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1 LOGIN
1.1 Login

e User shall access the HRMS mobile application by two ways :

o Login with Employee ID and Password as shared by FClI Computer/IT section

o Login with MPIN created by user.

11:22 W:HD 4 &

o=ty

il
S

Figure 1: Mobile App Starting Screen
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11:22 = $SWEHD 4 &
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1
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Food Corporation of India

Login with Employee ID —

Login with MPIN —>

Figure 2: Login Screen

e Enter Login credentials on Login with Employee ID and click on m
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&= %&s
N
Food Corporation of India

Login with Employee ID

Employee ID

Password View

Minimum 6 characters

Figure 3: Login via ID & Password

Enter MPIN for easy login and click on m as shown in Figure 4.
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11:22 WEHD 4 @

= ot T A
Vg

Food Corporation of India

Login with MPIN

MPIN

Forgot MPIN ?

New user? Create MPIN

. — |
Figure 4: MPIN Login

1.2 Create New MPIN

To create new MPIN, Click on Login with MPIN as shown in Figure 2, and then click on Create
MPIN as shown in Figure 4.

Enter the required details, and click on m as shown in Figure 5.
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11:22 TWHD 4 d

« A 74
N

Food Corporation of India

Create New MPIN

Employee ID

DOB =
New MPIN View
Confirm New MPIN View

Continue

L —
Figure 5: New MPIN

An OTP will be sent on registered mobile number for verification. Employee need to Enter OTP as
shown in Figure 6 to verify and create MPIN.
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o4 A = il g

Foad Corporation of India

Verification
Enter 6 digit OTF code we sent to your
Registerad mobile numer +891 B85 """ "279

|2 1|3|5 5] 8

Resend OTP in 00029

Figure 6: OTP for New MPIN

SUBMIT
Click on _ to create MPIN after entering OTP. And success message will be shown
as Figure 7.
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Q41 Ak = il g

MPIN Rest Successful!

ou have successfully created new
MPIM and can now lagin

Figure 7: Success MPIN Message

2 Employee Dashboard

The Employee Self Service (ESS) will serve as employee service portal allowing foremost
collaboration among FCl employees to initiate, track and monitor various service requests. ESS shall
serve as one stop workspace for intercommunication of various other process areas in HRMS,
providing an impression of seamless business transaction management with high degree of usability
to FCl employees.

2.1 Employee Dashboard

e FCl employees can access the Employee Dashboard after login. After Login you will Land on
Employee Self Service Dashboard

2.1.1 Navigation
Navigation: Login>>Dashboard
2.1.2 Landing Page

User shall traverse the navigation as mentioned to reach the Employee Dashboard.
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11:24 Wi HD 4 &
w7 o

Employee Dashboard

Welcome AMITABH KUMAR!

. .

Attendance Leave Salary
( \ B
[ z
o=
My Holidays ﬁ:zttenda_nce Advances
L ) egul..ion
. Newspaper Policies &
DIpS LRy Reimburse Circulars

Copyright @ 2020 FCI India. All rights reserved.

Figure 8: Employee Dashboard

2.2 Profile
Profile contain detail of employee he can view them there
2.2.1 Navigation

Navigation: Home Page>> Dashboard(top right corner of the HRMS application)>> View
Profile

2.2.2 Llanding Page

User shall traverse the navigation.
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N
&
< My Profile

Personal Information

Date of Joining:
Date of Birth:
Birth City:

PAN Number:

Passport:

Qualification Details
Bank Details

Dependent Details

IR

@ Settings
N
05-04-2006
30-04-1976
Darbhanga
ABCD12345E
12345
N
N
N

Figure 9: View Profile

2.3 Change MPIN

Its use to change MPIN

2.3.1 Navigation

Navigation: Home Page>> Dashboard (top right corner of the HRMS application)>> View

Profile>> Setting

2.3.2 Landing Page

User shall traverse the navigation as mentioned.

Page 15 of 38



FCI HRMS
Mobile Application User Manual

Version 0.1

o N o -

<« Settings
Change MPIN ~

Current MPIN
New MPIN View

Confirm New MPIN View

Update MPIN

L — ]
Figure 10: Change MPIN

2.4 Notification
Update and notification are shown here

2.4.1 Navigation
Navigation: Home Page >> Click Bell Icon
2.4.2 Landing Page

User shall traverse the navigation as mentioned.
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" W Jal

< Notification

(It

No record found!

You have no notification yet. Come
back later

Go to Dashboard

Figure 11: Notification

2.5 Attendance

Employees’ statement of being absent, present or on leave will be maintained in this
process.

2.5.1 Navigation
Navigation: Home Page>> Dashboard>>Attendance
2.5.2 Landing Page

User shall traverse the navigation as mentioned.
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< My Attendance = Filter
December 2020
Date Day Status
01-12-2020 Tuesday Present
02-12-2020 Wednesday Present
03-12-2020 Thursday Absent
04-12-2020 Friