https://www.hrmsfci.in/) and provide the credentials in the form Login ID

(Employee Number) and Password as shared by FCI Computer/IT section as shown
in Figure3-1

\y FCI HRMS
Sign into your Account Download User manual
Login 1D
204908
Pasyword : Forgot Password?
897267 o

Cardex Application Link

Figure3-1 Login Screen

1 Enter Login credentials, Captcha (Enter number here as shown in Bifjuaed Click ow
to Log in to the system.
1 Post Login, employee will land on the Home Page as shown in Bigure

Copyright © 2020 HRMS All Rights Reserved to FCI Pagellof 195
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\.V FCl HRMS An - As - Aa [rety ., AMITRUMAR R

HAPPY NEW YEAR 2021 @ ©

Welcome AMIT KUMAR

Nh‘“ And qw b
DircCtory .

Figure3-2 Home Page

E3
00

Damboafd :
i
il

9 Based on the user credentials and permissions assigned to the employee, an employee
shall be able to access the Employee Self Service by clickibgsidoardink as shown
in Figure 2 to land on the ESSEmployee Dashboard as shown in Figa3e

Copyright © 2020 HRMS All Rights Reserved to FCI Pagel2of 195



Core HR g
. sy,
User Manual Version 2.2 g

A/ FCI HRMS . ~ I3 G - o AMIT KUMAN

4 R-dNouce B My Penaing Requests

& Hoppy Sirthaayt!

(2]

MANENORA
PRAGAD GUPTA

IANUARY 2021 I

20 Guru Govindg
Singh's Birthday

'
|‘ - . Attendance

Figure3-3 ESS Employee Dashboard

9 If an employee has been assigned the roles and responsibilities of a manager o
competent authority, then by clicking tHdSSlink on the top right corner of the HRMS
application as shown in Figure23the employee with the permissions of a manager shall
navigate to the MS& Manager Dashboard as shown in Figa.
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Reminders For Pending Requests To-Do-List
E A [}
Managar Dashooand Oue Date Bapred | :
Talent Management
Calender Biometric

JANUARY 2021 n .

T o o
Ve Going eeh Abse We
> %‘ f ’ L— h IL ¢ ; E
| Statior
’
| " k Abse \_ . e (
Legends
9L @ Focay . { .
v @ Late Cooir

Figure3-4 MSS- Manager Dashboard

3.5 Exiting the System

When the employee would like to exit from the HRMS application, then employee shall
click onSign Outo log out of the system as shown in FigGr&
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Figure3-5: Sign Out

1 The user shall navigate to Logiageé as shown in FiguBel on successfuignout.
1 An employee shall automatically logout from the application if it remains idle due to
inactivity for a longeperiod (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 timeoungstas
illustrated below.

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

1 SSO Session Idi&hese is the setting for time a user session can be idle before it
gets expired. Default is set to 1 hour.

These are timeout settings implemented at Key cloak IAM interface.

4 Usng the System

Human Resource forms the backbone workforce representing the employee resource pool and
operations that keep the engine of the organization run effectively. In the context of FCI, human
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resource represents the active employees working witthia organization striving to make a

difference in food grain movement, storage and availability pan India. To support such a massive
undertaking requires optimized business processes with everyday operations like joining new

recruits, maintaining employeeecords in terms of trainings, leaves, payroll, increments etc.

Managing transfers and promotion along with pay fixations as applicable, which all together form

GKS &/ 2NBé¢ TFdzyRIFIYSyidlta Ay G(KS O2yGSEG 2F KdzYl y
ceptures the most atomic level of employee details that respect and work around different

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

1 Organizatonal Managementfacilitating creation and management of new offices,
divisions and designations as per discretion of FCI.

1 User Managementwhich focuses on permission settings that define the access
rights of each employee and approval matrix for eachress processes of HRMS

1 Policy Uploadswhich reflects collection and management of policies and circulars
for notification purpose to all FCI employees via EESiployee Dashboard.

1 Appointments and Probatiorthat entails how different categories of rectuients
are inducted as new joining is strengthening the FCI workforce.

1 Employee Records Management and Service bémtus on how HRMS shall help
in the management of employee information and record each activity initiated by
or instructed by an employee miss dayq day work in the FCI ecosystem. The
feature shall also strengthen the transparency of information among employees
and FCI division.

1 Reports and HR letterwill provide easy access to different adhoc and predefined
reports important for FCI Cevéd executives and managers with a provision for
Personnel division to generate different orders likdoining, Relieving, Transfer,
Promotion, Demotion, Separation etc.

9 Sanction of Telephonewill allow employees to raise request for telephone
extensions oraise a CUG allowance request.

1 Transfer Request and Postingill provide plethora of easy functions to manage
tenure transfer postings and permanent transfer requests made by employee of
different grounds as per the applicable bylaws of FCI staff regalati

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

1 Separation Proceswill allow Employees to initiate exit from FCI in terms of VRS,
Lien, and Resignation with additional capabilities to Personnel i@ivifor
initiating exit activities on grounds of neperformance and vigilance orders.

1 Seniority Lists and Promotionwill overcome the tedious process of generating
seniority lists manually with provision of creating integrated seniority lists as per
FClrules and regulations in ease. Further a provision to setup the DPC/ZPC is also
provided where seniority desk and configure the committee members for
promotion evaluations.
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I System Provisions/Common Features (HRMS&} the commonly used features of
import, export, digital signature,-signature etc. as per the application of different
business processes that shall operate within HRMS. A provision for custom alert
and adding additional reviewers or approvers is described in detail for applied
purposes.
1 Advanced Searctvill help employees to drill further down across complicated set
of information within HRMS as per search needs.

4.1 Organization Management
4.1.1 Country Master

Country Master is a list of different countries that will be used to identify the natity

of an FCI employee both who are domestic or working based on a permanent residency
from a list of eligible countries as mentioned in the FCI staff regulation. With country
master in place, HRMS admin shall be able to create, update and manageettifecdist

of countries as per requirements from time to time.

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

Usershall traversehe navigation as mentioned in Section 4.1.tbteachthe Country
Master Landing Page as shown iiguFe 41

= \\/ FCl HRMS L Aa : m < AMIT KUMAS b

Country Mastar

Figure4-1: Country Master
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Usershall be able to perform the following activities from the landing page

1 Click oto apply the available filters.

Excel FDF Print
1 Click or to export the table records in Excel as per

table columns.

Search:
1 Click or. to enter a search query that shall
search the table records

1 Click or. to sort the table records in ascending order or descending order
of entries.
Previous 1 2 Next
1 Click or to navigate table records

Add Country
1 Click o-o add a new country ithe table as mentioned in

Section 4.1.1.8 Add Country.

. 4 : - . : . .
1 Click or to edit an existingountry in the table as mentioned in Section
4.1.1.4¢ Edit Country.

4.1.1.3 Add Country

Add Country
Click o- to open the Add Country popup as shown igure 42

Add Country

Country *

Figure4-2: Add Country

Enter the details and click m such that a success message will be shown in the
Country Master Landing Pafmr addition of a new record in the tabbes shown in Figure-3
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Show 10 v wntries  Exportto =
Search

Figure4-3: New Country Added

4.1.1.4 Edit Country

. 4 . I
Click or. to open Edit Country popup as shown in Figu 4

Edit Country

Country Cooe

Figure4-4: Edit Country

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

in the Country Master Landing Page for updating the existing record in the table as
shown in Figure %

Country Master

Figure4-5; Existing Country Detail Updated
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4.1.2 State Master

State Master is a list of different states within a country that will be used to identify the
state from which a FCI employee belongs and serve as an input detail wherever address
details are required. State Master shall provide the values for filteringpgse. With

state master in place, HRMS admin shall be able to create, update and manage this
specific list of states as per requirements from time to time.

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

Usershall traverse the navigation as mentioned in Section 4.1.2.1 to reach the State
Master Landing Page as shown in Figufe 4

Aa £SS m ,.o AMIT KUMAR .h

= M/ FCIHRN

State Master

Figure4-6: State Master

Usershall be able to perform the following activities from the landing page:

1 Clicko to apply the available filters.

i Click or. o . to export the table records in Excel BDF

as per table columns.
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Search:

1 Click or. to enter a searclguery that shall
search the table records.

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

entries.
Previous 1 2 Next
9 Clickor to navigate table records
. Add State ) . . .
M Clickon to add a new state in the table as mentioned in Section

4.1.2.3¢ Add State

. 4 . . . . . .
M Clickor to edit an existing state in the table as mentioned in Section
4.1.2.4¢ Edit State.

4.1.2.3 Add State

Add Stat
Click oo open the Add State popup as shown in Figuie 4

Add State

Figure4-7: Add State

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

State Master Landing Page for addition of a new record in the table as shown in FRjure 4

Copyright © 2020 HRMS All Rights Reserved to FCI Page21of 195



\_‘_/'

Core HR o
User Manual Version 2.2 g

FClI HRMS Ab Aa 3 m ‘.,o AMIT KUMAR 'b

State Master

WEMT T D s S AT TITTo ] S aTh ) M

|
Show W0 v wntrles  Export to Search
| : active ” l
1 A e
A '/
- A F 4
T { - 4
T A r4
A 7
tur f 4
2 ta | A s
! ) A F 4

Figure4-8: New State Added

4.1.2.4 EditStae

. F4 . -
Click or. to open Edit State popup as shown in Figu@ 4

Edit State

Figure4-9: Edit State

Copyright © 2020 HRMS All Rights Reserved to FCI Page22 of 195



Core HR "='§s*
User Manual Version 2.2 iU

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

shown in the State Master Landing Page fodafing the existing record in the table as
shown in Figure-40

= A/ FCI HRMS Ay Aa £ _o AMIT KUMAR *

State Master

Search

Figure4-10: Existing State Detail Updated
4.1.3 District Master

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

4.1.3.1 Navigation
Left Navigation:Core HR >>Masters >> Organization Manag#mg District Master
4.1.3.2 Landing Page

Usershall traverse the navigation as mentioned in Section 4.1.3.1 to readDighect
Master Landing Page as shown in Figufd 4
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Figure4-11: District Master

Usershall be able to perform the following activities from the landing page:

1 Clicko to apply the available filters.

1 Click or. o . to export the table records in Excel as per

table columns.

Search:

1 Clickor. to enter a search query that shall

search the table records

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

entries.

Previous 1 2 Next

1 Click or to navigate table records

M1 Click oto add a new district in the table as mentioned in

Section 4.1.3.8 Add District
&

1 Click or. to edit an existing distrtan the table as mentioned in Section

4.1.3.4¢ Edit District.
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4.1.3.3 Add District

Click o AddiDistrct to open the Add District popup as shown in Figwk24

Add District

State/UT *

Figure4-12: Add District

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

DistrictMaster Landing Page for addition of a new record in the table as shown in FidGre 4
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Figure4-13: New District Added

4.1.3.4 EditDistrict

Click or to open Edit District popup as shown in Figur&44
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Edit District

Figure4-14: Edit District

Update

Enter the details and click o such that a success message will be
shown in the District Master Landing Page for updating the existing record in the table
as shown in Figure-45
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Figure4-15: Existing District Updated

4.1.4 City Class Master

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

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

Usershall traverse the navigation as mentioned in Section 4.1.4.1 to readBithe
Clasdvaster Landing Page as shown in Figufié4
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Figure4-16: City Class Master

Usershall be able to perform the following activities from the landing page:

1 Clicko to apply the available filters.

1 Click or . to export the table records in Excel as per
table columns.

Search:
1 Click or. to enter a search query that shall

search the table records

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

entries.
. Previous 1 Next .
M1 Clickor ; to navigate table records
' Add City Class ' _ _
1 Clicko to add a newcity classn the table as mentioned

in Section 4.14.3 ¢ AddCity Class

1 Click or to edit an existingity classn the table as mentioned in Section
4.14.4 ¢ Edit City Class

4.1.4.3 Add City Class

Add City Class

Click on tc open the Add City Class popup as shown in Figudre 4

Copyright © 2020 HRMS All Rights Reserved to FCI Page29 of 195



= \!/

FCI HRMS

Core HR o
User Manual Version 2.2 g

Acdd City Class

Figure4-17: Add City Class

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

z
2

m _o AMIT KUMAR *

City Class Master

Show 10 v entres  Exportio P
Semch

Figure4-18: New City Class Added

4.1.4.4 Edit City Class

Click or to open Edit City Class popup as shown in Figur@ 4
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Edit City Class

Figure4-19: Edit City Class

Enter the details and click ¢ such that a success message will be shown
in the City Class Master Landing Page for updating the existing record in the table as
shown in Figure 20

o]
= i/ FCl HRMS Aa Aa ES M55 B AMIT KUMAR
W  wss | &

City Class Master

Mcnyo.u has Deen updated muccosnfuily

Is Actrve

Show 10 v andries Exportto
Search

Figure4-20: Existing City Class Updated
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4.1.5 City Master
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W o

City Master is a list of differertities withindistricts of variousstates in a country that

will be used to identify theity from which a FCI employee belongs and serve as ar inp
detail wherever address details are requirgdity Master shall provide the values for
filtering purpose. Witlcity master in place, HRMS admin shall be able to create, update

and manage this specific list atiesas per requirements from time to time
4.1.5.1 Navigation

Left Navigation:Core HR >>Masters >> Organization ManagemeftityMaster

4.1.5.2 Landing Page

Usershall traverse the navigation as mentioned in Section 4.1.5.1 to reach the City

Master Landing Page as shown in Figugd 4

City Master

e b : ;
Searc

Figure4-21: City Master

Usershall be able to perform the following activitieein the landing page:

1 Clicko to apply the available filters.
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1 Click or. to export the table records in Excel as per

table columns.

Search:
1 Click or. to enter a search query that shall

search the table records.

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

. Previous 1 Next .
1 Click or. " to navigate table records

. AddC . . . .
1 Click o to add a new city in the table as mentioned in Section
4.1.5.3¢ Add City

1 Click or to edit an existing city class in the tablerasntioned in Section
4.1.5.4¢ Edit City

4.1.5.3 Add City

Click o to open the Add City Class popup as shown in Fig@2 4

Add City

Stase/UT *

Figure4-22: Add City

Enter the details and click c such that a succegmessage will be shown in the
City Master Landing Page for addition of a new record in the table as shown in F@Rire 4
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Figure4-23: New City Added

4.1.5.4 Edit City

Click or to open Edit City popup as shownRigure 424
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Figure4-24: Edit City

Enter the details and click ¢ such that a success message will be shown
in the City Master Landing Page for updating the existing record in the table as shown in
Figure4-25
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Figure4-25: Existing City Updated

4.1.6 Zone Master

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

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

Usershall traverse the navigation as mentioned in Section 4.1.6.1 to reach the Zone
Master Landing Page as shown in Figui64
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Figure4-26. Zone Master

Usershall be able to perform the following activitiesin the landing page:

1 Clicko to apply the available filters.

1 Click or  to export the table records in Excel as per
table columns.

Search:
1 Click or. to enter a search query that shall
search the table records.

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

. Previous 1 Next .
M1 Clickor ' to navigate table records

i Add Zone , ) . .
M Click o-to add a new zone in the table as mentioned in Section

4.1.6.3¢c Add Zone

1 Click or to edit an existing city class in the table asntioned in Section
4.1.6.4¢ Edit Zone
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4.1.6.3 Add Zone

. Add Zone -
Click ont open the Add Zone popup as shown in Figu@4

Add Zone

Short Zome Name *

Figure4-27: Add Zone

Enter the details and click @ —— such that a success message willgb®wn in the
Zone Master Landing Page for addition of a new record in the table as shown in FRflre 4
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Figure4-28: New Zone Added

4.1.6.4 Edit Zone

Click or to open Edit Zone popup as shown in Figuio4

Edit Zone

Zone Name *

Figue 4-29: Edit Zone

Update

Enter the details and click ¢~ such that a success message will be shown in
the Zone Master Landing Page for updating the existing record in the table as shown in
Figure 430
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18 Active

Show 10 v entnes Exportto

Figure4-30: Existing Zone Updated

4.1.7 Region Master

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

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

Usershall traverse the navigation as mentioned in Section 4.1.7.1 to reach the Region
Master Landing Page as shown in FiguBd 4
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Figure4-31: Region Master
Usershall be able to perform the following activities from the landing page:
1 Clicko to apply the available filters.
1 Clickor i . to export the table records in Excel as per

table columns.

Search:

1 Clickor. to enter a search query that shall

search the table records.

1 Click or to sort the table records in ascending order or descending order

of entries.

Hrevious .l “ 3 ‘\‘]‘}":?

M1 Clickor to navigate table records

1 Click o- to add a new region in the table as mentioned in

Section 4.17.3 ¢ AddRegion
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1 Click or to edit an existing city clags the table as mentioned in Section
4.17.4 ¢ EditRegion

4.1.7.3 AddRegion

Clickonto open the Addregionpopup as shown in Figure32

Add Region

Is Active *

Figure4-32: Add Region

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

Region Master Landing Page for addition of a new record in the table as shown in Fgure 4
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Figure4-33: New Region Added

4.1.7.4 Hit Region
Click or to open Edit Region popup as shown in FiguB4

Edit Region

Figure4-34: Edit Region
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Enter the details and click ¢ such that a success message will be shown

in the Region Master Landing Page for updating the existing record in the table as
shown in Figure -85

4.1.8 Office Type Master

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

4.1.8.1 Navigation

Left Navigation:Core HR >>Masters >> Organization Management >> Offiee Ty
Master

4.1.8.2 Landing Page

Usershall traverse the navigation as mentioned in Section 4.1.8.1 to reach the Office
Type Master Landing Page as shown in Figt8® 4

N/ FCI HRMS Aa Aa m _° AMIT KUMAR b

1]

Office Type Master

Show 10 v antres  Exportto s
Search

Figure4-35: Office Type Master

Usershall be able to perform the following activities from the landing page:

1 Clicko to apply the available filters.
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1 Click or. to export the table records in Excel as per

table columns.

Search:
1 Click or. to enter a search query that shall

search the table records.

1 Clickor to sortthe table records in ascending order or descending order of

entries.
) Previous 1 2 3 4 5 . 20 Next
M Clickor to
navigate table records
Add Office Type
1 Clicko to add a newOffice Typeén the table as

mentioned in Section 4.1.83Add OfficeType

1 Click or to edit an existingdffice Typén the table as mentioned in Section
4.18.4 ¢ EditOfficeType

4.1.8.3 Add OfficeType
Add Office Type

Click onta
36

open the AddOffice Typepopup as shown in Figure 4

Add Office Type

Otfice Type *

Figure4-36. Add OfficeType

Enter the details and click ¢ such that a success message will be shown in the
Office TypeMaster Landing Page for addition of a new record in the table as shown in Bigidre
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Figure4-37: Office TypeMaster

4.1.8.4 Edit Office Type
Click or to open Edit Office Type popup as shown in Figud8 4

Edit Office Type

Otfice Typo 1D

Figure4-38: Edit Office Type

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

shown in the Office Type Master Landing Page for updating the existing record in the
table as shown in Figure39
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Figure4-39: Existing Office Type Updated

4.1.9 Office Setup Master

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

4.1.9.1 Navigation

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

419.2 SLA
1 Day
4.1.9.3 Landing Page

Usershall traverse the navigation as mentioned in SectiorB4L1o reach the Office
SetupMaster Landing Page as shown in Figu4®4
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Search

Figure4-40: Office Setup Master

Usershall be able to perform the following activities from the landing page:

1 Clicko

1 Clickor
table columns.
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to apply the available filters.

to export the table records in Excel as per
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Search:
1 Click or. to enter a search query that shall

search the table records.

1 Clickor to sortthe table records in ascending order or descending order of
entries.

1 Click on Status, to open the action history in a pofhgi describes the
approval routhg of theentire transaction

) Previous 1 2 3 4 5 , 20 Next
M1 Clickor to

navigate table records

M1 Click o-to add a new office in the table as mentioned in

Section 4.1.9i¢ Add OfficeDetail

(44}

. (£ : - o . . .
1 Click or to edit an existing office in the table as mentioned in Section
4.1.95 ¢ Edit OfficeDetall

M1 Click or,@ to view an existing office details in the table as mentioned in
Section 4.1.% ¢ View OfficeDetalil

4.1.9.4 Add OfficeDetails

Click ont open the add a new office form as shown in Figul4
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Add Office Details

Address

rting Office * Posta Code *

ﬂ E \‘:

Figure4-41. Add Office Detail

Please ensure the following before creating a new office:

V State Master is updated,
District Master is updated,
CityClass Master is updated,
City Master is updated,

Zone Master is updated,
Region Master is updated and,
Office Type Master is updated,

<K<K <K<K KL

Enter the details and click c such that a success message will be shown in the
Office Setup Master Landing Page for iidd of a new record in the table as shown in Figure 4
42,
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Office Setup Master

Success! O Celype has Deen sUDMtted succesaiuily,

Office Type Zone Region Office

15 Active Is Dfcunt Is Sensitive Status

Show 10 v entres Exportto
P Search

7 © e OFF2a RO RO ITANAGAR ast 1anagar Yes

Figure4-42: New Office Added

4.1.9.5 Edit OfficeDetall

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

Click or to open Edit Office detail form as shown in Figu434

Copyright © 2020 HRMS All Rights Reserved to FCI Page51of 195




Core HR vEE
; sy,
User Manual Version 2.2 g

\l/ FC! HRMS a Aa 55 m P AMIT KUMASR b

Edit Office Details

Office ID Office Cooe

4] - Entity E

lone Adore

Re

Reporung Office * Postal Coce

tfice Name foe £ W |

tate fic Ordar R
Ll |0

Dwstrict * Registration Details
=]

Y x G | I la Defficum a Is Sensitive

Figure4-43: Edit Office Detail

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

in the Office Setup Master Landing Page for updating the existing record in the table
based on selapprovalas shown in Figure-44

Copyright © 2020 HRMS All Rights Reserved to FCI Page52 of 195



Core HR o
User Manual Version 2.2 iU

\/ FCiI HRMS fa Aa AMIT KUMAR

Office Setup Master

CATICm hume Dear! wwve-t BucTwaaf ity
Otfice Ottice

YPu Zone Regon
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Figure4-44: Existing Office Detail Updated for Approval

4.1.9.6 Office Setup View

Click or @ to open View Office detail form as shown in Figu4b4 Further theUser
can:

View Action History
1 Clicko to open the Action History which reflect

the approval routing for thepecific transaction.

R
1 Clicko to navigate toOffice Setup Landingage.

Copyright © 2020 HRMS All Rights Reserved to FCI Page53of 195



Core HR L% R
. =Y,
User Manual Version 2.2 g

C1 HRMS " Aa ESS m ° AMIT KUMAR b

Office Setup-View

Figure4-45: Office Setup- View

4.1.1Mivision Master

DivisionMaster will contain a list ofall dvisionsas per different FCI offices which will
allow the Userto keep track filter, searchand manage different divisionwith a
provision tonominate a head of department based on different FCI offices

4.1.10.1 Navigation

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

1 Day
4.1.10.3 Landing Page

User shall traverse the navigation as mentioned in Section 4.1.10.1 to reach the
DivisionMaster Landing Page as shown in Figh#6
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Figure4-46: Division Master

Usershall be able to perform the following activities from the landing page:

1 Clicko to apply the available filters.

1 Clickor . to export the table records in Excel as per
table columns.

Search:
1 Clickor. to enter a search query that shall
search the table records.

1 Clickor  to sort the table records in ascending order or descending order of
entries.
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9 Click on Status, to open the action history in a popup that describes the
approval routing of the entire transtion
) Previous 1 two 3 - S > 418 Next
M Clickor to
navigate table records

Add Division Detail

1 Clicko to add a new division in the table as
mentioned in Section 4.1.140¢ Add DivisiorMaster

1 Click or to edit an existing division in the table as mentioned in Section
4.1.105 ¢ Edit DivisiorMaster

9 Clickon @ to view an existing division details in the table as mentioned in
Section 4.1.1®.¢ View DivisiorMaster

4.1.10.4 AddDivisionDetalil

Add Division Detail

Click ontc open the addlivisionform as shown in Figure 4
47

= NI/ FCIHRMS Ao A3 Al ESS 9 AT KUMAR g

Add Division Master

Request Date Applicadie Otfios * Division * Division HOD *

Figure4-47: Add Division Master

Please ensure the following before creating a new division:

V Office Setup Master is updated,
V Employee Master is updated.

Enter the details and click ¢ such that a success message will be shown in the
Division Master Landing Page for addition of a new record in the tssed on selapproval
as shown in Figure-48
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Division Master

Swcceest Dneacn has bHeen sevod swcoessfuihy
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Add Division Datail
Show 100 v entres Exportto Sesch
Dwvis S RGAL a 3 __F - <L (;)
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Diviea 0 A t al A PR 0 16084 /
@
Figure4-48. New Division Added
4.1.10.5 EditDivisionMaster
Click or. to open EdiDivision detail form as shown in Figurd@
_ s = = 0 R
E \li/ FCIHRMS ™ A3 J AMIT KUMAR b
Edit Division Master
Division 1D Reguast Dats Appicabie Oftice * Dwision *
Cive yHOD * Eft { \
Figure4-49: Edit Division Master
Enter the details and click o such that a success message will be

shown in the Division Master Landing Page for updating the existing record in the table
based on selapprovalas shown in Figure-80
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Figure4-50: Existing Office DethlUpdated for Approval

4.1.10.6 ViewDivision Master

Click or. @ to open View Division Master as shown in Figufsl4 Further theUser
can:

As \ Aa ESS _o AMIT KUMAR b

View Division Master

Figure4-51: View Division Master
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1 Clicko to open the ActiorHistory which reflect

the approval routing for the specific transaction.

-
1 Clicko to navigate toDivision Master Landingage.

4.1.11Section Master

Section Master will contain a list of all sections as per different FClodisifor all FCI
offices which will allow théJserto keep track, filterand searcrand manage different
subdivisions as sections.

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

User shall traverse the navigation as mentioned in Section 4.1.11.1 to reach the
Section Master Landing Page as shown in Fig2 4

= \l/ FCI HRMS Aa £s g AMIT KUMAR B

Section Master

Figure4-52: Section Master

Copyright © 2020 HRMS All Rights Reserved to FCI Page59 of 195



Core HR :
User Manual Version 2.2 W

Usershall be able to perform the following activities from the landing page:

Get Results
1 Clicko to apply the available filters.

Excel PDF Print
1 Click or. to export the table records in Excel as per

table columns.

Search:
1 Click or. to enter a searclguery that shall

search the table records.

1 Clickor.  to sort the table records in ascending order or descending order of

entries.
] Previous 1 two 3 - 5 > 416 Next
M Clickor to
navigate table records
) dd Section o ) _
M1 Clicko to add a new section in the table as mentioned in

Section 4.1.11.8 Add Sedbn

M1 Click or.? to edit an existing section in the table as mentioned in Section
4.1.11.4¢ Edit Section

4.1.11.3 Add Section

dd Section

Click onta

open the Add Section popup as shown in Figubd 4

Figure4-53: Add Section
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Enter the details and click c such that a success message will be shown in the

Section Master Landing Page for addition of a new record in the table as shown in Figure 4
-] \/ FCl HRMS An Aa ESS :o AMIT KUMAS i

Section Master

I

Mlice Typs )FFice Dravwion Sectaan

Show o w entrics  Exportto

Figure4-54: New Section Added

4.1.11.4 Edit Section

Click or to open Edit Region popup as shown in Figubb4
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Figure4-55: Edit Section Master

Enter the details and click ¢ such that a success message will be shown
in the Section Master Landing Page for updating the existing record in the table as
shown in Figure -$6

= NI/ FCI HRMS Au Aa m 9 AMIT kUMAR B

Section Master

WS maat T Te i Dt P e S ate] e - ——T T
ot

e Type Office Divsion Section

In Active |

Ehow 0 v entres  Export to

o DO KOKRAJHAR 3 z et 4
DO NL £Cd 4

| - -~ | A 4

KOT Al &

s EC42 "4

Figure4-56: Existing Section Updated
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4.1.1Xell Master

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

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

Usershall traverse the navigation as mentioned in Section 4.1.12.1 to reach the Cell
Master Landing Page as shown in Figuty 4

= N/ FCIHRMS A 23 P o omerann §

Cell Master

flice Type Mice Dowrsion Sectiorn

Figure4-57: Cell Master

Usershall be able to perform the following activities from the landing page:

1 Clicko to apply the available filters.
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! Clickor ~—" . 71Nt 1o export the table records in Excel as per
table columns.

Search:
1 Click or. to enter asearch query that shall
search the table records.

9 Clickor  to sort the table records in ascending order or descending order of
entries.
. Previous 1 2 3 472 Next
M Clickor o
navigate table records

w
I
w

) Add Cell ) _ _ _
M1 Clicko to add a newCellin the table as mentioned in Section
4,1.123 ¢ AddCell

M1 Click or.z to edit an existingCellin the table as mentioned in Sectidnl.124
¢ EditCell

4.1.12.3 AddCell

. Add Cell o
Click ontc open the AddCellpopup as shown in Figure58

Office *

Figure4-58: Add Cell

Enter the details and click ¢ such that a success message will be shown in the
Cell Master Landing Page for addition of a new record in the table as shown in Figfure 4

Copyright © 2020 HRMS All Rights Reserved to FCI Page64 of 195



Core HR "-'%§§§
User Manual Version 2.2 A
n A/ FClIHRMS Aa Aa ESS .° AMIT KUMAR b
Cell Master
Oftice Type Office Dwigon Saection
Cal s Active I
Show W0 v erdries  Export to
Search
L43 1 DO XOKRAJMAR ‘ A 7
EL4352 P Qua ) A F 4
1 20 (NORT} IDA L ot A r 4

Figure4-59: NewCellAdded
4,1.12.4 EditCell

Click or< to open Edit Celpopup as shown in Figure6D

Offica *

Diviaion *

Is Active *

ACIvG

Figure4-60: Edit Cell Master

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

in the Cell Master Landing Page fodaging the existing record irhe table as shown in
Figure 461
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Cafl Master

Figure4-61: ExistingCellUpdated

4.1.13Cadre Master

CadreMaster will contain a list of aladres as per different FCI divisions for all FCI offices
which will allow theUserto keep track, filter, and search and manage them.

4.1.13.1 Navigation
Left Navigation:Core HR >>Masters >> Organization ManagemeQaelseMaster
4.1.13.2 Landing Page

Usershall traverse the navigation as mentioned in Sectidn131 to reach theCadre
Master Landing Page as shown iigufe 462
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Cadre Master

Show 10 v entnes  Exportio

Figure4-62: CadreMaster

Usershall be able to perform the following activiiédrom the landing page:

1 Clicko to apply the available filters.

1 Clickor ' "~ to export the table records in Excel as per
table columns.

Search:
1 Clickor. to enter a search query that shall
search the table records.

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

2 Next

9 Clickor B to navigate table records

Add Cadre

M Clicko to add a newCadrein the table as mentioned in
Sectiord.1.133 ¢ AddCadre
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1 Click or to edit an existingcadrein the table as rantioned in Section
4.1.134 ¢ EditCadre

4.1.13.3 AddCadre

Add Cadre

Click o to open the AddCadre popup as shown in Figuré3

Add Cadre

Figure4-63: AddCadre

. . i . :
Enter the details and click such that a success message will be shown in the
CadreMaster Landing Page for addition of a new recorchimtable as shown in Figuret4

As Al ESS 9 AMIT KUMAR &

Cadre Master

Sawch

Figure4-64: New CadreAdded
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4.1.13.4 EditCadre

Click or“ to openEdit Cadrgoopup as shown in Figureéb

Edit Cadre

Cadre 1D

Cadre Name *

Figure4-65: EditCadreMaster

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

shown in theCadreMaster Landing Page for updating the existiagord in he table as
shown in Figure 66

- My FCIHRMS Aa ‘ Aa  £sS ? AMIT KUMAS &
Cadre Master
ar + Act
:
Show 0 v entres  Exportio

Search:

=1 s
ADR \ Ac 7
ADR ' Al 4

Figure4-66: ExistingCadreUpdated
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Category Master will contain a list of all Categories in FCI divisions for all FCI offices which
will allow theUserto keep track, filter, and search and manage them.

4.1.14.1 Navigation

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

Master
4.1.14.2 Landing Page

User shall traverse the navigation as mentioned in Section 4.1.14.1 to reach the
Category Master Landing Page as shown in Figéie 4

Figure4-67: Category Master

Usershall be able to perform the following activities from the landing page:

1 Clicko
f Click or o :
table columns.
Search:
M Click or.

search the table records.
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to apply the available filters.

to export the table records in Excel as per

to enter asearch query that shall
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"“.

9 Clickor  to sort the table records in ascending order or descending order of
entries.

Previous 1 Next

1 Click or‘ R ~ to navigate table records

1 Clicko to add a new Category in the table as mentioned

in Section 4.1.14.8 Add Category

1 Click or to edit an existing Category in the table as mentioned in Section
4.1.14.4¢ Edit Category

4.1.14.3 Add Category

Click o to open the Add Category popup as shown in Figué& 4

Add Category

Catagory *

Figure4-68: Add Category

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

Category Master Landing Page for addition of a new record in the table as shown in Fé§ure 4
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I

Show 10 v entries Exportto
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A AT Active y
CAT4 CAT-IV Active z

Figure4-69: New Category Added

4.1.14.4 Edit Category

Click or“ to open Edit Categorgopup as shown in Figure7d

Edit Category

Catogory 1D

Figure4-70: Edit Category Master

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

in the Category Master Landing Page for updating the existing record in the table as
shown in Figure #1
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Show 10 v entries  Exportto
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CAT3 CAT-Hll ACIVE 4

CAT4 CAT-IY ACTive 4

Figure4-71. Existing Category Updated

4.1.1%Pay Grade Master

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

4.1.15.1 Navigation

Left Navigation: Core HR >>Masters >> Organization Management >> Pay Grade
Master

4.1.15.2 Landing Page

Usershall traverse the navigation as mentioned in Section 4.1.15.1 to reach the Pay
Grade Master Landing Page as shown in Figut2 4
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Figured-72: PayGrade Master

Usershall be able to perform the following activities from the landing page:

1 Clicko to apply the available filters.

1 Clickor o ~""" to export the table records in Excel as per
table columns.

Search:
1 Click or. to enter asearch query that shall

search the table records.
1 Clickor  to sortthe table records in ascending order or descending order of
entries.
. Previous 1 2 3 4 5 Next .
1 Click or to navigate table
records
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1 Clicko S Fey Srade to add a new Pay Grade in the table as mentioned

in Section 4.1.15.8 Add Pay Grade

"“.

1 Click or to edit an existing Pay Grade in the table as mentioned in Section
4.1.15.4¢ Edit Pay Grade

4.1.15.3 Add Pay Grade

Click o AedFey Srede to open the Add Pagsrade popugas shown in Figure-43

Add Pay Grade

Pay Grade *

Figure4-73: Add Pay Grade

Enter the details and click c such that a success message will be shown in the
PayGrade Mastet.anding Page for addition of a new record in the table as shown in Figi#te 4
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Figure4-74: New Pay Grade Added

4.1.15.4 Edit Pay Grade
Click or to open Edit Pay Gragepup as shown in Figure?

Edit Pay Grade

Grode Code

Figure4-75: Edit Pay Grade Master
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Enter the details and click ¢ such that a success message will be shown

in the Pay Grade Master Landing Page for updating the existomydén the table as
shown in Figure 46

= N/ FCl HRMS As Aa ES 9 AMITKUMAR B

Pay Grade Master

Pay Grade Is Active

Show 0 ¥ entnes Exportto )
Sewch

Figure4-76: ExistingPay GraddJpdated

4.1.1dtem Master

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

4.1.16.1 Navigation
Left Navigation:Core HR >>Masters >> Organization Management >> [tem Master
4.1.16.2 Landing Bge

Usershall traverse the navigation as mentioned in Section 4.1.16.1 to reach the Item
Master Landing Page as shown in Figuiie 4
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Figure4-77: ltem Master

Usershall be able to perform the following activities from the landing page:

1 Clicko to apply the available filters.

1 Clickor ' "~ to export the table records in Excel as per

table columns.

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

Previous V| 2| 3| 4| S Next

1 Clickor to
navigate table records

...
M Click o- then on R to add a new Item in the table

as mentioned in Section 4.1.16;3Add Item

o

1 Clickor. ® to view the itans as mentioned in 4.1.16cView Iltem

4.1.16.3 Add Item

i s naavom
Click o-then in Figure 489then e as shown in Figure-40

to open the Add Item popup as shown in Figurédd

= N/ FCIHRMS As Aa  ESS ® i b
Add ltem
Otth D n Diwsion HD Item nt
Iter
Show 10 v entries Exportto

Search

Figure4-78. Add Asset
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Regured Quantity *

Collect Back *

Figure4-79: Add Item

Submit
Enter the details and click such that a success message will be shown in the
Add AssePage for addition of a new record in the table as shown in Fig&@ 4

= A\ FCl HRMS As An Ad ESS P AMIT KUMAR b

Add ltem

Items

Show 10 v gntries  Export to _
Search

Figure4-80: New Item Added

4.1.16.4 View ltemMaster

Click or. @ in figure 489 to open Item details shown in Figureé3:
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Figure4-81: View ltemMaster

4.1.1Designation Master

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

4.1.17.1 Navigation

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

4.1.17.2 SLA
1 Day
4.1.17.3 Landing Page

User shall traverse the navigation as mentioned in Section 4.1.17.1 to reach the
Division Master &nding Page as shown in Figur82

Copyright © 2020 HRMS All Rights Reserved to FCI PageB1of 195



Core HR vEE
; sy,
User Manual Version 2.2 g

FCI HRMS Aa Aa o AMIT KUMAR :'

= A\

Designation Master

s e S ”
Search

Figure4-82: Designation Master

Usershall be able to perform the following activities from the landing page:

1 Clicko : ’ to apply the available filters.

1 Click or. o o export the table records in Excel as per
table columns.
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Search:
1 Click or. to enter a search query that shall

search the table records

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

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

. Previous 1 2 3 4 5 1585 Next
M Clickor
navigate table records
Add Designation
1 Clicko to add a new designation in the table as

mentioned in Section 4.1.14 Add Designation

1 Click or 4 to edit an existing designation in the table as mentioned in
Section 4.1.15.¢ Edit Designation

4.1.17.4 Add DesignatioMaster

Add Designation
Click ont open the add designation form as shown in Figure

4-83
Please ensure the following before creating a new designation:

V Office Setup Master is updated,

Division Master is updated,

Section Master is updated,

Cell Master is updated,

Cadre Master is updated,

Cdegory Master is updated,

Pay Grade Master is updated,

Salary Type Master in Compensation and Benefits Module is updated.

< <K <K<K <KKLKKL
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Add Designation Master

Full Designation *

Office Name *

s Ac
Manager Dashboard
Reportng Desgnation
ansit
0 e D \ FEQory
pplcab "IN

v _1
Job Descrgbon * Desynation Emal
ay Grade
3 ny * Pay Sca
Starn Basi Eng Basic

Abbreviated Designation * Salary Type *

etection Method *

Figure4-83: Add DesignatiorMaster

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

Designation Master Landing Page for addition of a new record in the table as shown in Figure
4-84
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Designation Master

Otfice ackhe -ategory

Office Typs

Show 10 v antries. Exportto P ’
Search

Figure4-84: New Designation Added

4.1.17.5 Edit DesignatioiMaster

Click or. 4 to open Edit Designation detail form as shown in Figuds 4
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\ FClI HRMS

Edit Designation Master

on 1L

Figure4-85: Edit DesignatiorMaster

Enter the details and click ¢ such that a success message will be shown
in the DesignationMaster Landing Page for updating the existing record in the table as

shown in Figure -85
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Designation Master

[ Success! Designation has been saved successfully.

Office Type Office Caclre Category

All - Al v All v All

Figure4-86: Update Designation Message

4.2 User Management
4.2.1 Initiator Access Mapping

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

4.2.1.1 Navigation
For MS& Manager Dashboard:

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

4.2.1.2 Landing Page

Usershall traverse the navigation as memixd in Section 4.1.1.1 to reach the Landing
Page as shown in Figu®& below

= NI/ FCIHAMS moA '™ o At an By

Intiator Access Mapping Master

Figure4-87: Initiator Access Mapping Master

Usershall be able to perform the following activities from the landing page:
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Search:
1 Click or. to enter a search query that shall

search the table records.

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

. Previous n 2 Mext .
1 Click or. to navigate &able records

Assign Access
M Clickor to assign a new access for MSS.

1 Click or © to view existing details in the table.

&
1 Click or. E to edit existing detail in the table.

4.2.1.3 Assign Access

Assign Access

Click or to assign a hew access for MSS menu links as shown in
Figure below:
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Assign Access

1
=
ISERATCHER £2¢ ) e ‘ =
. 2
3
a
o acess =
4 =
5 BT
Figure4-88: Assign Access
1 Enter the details and click ¢ such that a success message will be
shown in the Landing Page for addition of a new record in the table as shown
below
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Initiator Access Mapping Master
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200572 AMT KUMAR {0 40Dt Persorned Maneqger oy ® [/
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PRYANK DaHYA W0 MO Det Personned Assestant Gende - 18121020 o [/
PRE) ND SAIM Dt ) 1 ® 7
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JasgEE SHUBHAM KARAAYL W 0 PANCHELLA Parsonned Assistamt Grage - N 1812204 @

Figure4-89: New Access Assigned

4.2.1.4 Edit Access

&
Click or. E to open Edit Access for editing existing detail of an employee for MSS
access as shown in Figure below:
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Figure4-90: Edit Access

1 Enter the details and click cmsuch that an update message will be
shown in the Landing Page for updating an existing record in the table as shown
below:
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Figure4-91: Access Updated

4.2.2 Multiple Role Assignment

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

4.2.2.1 Navigation
For MSS Manager Dashboard:

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

4.2.2.2 Landing Page

Usershall traverse the navigation as mentioned in Section 4.1.2.1 to reach the Landing
Page as shown in Figure below:
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Multiple Roles Acoess

Figure4-92: Multiple Role Assignment
Usershall be able to perform the following activities from the landing page:

Search:
1 Click or. to enter a search query that shall

search the table records.

9 Clickor.  to sort the table records in ascendjrorder or descending order of
entries.

Previous 2 Mext
1 Click or n to navigate table records

M1 Clickor to assign a new access for MSS.

@
M1 Clickor to view existing details in the table.

&
M Click or. E to edit existing detail in the table.

4.2.2.3 Assign Multiple Roles

Click or.

to assign additional charge as shown in Figure below:
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Figure4-93: Assign Multiple Role
9 Enter the details and click ¢ such that a success message will

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

3 ° e B

Mullipin Roles Access

Fole has b waintited successiury

Figure4-94: Multiple Role Assigned

4.2.2.4 Edit Access

&
Click on L2 to open Edit Access for editing existing detail of an employee for
additional charge as shown in Figurelow:
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.

Edit Multiple Roles

Figure4-95: Edit Multiple Roles

1 Enter the details and click cmsuch that an update message will be
shown in the Landing Page for updating the existing record in the table as
shown below:

3 P e B

Multiple Roles Access

..........

Figure4-96. Multiple Roles Updated
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4.2.3 DoP Master

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

4.2.3.1 Navigation

For MSS§; Manager Dashboard:

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

Usershall traverse the navigation as mentioned in Section 4.1.3.1 to reach théngand
Page as shown in Figure below

AL s O e P
Process Workflow Master

=
(]
o[Fa
7 [a)
¢ - 'y u

Figure4-97. DoP Master

Usershall be able to perform the following activities from the landing page:

Get Results
1 Click or to apply the available filters.
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Search:
1 Click or. to enter a search query that shall

search the table records.

1 Clickor  to sort the table records in ascending order or descending order of

entries.
. Previous n 2 Mext .
1 Click or. to navigate table records
Add Process
1 Click or to create a new DoP.

1 Click or to view existing details in the table.

&
1 Click or. 2 to edit existing detail in the table.
1 Click or. & to add dispatching managers based on different categories.

Additional Reviewer
M1 Clickor to view list of added reviewers for different
processes

4.2.3.3 Add ProcesgVorkflow Configuration

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

a = ° >
~ e
- o
R
— — .
[ —— ]
.
-
.
o
[ — ] -~ | -

Figure4-98: AddProcess Workflow Configuration
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1 Enter the details and click ¢ such that a success message will
be shown in the Landing Page for addition of a new record in the table as
shown below

Ai/ FCIHRMS A M Aa ESS 0 RATRRGR By

Process Workfiow Master

Otficz Nare * Process Name is Actre

-

Search

Figure4-99: Process Workflow Created

4.2.3.4 Edit Proces8Vorkflow Configuration

7
Click on 2 to open Edit Process for editing existing detail of a DOP as shown in
Figure below:
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Catit Process Workflow Contiguration

Appeirem Ovirataem

=3

Figure4-100: Edit Process WorkflolConfiguration

1 Enter the details and click cm such that an update message will be
shown in the Landing Page for updating the existing record in the table as
shown below:
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Figure4-101: Process Workflow Updated

4.3 Upload Policy

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

4.3.1.1 Navigation

For MSS Manager Dashboard:

Left Navigation:Core HR >Requests>> Policy and Alerts >> Uplo&dlicy
4.3.1.2 Landing Page

User shall traverse the navigation as mentioned in Section 4.2.1.1 to reach the Policies
and Circularéanding Page as shown in Figure below
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Policy Listing

Figure4-102 Policy Listing

Usershall be able to perform the following activities from the landing page:

1 Clickor to apply the available filters.
to reset the applied filters.

M1 Clickor
Excel
1 Click or. to export the table records in Excel as per table columns.
Add Policy Listing
1 Click or to generate new request.
Search:
1 Click or. to enter a search query that shall

search the table records.
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1 Clickor  to sort the table records in ascending order or descending order of
entries.

i Clickor © to view existing details in the table.

F 4
M Click or. E to edit existing detail in the table.

. Previous n 2 Mext .
1 Click or. to navigate table records

4.3.1.3 Upload Circulars/Policy

Click or to upload a new policy using upload policy form as

shown in Figure below:

= A/ FCi HUMAN RESOURCE MANADEMENT SYSTEM o " 0 Aa g m Y
Upload Crculars/Policy
Figure4-103: Add Circulars/Policy
1 Enter the details and click ¢ such that a success message will

be shown in the LandinBage for addition of a new record in the table as
shown below
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Policy Listing

Figure4-104: PolicyListingg PolicyUploaded

1 The uploaded policies shall reflect in the ESISotice section as shown in
below figure:

= N/ FCIHRMS

An m \ ,o AT KNAE By

3 ENotice T My Pensing Requesn

Figue 4-105: Policy Notice
4.3.1.4 EditPolicy

5
Click on E to open Edit Process for editing existing detail gicdicy as shown in
Figure below:
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Figure4-106: Edit Circulars/Policy

1 Enter the details and click cmsuch that an update message will be
shown in the Landing Page for updating the existing record in the table as
shown below:
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Figure4-107. Policy Updated

4.4 Appointment & Probation
4.4.1 Cardex Assignment

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

Left Navigation:Core HR >Request> Appointmentand Verificatiors> CARDEX
Assignment

4412 SLA
2 Days
4.4.1.3 Landing Page
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o

Employee CARDEX Assignment

greet o Ragion Office Type Jorrrg OMice

Add Cardex Assignment

Show 10w eniries  Export to

CARDEX Assignmani

Figure4-108 Landing Page

Usershall be able to perform the following activities from the landing page:

1 Click o- to apply the available filters.

1 Click or. 1o export the table records in Excel as per
table columns.

Search:
1 Click or. to enter a search query that shall

search the table records

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

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

Previous 1 Next
viUUO NC AL

Clickor to navigate table records

Click or € to reassign an existing record in the table

@
M1 Clickor to view an details in the table

4.4.1.4 New CARDEX Assignment
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Click o ' to open Add detail form as shown in Figure below

A\l FClIHUMAN RESOQURCE MANAGEMENT SYSTEM

As o Aa ESS m ,o AMIT KUMAR i

New CARDEX Assignment
Parent Zone Regon Oftice Type * Jomning Office *
Date Of Joning FCI + Codee *

Postion Appbed * Candidate Name *

CAfor Of Appontment *

Figure4-109 New CARDEX Assignment

_ _ Submit _
Enter the details and click ¢ And a new request will be generated and
added into ESS landing page with success message as shown in Figure below:

= \ FCI HUMAN RESQURCE MANAGEMENT SYSTEM

As o As ES m ? AMIT KUMAR ‘i

Employee CARDEX Assignment

Ll onr pe Javung Oftice
Show 0 v gntries  Export to
Search
AN U ) 5 R w l
) 2 N «
10 N - [ '] a
U Al agur 1 HEMNA .
R KuMas A ) HQ pld
4 ) A Z DO KN o

Figure4-110 Employee CARDEX Listin§uccessful Message
4.4.2 CARDEX Processing

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

Left Navigation:Core HR >Requests> Appointmentand Verificatior> Cardex
Processing

4422 SLA
2 Days
4.4.2.3 Landing Page

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

= Wi/ FCIHUMAN RESOURCE MANAGEMENT SYSTEM Q v @ a y W s b

Employee Cardex Listing

Otfien Type Zun Meglen Ofhu

Figure4-111 Employee CARDEX Listing

Usershall be able to perform the following activities from the landing page:

1 Click ol to apply the available filters.

Excel
1 Click or. to export the table records in Excel as per table columns.
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Search:
1 Click or. to enter a search query that shall

search the table records.

1 Clickor. to sortthe table records in ascending order or descending order of
entries.

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

. Pravit 1 .
1 Click or to navigate table records

LY

FA
1 Click or. K to edit an existingletail in the table.

M1 Click or_'@' to view adetailin the table

4424 AddCARDEX Details

Add Cardex Listing
Click or.

below:

to open Add Listing detail form as shown in Figure

N/ FCI HUMANMN RESOURCE MANAGEMENT SYSTEM o Ao D An [ saus | o DEVVANE DALY A

CARDEX Farm

Figure4-112 CARDEX Form

m such that the CARDEX form shall be

Enter the details and click ¢~
submitted based on seldpproval with a success message as shown below.
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Figure4-113 Successful Message

4425 ViewCARDEX Details

Click or.'@' to open View detail form as shown in Figure below:

4 SR AL T A R R P A e v A <> - o an === = PR Dassrs I

Figure4-114: View CARDEXetails

Further theUsercan:
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View Action History
1 Click or: to open the ActiorHistory which reflects the

approval routing for the specific transaction.

1 Click orm to navigate to Landing page.

4.4.2.6 Edit CARDEX Details

&
Click or. = to open Edit Process for editing existing detaiC#RDEX forias shown
in Figure below:

= A/ FCI HUMAN RESOURCE MANAGEMENT SYSTEM o P o An . m _° PRIVANK UASIYA

Edit CARDEX Form

QINCal INTOrMmMaTson
-

Direct Roonstment

Ozt Trnasl I wtm PULPaet Tiew Rasurvee Catagory

Figure4-115. Edit CARDEX Form

Update
1 Click or- to update CARDEX details based onagifroval.

4.4.3 Work Distribution

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

Left Navigation:Core HR >Requests> Appointmentand Verificatiors> Work
Distribution

4432 SLA
2 Days
4.4.3.3 Landing Page

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

FCI HUMAN RESOURCE MANAGEMENT SYSTEM o v @ A m _O rnrvare oareva B

Employae Work Distritstion

I Adtd Work Distriution
B LMY womns 1
- (7 [_I LM
Figure4-116: EmployeeWork Distribution
Usershall be able to perform the following activities from the landing page:
1 Click or. to apply the available filters.
. Excel .
1 Click or. to export the table records in Excel as per table columns.
Search:

1 Clickor. to enter a search query that shall

search the table records.

1 Clickor to sortthe table records in ascending order or descending order of
entries.

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

I ( 1 Next

1 Click or. to navigate table records

LY

&
1 Click or. to edit an existing record in the table
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1 Click or. to download joining letter.
i Clickor to viewan existing record in the tahle

4.4.3.4 AddWork Distribution

_ Add Work Distribution o _ o
Click on tc open Add new Listing detail form as shown in Figure
below:
- A/ FCi HUMAN RESOURCE MANAGEMENT SYSTEM o m @ Aa : =3 s sy AN oarva g

Create Work Allocation

...................

=

Figure4-117. Add Work Allocation

Submit
Enter the details and click (- .And a new request will be generated and added into
ESS landing page with succ@sessage as shown in Figure below:
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Employee Work Distribution

Success! Work Allocstion has been saved successfully,

Office Division Section Cadre

All . Select v wlect v All

Figure4-118 Successful Message

4435 ViewWork Distribution

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

= A/ FCI HUMAN RESOURCE MANAGEMENT SYSTEM o “w @ As ' =3 - mavANK pasava e

View Work Destribution

Figure4-119 ViewWork Distribution

Further theUsercan:
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1 Click or to open the Action History which reflects the

approval routing for the specific transaction.

O

1 Clickor to navigate to Landing page.

4.4.3.6 EditWork Distribution

Note ¢ Arequest which was approved previously can be updated. The updates shall
also go for approval process.

5

Click or. to open edit detail form as shown in Figure below:

= N/ FCl MUMAN RESOURCE MANAGEMENT SYSTEM 0 v @ M o= ®

PRIVANK DAMYA b

et Work Distnbution

Work 1D Bopiopen Nimbeor

Figure4-120: EditWork Distribution
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Update
Enter the details and click (- such that a success message will be shown on
the Landing Page for updating the existing record in the table as shown in Figure below:

Employee Work Distribution

Successl Work Allocation has been saved successfully. %

Figure4-121: Edit Successful of Request

4.4.3.7 Dispatchwork Distribution

To Dispatchthe request submitted by HRM8S8ser the reviewing authority shall
navigate to Reviewer landing page as shown in Figure below:

\l/ FCI HUMAN RESOURCE MANAGEMENT SYSTEM e e Q Ad Ess P PARAS PANIHAN: o

Employea Work Distribution Review

Office Division Sactien Cadre

Designation Statue

.

Shew 10 v ontres Exportte: ¢
Search

A . - . - . Assstant Crade
® fim WCKG6 2000(6 SURESH Perscnnel Personnel Estatyithmant General |

Figure4-122 Employee Work Distribution Review

=2

Click or. to open the Review form as shown in Figure above:
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Figue 4-123 Dispatch Work Allocation

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

authority:

M1 Clickor

approval routing fothe specific transaction.

to open the Action History which reflects the

M Click or n to attach a new document in PDF format with a document

name of not more than 5 MB

Add Reviewer

1 Click or link to open the additional reviewer popup where the
existing reviewing authority can add another reviewer in the line of aypglro
routing. Functionality explained itommon functionalitysection 5.1.1please

refer.

1 Click on button to submit the review with detaildo the
concerned reviewer selected as shownMSPATCH TO fieklchthat the
transaction is forwarded to the nexselected reviewer in the reviewing
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authority final reviewer has reviewed the transaction and the same transaction
is forwarded to approving authority for final approval.

M Click or button to send back the entire transaction directly back
to the Userwho canresubmit the request with necessary details. The status of
the transaction shall change fromending Reviewto Revertedin case any
reviewer or approving authority had reverted the transaction back to the

initiator.
9 Clickor to navigate back.
= NI/ FCIHUMAN RESOURCE MANAGEMENT SYSTEM e m @ A ess B o b

Employee Work Distribution Review

Request has been sspatchad successhuly.

Cefice Division Sectuon Cadre

Figure4-124: Employee Work Distribution ReviewSuccessfullDispatched

4.4.3.8 Review Work Distribution

Once the request is Dispatched by the user, the selected user will receive the request
for review as gart of reviewing authorityas shown in Figure-#20and shall click on

=4

to open the Review form as shown in Figure above:
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Reviewst Remarks

Dacumant Name Suppantive Doacwment

Figure4-125. Review Work Distribution

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

1 Clickor to open the Action History which reflects the

approval routing for the specific transaction.

M1 Click or n to attach a new document in PDF format with a document
name of not more than 5 MB

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

existing reviewing authority can add another reviewer in the line of approval
routing. Functionality explained isommon functionalitysection 5.1.1 please
refer.

. Selective Revert . .
9 Click on link to open the skective revert popup from where

the reviewing authority can send back the transaction to any reviewer who had
previously reviewed the transactionFunctionality explained in common
functionality 5.1.2, please refer.

M Click on button to submit the review wh details such that the

transaction is forwarded to the next reviewer in the reviewing authority or to
the approving authority after final review. The status of the transaction shall
change fromPending Reviewo Pending Approvabnce the final reviewer ds
reviewed the transaction and the same transaction is forwarded to approving
authority for final approval.
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M Click or. button to send back the entire transaction directly back

to the Userwho can resubmit the request with necessary details. The status of
the transaction shall change frofending Reviewto Revertedin case any
reviewer or approving authority had reverted the transaction back to the
initiator.

4.4.3.9 ApproveWork Distribution

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

- Al/ FCI HUMAN RESOURCE MANAGEMENT SYSTEM 0 w @ As g o RAIESH KL

Employee Work Distribution Approve

Senrcn

Figure4-126: Employee Work DistributiorApprove

v

Click or. © in above figure to open the Approval pagesaswn in Figure below
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Figure4-127: Approve Work Distribution

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

authority:

Click or to open the Action History which reflecthe

approval routing for the specific transaction.

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

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

existing reviewing authority can add another i@wer in the line of approval
routing. Functionality explained in common functionality section 5.1.1, please
refer.

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

the reviewing authority can send back the transaction to any reviewer hettb
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previously reviewed the transactionFunctionality explained in common
functionality section 5.1.2, please refer.

1 Click on to give approval on the transaction and On Approval

Landing Page status of the transaction changes femding Approvalto
Approvedas shown in Figure below

1 Click onmto give a rejection on the transaction and thserwill

not be able to resubmit the same transaction with updates. On Approval
Landing Page status of the transaction changes femding Approvalto
Rejected.

Cancel

1 Clickon — to navigate back to Approval Listing Page.

Employee Work Distribution Approve

Success! Request has been approved successfully,

Office Division Section Cadre

Al v Selaot v Select v All

Figure4-128 EmployeeWork Distribution Approve¢ Success Message

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

Left Navigation:Core HR >Requests>> Appointmentnd Verificatiors> ltem
Allocation

4442 SLA
2 Days
4.4.4.3 Landing Page

Usershall traverse the navigation as mentioned in Section above to reach the Landing
Page as shown in Figure below:
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= NI/ FCI HUMAN RESOURCE MANAGEMENT SYSTEM e w @ re = B omrthiok N b

Itam Allocation Listing

Ado Mem Allocation

how 0 v entries Exportto

152770 AMITASH XLMAR HO-Ders Poricnnel Assistant General Marage

Figure4-129 Item AllocationListing

Usershall be able to perform the following activities from the landing page:

1 Click or. to apply the available filters.

Exce
1 Click or. to export the table records in Excel as per table columns.

Search:
1 Click or. to enter a search query that shall
search the table records.

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

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

I ( 1 Neéxt

1 Click or. to navigate table records

&
1 Click or. to edit an existing record in the table

1 Click or. to generatejoining letterwith eSign

i Click or. to viewan existing record in the table.
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4444 Addtem Allocation

Click or: to open Addnew Listing detail form as shown in Figure

below:
= ' . ! 0
= Al FCIHUMAN RESOURCE MANAGEMENT SYSTEM o o @ A s fa phivasec oA
Add Allocation
Empiopes Nusur 1
Emplopes Name Office { adre
: &
Catngory Owsignston Ouatw O Joking f100f Namtine 2
CanmSeat Numeer S0d Geoup Of EMployee * Transter OraerfJaning Oroer

foms *
 Taga B 2] = Togn Wit 1] = TurtsusGians | = | = v/ i E
-

Remaks *

Figure4-130. AddAllocation

Enter the details and click cm

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

Item Allocation Listing

Success! Item Allocation has been saved successfully,

Office Type Office Division

All Seloct Select

Figure4-131 Successful Message

4445 View tem Allocation

Click or,@ to open View detail form as shown in Figure below:
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= A/ FCIHUMAN RESOURCE MANAGEMENT SYSTEM o o @ r e .° prrvanecanra o

View ltem Allocation

Figure4-132: View Item Allocation

Further theUsercan:

1 Click or to open the Action History which reflects the

approval routing for the specific transon.

Back
1 Click or- to navigate to Landing page.

4446 Editltem Allocation

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

e

&
Click or. to landing page to open edit detail form as shown in Figure below:
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= W\ FCIHUMAN RESOURCE MANAGEMENT SYSTEM © « © » = IE}-°

Edit Allocation

Alipcation 10
Emptoyen Mumber Emgioyee Mams Othes Dk on

Cadre Cxegory Deugnation Yate OF Joking

Flooe Numbor Canin'Geat Nember figod Group Of Employes * Transter OrderJoming Groer

[ = Tupe Arown 2 | & Tape Wiite 1 | « Tumbler Gss | # 32g. J & Scabe f Auker

Remaets *

Figure4-133; Edit Allocation

Update
Enter the details and click (- such that a success message will be shown on
the Landing Page for updating the existing record in the table as shown in Figure below:

Item Allocation Listing

Succesul Iltem Allocation has been saved successfully,

Office Type Office Division

All ¢ Select . SHaleat

Figure4-134 Item Allocation Listing Updated ItemAllocation

44477 Dispatch Item Allocation

To Dispatch the request submitted by HRMS user the reviewing authority shall
navigate to Reviewer landing page as shown in Figure below:
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A/ FCI HUMAN RESOURCE MANAGEMENT SYSTEM 0 “« @

ftom Allocation Review Listing

Bhow 30w oetries Esportto

Figure4-135: Item Allocation Review Listing

Click or. = to open the Review form as shown in Figure above:

| Dosument Name Seppartive Document

Figure4-136: Dispatch Item Allocation

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

authority:
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1 Click or. to open the Action History which reflects the

approval routing for the specific transaction.

M1 Click or n to attach a new document in PDF format with a document
name of not more than 5 MB

. Add Reviewer . . .
1 Click or link to open theadditional reviewer popup where the

existing reviewing authority can add another reviewer in the line of approval
routing. Functionality explained in common functionality section 5.1.1, please
refer.

1 Click on button to submit the review with details to #h
concerned reviewer selected as shown DASPATCH TO fieklch that the
transaction is forwarded to the next selected reviewer in the reviewing
authority final reviewer has reviewed the transaction and the same transaction
is forwarded to approving authiy for final approval.

1 Click or. button to send back the entire transaction directly back
to the User who can resubmit the request with necessary details. The status of
the transaction shall change fromending Reviewto Revertedin case any
reviewer or approving authority had reverted the transaction back to the
initiator.

M1 Clickor to navigate back.

Figure4-137: Item Allocation Dispatched

4448 Review Iltem Allocation

Once the request is Dispatched by the user, the selected user will receive the request
for review as a part of reviewing authority as shown in Figut&@ and shall click on

=

to open the Review form as shown in Figure above:
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Reviewsr ek

Dacumant Name Supporties Docwment

Figure4-138 Review Item Allocation

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

1 Click or. to open the Action History which reflects the

approval routing for the specific transaction.

M dickon n to attach a new document in PDF format with a document
name of not more than 5 MB

) Add Reviewer . . .
1 Click or link to open the additional reviewer popup where the

existing reviewing authority can add another reviewer in the line of approval
routing. Functionality e&plained in common functionality section 5.1.1, please
refer.

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

the reviewing authority can send back the transaction to any reviewer who had
previously reviewed the transactionFunctionality explained in common
functionality section 5.1.2, please refer.

M1 Click on button to submit the review with details such that the

transaction is forwarded to the next reviewer in the reviewing authority or to
the approving authority after filareview. The status of the transaction shall
change fromPending Reviewo Pending Approvabnce the final reviewer has
reviewed the transaction and the same transaction is forwarded to approving
authority for final approval.
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M Click or. button to send backhe entire transaction directly back

to the User who can resubmit the request with necessary details. The status of
the transaction shall change fromending Reviewto Revertedin case any
reviewer or approving authority had reverted the transaction backthe
initiator.

4.4.4.9 Approveltem Allocation

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

_ . (=]
FCI HUMAN RESOURCE MANAGEMENT SYSTEM A An £5% e RAJESH KUMAR
\E/ y * ESOURCE GEME 5! E e o AJlHnuMkp

Item Allocation Approve Listing

$haw 10 w #0liks  Euport to

W
o [ NS Fat b h o) JUNESH TRT
" Lnlabs ehment

Figure4-139 Item Allocation Approe Listing

v

Click or. © in above figure to open the Approval page as shown in Figure below

Figure4-140G Approve Item Allocation

Copyright © 2020 HRMS All Rights Reserved to FCI Pagel300f 195



Core HR (L5
User Manual Version 2.2 W”

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

1 Click or. to open the Action History which reflects the

approval routing for the specific transaction.

M1 Click or n to attach a new document in PDF format with a document
name of not morehan 5 MB

. Add Reviewer . - .
1 Click or link to open the additional reviewer popup where the

existing reviewing authority can add another reviewer in the line of approval
routing. Functionality explained in common functionality section 5.1.1, please
refer.

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

the reviewing authority can send back the transaction to any reviewer who had
previously reviewed the transactionFunctionality explained in common
functionality section 5.1.2, please refer.

1 Click on to give appr@al on the transaction and On Approval

Landing Page status of the transaction changes fiemding Approvalto
Approvedas shown in Figure below

1 Click onmto give a rejection on the transaction and the User will

not be able to resubmit the same transaction with updates. On Approval
Landing Page status of the transaction changes fiemding Approvalto
Rejected.

Cancel

1 Clickor to navigate back to Approvaisting Page.

— ltem Allocation Approve Listing

Success| Request has been approved successfully.

Office Diivision Section Cadre

&l N Silect i Skt - All

Figure4-141 Item Allocation Approvelistingg Success Message

4.4.5 Document Verification

This process is change status of Employee who are on probzdisd on document
verification
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4451 Navigation

Left Navigation:Core HR >Requests> Appointmentand Verificatiomw>Document
Verification

4452 SLA
2 Days
4.45.3 Landing Page

Usershall traverse the navigation as mentioned in Sectigh5.1to reach the Landing
Page as shown in Figure below:

f + ]
= i/ FCi HUMAN RESOURCE MANAGEMENT SYSTEM o " A8 est Q PRIVANK DAMIYA
\ dENT S o «ouen

Employoe Probation Listing

Figure4-142 Employee Probation Listing

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

1 Click or. to apply the available filters.

Exce
1 Click or. to export the table records in Excel as peole columns.

Search:
1 Click or. to enter a search query that shall

search the table records.

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

9 Click on Status, to open the action history in a popup that describes the
approval routing of the entire transaction
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M Click or. ‘ to navigate table records

1 Click or. to start request of confirmation or extension of probation.

4.45.4 Verify Documerd and Probation

e

(£
Click or. to open Add new information in the Figure below:

0
= i/ FCI HUMAN RESOURCE MANAGEMENT SYSTEM e Aa g o PRIVANK DAHIYA
\;, AN C G \ N 0 IYANK DAHIY b

Document Review Ang Probation

Fmgdopee Noambes Empiopes ame tHica

Sacsan Dusignation Calagery Date OF Jowsn

Frobation Status Etfecoye Date
5 Oulals Sceniting Oy New Seinme Arw Correct And Valis Ax Pt CARDEX Detaits 2
w Cansdaie My Adherad Te The Efglilty Critara As Per FCI Recrtment Norms 3

Figure4-143 Document Review and Probation

Enter the details and click ¢.” and a new request will be generated and
added into MSS landing page with success mesaadehe status changes froRending
to Pending Reiew as shown in Figure below:
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= A\l FCIHUMAN RESOURCE MANAGEMENT SYSTEM 0 v @ M J pRivANK cakeva  Jp
Employee Probation Listing

o Tyew Office Onvaion Sectior

Shew 10w~ enines  Expert fo .
Search

Figure4-144: Verification Initiated

4455 ViewDocumens and Probation

Click or,@lr to open View detail form as shown in Figure below:

‘0

= N/ FCI HUMAN RESOURCE MANAGEMENT SYSTEM 0 w @ A ' =3

PRIVANK DAMIYA ‘

View Employee Probation Detalls

Promation Stetus Effactive Date

L Jres)

Figure4-145 ViewEmployee Probation Details
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Further the User can:

1 Click or to open the Action History which reflects the

approval routing for thespecific transaction.

O

1 Clickor to navigate to Landing page.

4.45.6 Dispatch Documents and Probation

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

= i FCI HUMAN RESOURCE MANAGEMENT SYSTEM An Al ¢ 9 PARAS PANIWANI
W (- I 3 »

Empiloyee Probation Listing

e Type Oifice ST Sudien

Bhow 1 ~ aniries  Expoetto

Figure4-146. Employee Probation Review Listing

Click or. L= to open the Review form as shown in Figure above:
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= A/ FCI HUMAN RESOURCE MANAGEMENT SYSTEM

Approve Cardex Detalls

Probation Status

Figure4-147. Dispatch Document Verification androbation

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

Click or to open the Action History which reflects the

approval routing for the specific transaction.

Click or n to attach a new document in PDF formaith a document
name of not more than 5 MB

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

existing reviewing authority can add another reviewer in the line of approval
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routing. Functionality explained in common functionality section 5.plkase
refer.

M Click on button to submit the review with details to the

concerned reviewer selected as shownDASPATCH TO fieklch that the
transaction is forwarded to the next selected reviewer in the reviewing
authority final reviewer has reviewedh¢ transaction and the same transaction
is forwarded to approving authority for final approval.

1 Click or. button to send back the entire transaction directly back
to the User who can resubmit the request with necessary details. The status of
the transactim shall change fronPending Reviewo Revertedin case any
reviewer or approving authority had reverted the transaction back to the
initiator.

1 Clickor to navigate back.

Request has bean dispatched successiully,

Designanon Statue

Figure4-148 DispatchedDocument Verification

4457 ReviewDocument Verification and Probation

Once the request is Dispatched by the user, the selected user will receive the request
for review as a part of reviewing authority as shown in Figui&e@l and shall click on

to open the Rview form as shown in Figure above:
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Figure4-149 Review Document Verification and Probation

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

Click or. to open the Action History which reflects the

approval routing for the specific transaction.

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

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

existing reviewing authority can add another reviewer in the line of approval
routing. Functionality explained in common functionality section 5.1.1, please
refer.

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

the reviewing authority can send back thransaction to any reviewer who had
previously reviewed the transactionFunctionality explained in common
functionality section 5.1.2, please refer.

Review
Click on - button to submit the review with details such that the

transaction is forwarded to the next rewer in the reviewing authority or to
the approving authority after final review. The status of the transaction shall
change fromPending Reviewo Pending Approvabnce the final reviewer has
reviewed the transaction and the same transaction is forwarttedpproving
authority for final approval.

Click or button to send back the entire transaction directly back

to the User who can resubmit the request with necessary details. The status of
the transaction shall change frofending Reviewo Revertedin cag any
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reviewer or approving authority had reverted the transaction back to the
initiator.

Employee Probation Listing

Successl Request has been reviewed successfully,

Office Type Office Division Section

All ’ All ’ All . All

Figure4-150 Document Verification and ProbatioReviewed

4.45.8 ApproveDocument Verification and Probation

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

v

section 4.4.5.5nd click on to open the Approval page as shown in Figure below

D ritrres=a Marms g live Dot urm et

Figure4-151 Document Verification and Probation Approval

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

M Clickor to open the Action History which reflects the

approval routing for the specific transaction.

M Click or n to attach a new document in PDF format with a document
nameof not more than 5 MB

. Add Reviewer . i .
1 Click or link to open the additional reviewer popup where the

existing reviewing authority can add another reviewer in the line of approval
routing. Functionality explained in common functionality section 5.1.1, please
refer.
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. Selective Revert . .
1 Clickon link to open the selective revert popup from where

the reviewing authority can send back the transaction to any reviewer who had
previously reviewed the transactionFunctionality explained in common
functionality section 5.1.2, please refer.

1 Click on to give approval on the transaction and On Approval

Landing Page status of the transaction changes femding Approvalto
Approvedas shown in Figure below

1 Click onmto give a rejection on the transaction and the User will

not be able to resubmit the ane transaction with updates. On Approval
Landing Page status of the transaction changes femding Approvalto
Rejected.

Cancel

1 Clickor to navigate back to Approval Listing Page.

— Employee Probatlion Listing

Success! Request has been approved successfully.

Office Type Office Division Section

All g All ~ All v All

Figure4-152 Document Verification and Probation Approved

4.5 Employee Records Management
4.5.1 Employee Portfolio Detail

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

4,5.1.1 Navigation
For MSS

Left Navigation:Core HR >> Transaction >> Employee Records Management >>
Employee Portfoli®etails

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

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

Figure4-153 Employee Portfolio Detail

1 Apply the filters and click c to fetch therecords as

shown in Figure below:

= A\ FCIHAMS

o ANITAGH KUMAR 6

Employee Portfollo

Toew

Figure4-154 Employee Portfolio Detail
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Search:
1 Click or. to enter a search query that shall
search the table records.
1 Clickor  to sort the table records in ascending order oisdending order of
entries.
1 Clickor to view portfolio details of the employee as shown in below
Figure:
= \:,‘ FCI HRMS A An m " AMITAB 2 00AN 6

Employee Profde Ropont

Work information

Ervgorpee M il S
" ¥ Catopiny

Desgpratam ' Vs Mode of Joreny ' Duto of Juiring &

S Coow ' 5 T Mirstur Meporing Manages | DEVELH ALIWAG v2

Trophopes Statin P Satary Typm T Oficad Tl &2 il E

it Type DN Teren

Leave Profile

Transter Profile

Dsceinary Proceedings

Figure4-155. Employee Portfolio Report
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4.5.2 Employee Profile Edit

This process will allow the nodafficer to update employee formation based on My
Profile edit requests raised by employees.

4.5.2.1 Navigation

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

4522 SLA
Not Applicable
45.2.3 Landing Page

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

= N/ FCIHUMAN RESOURCE MANAGEMENT SYSTEM © » 0O » = B . somoons

Edit Employea Profile

Figure4-156. Edit Employee Profile

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

1 Click or. to fetch the profile and portfolio details of the selected

employee.

1 Click or to view the profile editequests raised by the

employees from ES8y Profile.
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45.2.4 Edit Profile and Portfolio Details

'aSNJ gAff yFE@AIILGS G2 GKS aSt SOGSR SyLi 2eS
the employee number filtered as shown below:

(V)]

N

FCI HUMAN RESOURCE MAMNAGEMENT SYSTEM o " [ Ae] ™ =3 g SOMAL SOvAL T

Edit Employes Profile

o
as
o
NAVNEET SANDMU o b
Moo
bt - A oc
i o
€o See
Profile it Roguest
-
1
o
P 2
[taeerome g :

L]

Figure4-157: EditEmployeeProfile - Update
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mto update the portfolio or profile

Enter the details and click o."
details of the employee which is then reflected in the ES8/ Profile and My

Portfolio. Nodal officer will then click or. to mark the request as
Completed.

4.5.3 Employee Master

This process will allow user to update mastetadls related to paynd various statuses
for an employee.

45.3.1 Navigation

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

4532 SLA
Not Applicable
45.3.3 Landing Page

User shall traverse the navigation as mentioned in Seetibr8.1 to reach the Landing
Page as shown in Figure below:

= A/  FCI HUMAN RESOURCE MANAGEMENT SYSTEM o m @ Aa : &= - BOMAL DOVAL

Employee Master

Ll

(&
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Figure4-158 Employee Master

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

1 Click or. to apply the available filters.

Excel
1 Click or. to export the table records in Excel as per table columns.

Search:

1 Click or. to enter a search query that shall
search the table records.

1 Clickor to sortthe table records in ascending order or descending order of
entries.

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

Srevint 1 Next

M1 Click or. to navigate table records

LY

A
M1 Click or. to edit an existing record in the table
M Click or. to viewan existing record in the kde.

45.3.4 Update Employee Master

e

(&
Click or. to open the employee master detail page as shown in Figur&34 The
user shall enter the details and perform one of the following:

1 Clickor to view the employee ESE, My Profile.
Add reason
1 Click or. to add reason foupdating employee detail in

employee master.
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AL/ PCI HUMAN RESOURCE MANAGEMENT SYSTEM e

Edit Employee Master Information

Figure4-159 Employee Work Information
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Click or. to update employee master details based on-sgiproval.
= NI/ FCIHUMAN RESOURCE MANAGEMENT SYSTEM o w @ re s B i

Employee Master

Employet Record has been saved succeenfully.

Itetnion Secton

Categery Daesignation
Shaw 10 v emries  Exportto Sasseit
( WE AT-I > 1501 ’.
145005 RASH: SINHA CAT-ll Manager Hind (:
184667 DEVESH KUMAR YADAY AT+ Generd Mansges Purscrrel .;
Figure4-160 Employee Master, Success Message
45.35 View Employee Master
Click or to view employee master details of the employee in read only mode as
shown below:
- A/ FTI HUMAN RESOURCE MANAGEMENT SYSTEM o na o An [ m ._Q BOMAL DOVAL

View Ervgsioyos Manter infarmation

Employes Work Information

Figure4-161 View Employee Masteinformation
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4.5.4 EmployeeService Book

The purpose of Employegervice Bools to allow the Establishment Section of Personnel
Division to view employeservicedetails in the MSS.

45.4.1 Navigation
For MSS

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

For ESS
Left Navigation:Core HR >My Service Book
45.4.2 Landing Page

User shall traverse the navigation as mentioned in SectidA.4.to reach the
EmployeeService Bookanding Page as shown in Figure below

= A/ FCI HUMAN RESOURCE MANAGEMENT SYSTEM o v @ e ; =3 -

Service Book Listing

Figure4-162 Service Book.isting

User shall be able to perform the following activities from the landing page:
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1 Click o’ to apply the available filters.
Excel
1 Click or. to export the table records in Excel as per table columns.
Search:
1 Click or. to enter a search query that shall

search the able records.

9 Clickor. to sort the table records in ascending order or descending order of
entries.

1 Click or. 1o navigate table records

M Clickor to view an existing record in the table.

45.4.3 View Service Book

Click or. to view the service book of theelected employee as shown below
= NI/ FCIHUMAN RESOURCE MANAGEMENT SYSTEM o w @ % e 23 B o onsins e 8

Employee Service Book

Employes NumDer Empiopes Name Othce
Designanion Reporning Manage CPF Numbar Szat! Code

Fram Date o Owin

Show 1 enmies  Exportto

Figure4-163 Employee Service Book
User shall be able to perform the following activities from the landing page:

 Check the details and marthe service as verified for each transaction

Verify
appended in the service book occurring in HRMS. On clickir 5—
button to mark the transactions as verified service transactions.
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..f
M1 Click or. = to add service and audit remarks towards an HRMS transaction

or attach additional documents for the same as shown in Figut&8!

Upload Document

Service Remanks Audit Remarks

Enter Service Remarks Erntesr Audit Remark

Upioad Date Document Name * 4 Suppertive Documant *

GAM

No Record Found

Figure4-164: UploadDocument

4.6 HR Letterand Reports
4.6.1 Predefined Letters

This process shall allow Personnel Division users to issue tvated on predefined
templates

4.6.1.1 Navigation

Left Navigation:Core HR >> Reports >> Lettand Reports>Generate Predefined
Reports

46.1.2 SLA
Not Applicable
4.6.1.3 Landing Page

User shall traverse the navigation as mentioned in Secti®Ai.4.to reach the_anding
Page as shown in Figure below:
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Letter Template Master

Figure4-165: Letter Template Master

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

1 Click or. to apply the available filters.

Excel

f Clickor.  to export the table records in Excel as per table columns.

Search:
1 Clickor. to enter a search query that shall
search the table records.

1 Clickor to sortthe table records in ascending order or descending order of
entries.

1 Click or. 1o navigate table records

i Click or. to view an existing record in the table.
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4.6.1.4 Generate Letter

User shall perform the following steps to generate a letter

Select Qrder

ainktg Letier v
1 Click or to select the required letter to
generate.
Generate Order
1 Click or. to generate theselected templateas shown below
= W/ FCIHUMAN RESOURCE MANAGEMENT SYSTEM 0 w @ aa L SONAL OOVAL

Joining Lettor

-
-
0

Joining Letter

In pursuance of ' made at "Ofce”™ dote on "Date of Joinng”, "Salutation™ "Employae Name™ has

o ied 1o s duty 1o this office "Date of Reparting The joining of tha emplayae is hareby accepisd and posted in

‘Divisior ‘Secton’ ,)‘.wm nmeodiate affect untll Turthar natice
4

Figure4-166. Examplec Joining Letter

Enter the details and click =" and the page shall redirect for eSigageas
shown below Provide the credentials and click GET OTP

Lo ;ﬂ:’:_—‘ a i i’ Digical India i ‘ ?‘?c—

GEmen ™

i altage Comma

Ancdhanr Based e-Authentication

2

=] e

Figure4-167: Provide eSign Credentials
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Order 10: HALI01 & s, Date: 01/03/2021
Office Order No. : v E 8 Employee No.: 200006
DL2CAQG276 % f
- w 'l‘
Food Corporation of india
16.20, Barnkhamba Lane, New-Dols-110001. ndia , Phona: 01143527697, 43527698
Joining Letter
In pursusnce of Deputation made st HQ-Delhi dated an 28/11/2020. Mr, SURESH has reported
for his duty to this office 28/11/2020. The jaining of the employee is hereby accepted and posted
In Personne! - Personnel Establishment st Forenoon with immediate effect until further notice
Diatributions:
Appointing Authority
1. Assistant General Manager, HQ.Oelhi
Signature
Signature Not
Vonw‘
e J
/".
l

Figure4-168 Non Validated eSign

To validate the eSigmlownload the letter and open in any PDF Readght click on the
signature and validate the signature.

4.6.2 Generate Adhoc Letters

When organizatiomustsuddenly issue aarder, it can be done using this function in
HRMS.

4.6.2.1 Navigation

Left Navigation:Core HR >Reports>> Lettes and Reports >> Generate Adhoc Letter
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46.2.2 SLA
Not Applicable
4.6.2.3 Landing Page

Usershall traverse the navigi@n as mentioned in Section@l2.1 to Landindg®?age as
shown in Figure below

= W\ FCI HUMAN RESQURCE MANAGEMENT SYSTEM v @ A s e ¥

Adhoc Letters Listing

Figure4-169 Adhoc Lettes Listing

Usershall be able to perform the following activities from the landing page:

i i i

1 Clicko to apply the available filters.
i

M1 Clicko to add a newetter

9 Clickor © to view an existingdhoc letter

4.6.2.4 GenerateAdhoc Letter

Click o to Generate a hew Speaking Order/Ad hoc Letter as shown in

Figure below
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AdBoc Leller

O

o
{1 (e
! "'IQ

Figure4-170 Adhoc Letter

Submit
Enter the details and click such that a success message will be shown in
Landing Page with addition of a new record in the table as shown in Figure below

i 9 AMIT KUMAR b

\l/ FCI HUMAN RESOURCE MANAGEMENT SYSTEM v @ s
2 Adhoc Letters Listing

" From Date To Dato
) il " .' o '. ] m

"

Figure4-171 Adhoc Lettes Listingg Success Message
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Note ¢ Adhoc Letters shall also erified based on eSign whose process is mentioned as
per Figurer 4160 and Figure-461 in Section 4.6.4.

46.2.5 ViewAdhoc Letter

Click on ® to open and view an existing Orderand order will openas shown in
Figure below

o)

= A\l FClI HUMAN RESOURCE MANAGEMENT SYSTEM Q o @ A [ wss e SONAL GOVAL

View Adhoc Letter

Appainiing Alhority

Distnbutions
B2 Asstins Genaral Managar{RP1), HG-Deni
Asswtaet Genaral Manager|Other) MO-Deni

Assstiot Oemaial Manager |Compuner | Q-
Dethi

Asmwtant Commral Manager{Other ) MO -Duli

Assatant Geseral Manager|{Othes) 20
(SOUTHI - CHENNKAL

Asssiot Gonen) Manager|Othoer) RO

Figure4-172 ViewAdhoc Letter

Further theUsercan:

1 Click orm to navigate to Landing page.

4.6.3 Generate Adhoc Reports
4.6.3.1 Navigation

Left Navigation:Core HR >> Reports >> Generate AdRejgorts
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46.3.2 SLA
Not Applicable
4.6.3.3 Landing Page

User shall traverse the navigation as mentioned in SectioB.4.6 reach Landing

Page as shown in Figure below
= N\ FClIHUMAN RESOURCE MANAGEMENT SYSTEM o w @ a

Adhoc Report Listing

Purpose From Date To Date

S -"S - SONAL COvAL

Genorate Adhoc Report
Showm 10 v enfrios  Export to Saarch
(]
ADO @
Figure4-173 Adhoc Report Listing
User shall be able to perform the following activities from the landing page:
1 Click or. to apply the available filters.
Excel
1 Clickor. to export the table records in Excel as per table columns.
Search:
1 Click or. to enter a search query thahall

search the table records.

1 Clickor to sort the table records in ascending order or descending order of

entries.

1 Click or. ‘ to navigate table records

1 Click or. to view an existing record in the table.
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4.6.3.4

Create Adhoc Report
Generate Adhoc Report

Click or.

below:

= Nl FClIHUMAN RESOURCE MANAGEMENT SYSTEM

Generate Adhoc Report

Senet nforsation

[ X EVALOYEE MASTER | = QUAUIRCATION DETALS

Available Fields

Araintie Fleds

 «EUPLOYEE 1 | « EMPLOYER NAVE ] « MOOE OF JONIG | «20NE

SADRE NAVE

2

0 w @

Selected Fields
EMPLOYEE 10
EMPLOYEE NAME

» MODE OF JOINING
ZONE
OFFICE NAME

o DESIGNATION NAME

Figure4-174: Generate Adhoc Letter Select Fields

Click or“ to proceed with sorting ordeas shown below

= NI/ FCI HUMAN RESOURCE MANAGEMENT SYSTEM

Generate Adhoc Report

= e it Ot

° °

Sclected Fields

Secied Flelds

% MODE GF JOHING § » 20NE |

0~ 0 ~
Sorting Fields
MODE OF JCINING

Figure4-175 Generate Adhoc Letter Select Sort Order
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Click orm to proceed with filter criteria as shown below:

= N\ FCI HUMAN RESOURCE MANAGEMENT SYSTEM e An o A

Cenerale Adhoc Heport

Selocted Fields Sclocted Fiters
MOOE OF

= MO OF JORID |« OME | INE

Figure4-176: Generate Adhoc Letter Select FilteringCriteria

Click or“ to proceed and generate the adhoc report as shown below:

- N/ FOIL HUMAN RESOURCE MANAGEMENT SYSTEM e ga O L

Geneorate Aonoc Roport

m < RONAL BOVAL T

B - BOMAL BOYAL

Figure4-177: Generate Adhoc Letter Generate Adhoc Report
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Click orH to generate the read only view of the Adhoc Reporshewn below:

0

- A/  FCI HUMAN RESOURCE MANAGEMENT SYSTEM Q w @ A =3

Adhoc Report View

HANL Dewst Recrutnenm

Figure4-178 Generate Adhoc Letter Generated Adhoc Report

4.7 Sanction of Telephone
This function is used to get section of telephone sanction from manger.

4.7.1 Navigation

For ES& Employee Dashbard:

Left Navigation:Core HR >> Telephone Sanction Request

For MS& Manager Dashboard:

Left Navigation:Core HR >Requests>>Device Sanction Approval
4.7.2 SLA

2 Days
4.7.3 Landing Page

Usershall traverse the navigation asentioned in Section 4.1 to Landing Page as
shown in Figure below
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= Wi/ FCI HUMAN RESOURCE MANAGEMENT SYSTEM w @ ne ) AT umar

Telophones Facility Request - Employoe

Figure4-143: Telephone Facility RequesEmployee

Usershall be able to perform the following activities from the landing page:

1 Clicko to apply the available filters.

1 Clickor  to export the table records in Excel as per table columns.
_ Add Facility
1 Clicko to generatenew request.
Search:
1 Click or. to enter asearch query that shall

search the table records.

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

@

1 Click or to viewthe request

M1 Clickor. x to withdraw the request.

Previous 1 Next

M1 Clickor. to navigate table records

4.7.4 AddDevice Sarton Request

_ Add Facility § o
Click o in ESS to generate a new Telephone request as shown in Figure

below
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FCI HUMAN RESOURCE MANAGEMENT SYSTEM w @ s ? AT RUMAR T

= \l' f

New Device Sanction Reguest

CuG E

Empdoyee Mobie Number Allowance *

u | want to request a teigphone extenson/CUG for offical work parpose only
a | deciare, that any previous sanctoned teiephone extensons / CUG has been returned to FCI
a | understand that the telephone extension/CUG shall be assigned subject 1o avaslabinty and requiremnent

| deciare, that in the svont of damages or foss of 1he telephone extension o misuse of CUG shall be recoverable from me by FCI

Figure4-179 New Device Sanction Request

Enter the details and click ¢ and a new request will bgenerated and added
into ESS landing page with success message as shown in Figure below

v
NI/ FCI HUMAN RESQURCE MANAGEMENT SYSTEM w @ o ER vss d AMITKUMAR

Telephones Facility Request - Employee

[ ————— ‘e
Request Dote Sanction Type Statuz
Shaw 0 v antrigs  Exportto .
Search
@ TEL1A

Figure4-180 Telephone Facility RequegtEmployeec Success Message
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4.7.5 ViewDevice Sanction Request

Clickor ©

s \l/ FClHUMAN RESOURCE MANAGEMENT SYSTEM As @ Aa 0 AMIT KuMAR

to Viewdetail of requestas shown in Figurieelow:

Employee Request View

B3 | want to reguest a tesphone extension/CUG Tor officla wark purpese only
a 1 dectare, that any previous sanctioned telophone oxtensions / CUG has been returned to 5CI
B3 1 unaurstand that the temphons extension/CUG shall be sssigned subec! 1o avallaiiily and requirsment

B3 1 dectaer, that in the event of damages of loss of the telenhone extenson of misuse of CUG shall be recowable from me by FC

Figure4-181 Employee Request View

In MSS:

In MSS5F aKo 2 NR f I yDRvicg Sanctidh Agprod@l T a tay I ASNJ Ol y @GA
request Raised by oth@mployeesand review it if they have authoritgs shown in figure

below

o =
= i/ FClI HUMAN RESOURCE MANAGEMENT SYSTEM Q Aa g SOMAL COYAL
\W , AGEMENT § ® i cor

Dovice Sanction Review Listing

hicw Ty Otfice Typw Status

Shew | unires  Leport to

® [& (3% ] oveno ephore HG-Dwity

- Wtndrawn TEL29 10197 Towgrors HO-Doty

01970 Laoteg HG-Dury 152770

Figure4-182 Device Sanction Review Listing

Click or @ to View detail of request as shown in Figure below:
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= N/ FCIHUMAN RESOURCE MANAGEMENT SYSTEM O Aa m ,o AMIT KUMAR &

Employee Request View

B2 1 want to request a tolephons extension/CUG far officint work purpese only
| dectare, thist any previous seactionod Temphoans extansions / CUG hus beun returned 19 FCI

a | uncderstand 1hat 1he telephone extenson/CUG shal be assigned subgect to avallabdity and requirement

B2 1 ducharn, that in the sunnt of dumages or lons of the talephons extension of misuse of CUG shall e recoveratis fram me by FCI

e | =

Figure4-183. Employee Request View

Further the User can:

1 Click or to open the Action History which reflects the

approval routing for the specific transaction.

Back
1 Click or- to navigate to Landing page

4.7.6 Dispatchg Device SanctioRequest
To Dispatch the request submitted by HRMS user the reviewing authorityctibklion

to navigate todetail page as shown in Figure below:
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FCI MUMAN RESOURCE MANAGEMENT SYSTEM o “w @ A ' &3 - BOMAL OO

Tetophoneos_facility /| Approve

ag
.5
:
4
i i
5
T 3
s
)
P ¢
{
H
i i
i
i
i
i
:
i

a

The talophone caten won/CUG wnall be susignes sasnct 10 avallaniity snd rvgussesent

a
)
I

1, TTVAT Y TN #vant GF ATAIGAS OF I0AE OF 11 TRMERONSA RCTNNCIBN OF IMISULe of CUG Snall e rncoverstse Irom me oy FC1

Dispatches Romark s

4

Figure4-184: Telephone_facility / Approve

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

1 Click or. to open the Action History which reflects the

approval routing for the specific transaction.

M Click or n to attach a new document in PDF format witil@cument
name of not more than 5 MB

: Add Reviewer . . .
1 Click or link to open the additional reviewer popup where the

existing reviewing authority can add another reviewer in the line of approval
routing. Functionality explained in common functionality section 5.1.1, please
refer.

M Click on button to submit the review with details to the
concerned reviewer selected as shownMSPATCH TO fieklich that the
transaction is forwarded to the next selected reviewer in the reviewing
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authority final reviewer has reviewed the traaction and the same transaction
is forwarded to approving authority for final approval.

M Click or button to send back the entire transaction directly back
to the User who can resubmit the request with necessary details. The status of
the transaction shalthange fromPending Reviewto Revertedin case any
reviewer or approving authority had reverted the transaction back to the

initiator.
Cancel
1 Clickor———Jto navigate back.
= NI/ FCI HUMAN RESOURCE MANAGEMENT SYSTEM e mw @ A e P scicaon &

Device Sanction Review Listing

Request has been dispatched suocassiully.

Afics Type Office Type Status

Bhow 3 wtrles  Ceportin

TEL2D ovoNEre Telephone HG-Defy 152770

Figure4-185: Device SanctiofReview Listing; Success Message

4.7.7 ReviewDevice Sanction Request

To review the request reviewing authority shall navigate to Né®8ing page as shown
in Figure below

= Wi/ FClI HUMAN RESOURCE MANAGEMENT SYSTEM o @ A es m._o PANKAJ JAIN

Device Sanction Review Listing

Office Type Office Type STatus

Show  1C ~ entries Export to <
J PO Search:
@ F TEL23 010111970 Mobde Device HO-Delhi 300027
TEL2y 0NN 70 Telaphon HQ-Daihi 146856

Figure4-186: Device &nction Review Listing
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=

Click or.~" to open the Revieviorm as shown in Figure 349

= Wl FClIHUMAN RESOURCE MANAGEMENT SYSTEM mo @ A e . o PANKAL JAIN

Telephones _facility / Review

TE \ Employ "

TELZD BLIAY KUMAR SINGH E
Hmgum ' mploy Mu

1wt 10 roguest & telephons pxtensan/CUG for afficial work purpose onty
1 doclare, that any provious sanctionod tolophane oxtonsions / CUG has been retumed to FCI E
L understand that the telepbone extanson/CLG shall be sssigned subiject 1o avelabity and regurement

1 deciare, that in the svent of damages or lous of the telephons axtension or misuse of CUG shall be recoverabis fram me by FCI

| vemsemios |

Rowviawer Romarks *

Document Name Supportive Document

Figure4-187. Telephone_facility/ Review

Enter the relevant details and perform one of the following actions asvéewing
authority:

1 Click or to open the Action History which reflects the

approval routing for the specific transaction.

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

Add Reviewer
1 Click or . link to open the additional ndewer popup where the

existing reviewing authority can add another reviewer in the line of approval
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routing. Functionality explained in common functionality section 5.1.1, please
refer.

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

the revewing authority can send back the transaction to any reviewer who had
previously reviewed the transactionfFunctionality explained in common
functionality section 5.1.2, please refer.

M Click on button to submit the review with details such that the

transadion is forwarded to the next reviewer in the reviewing authority or to
the approving authority after final review. The status of the transaction shall
change fromPending Reviewo Pending Approvabnce the final reviewer has
reviewed the transaction and the same transaction is forwarded to approving
authority for final approval.

M Click or. button to send back the entire transaction directly back

to the User who can resubmit the request with necegsdetails. The status of
the transaction shall change frofending Reviewo Revertedin case any
reviewer or approving authority had reverted the transaction back to the
initiator.

= A/ FCIHUMAN RESOURCE MANAGEMENT SYSTEM e w @ A s .o oancassan

Device Sanction Review Listing

finquast has baen reviswed succassiuly,

Cthicn Tyne Office Typn Stutun

Show W v entries  Export to

@ Witharawn TEL2D QU970 Tetapnone HO-Dwihi

Figure4-188 Device Saction ReviewListing¢ Success Message

4.7.8 ApproveDevice Sanction Request

To approve or reject the request forwarded by reviewing authority, the approving
authority shall navigate to Approval landi page as showimelow:
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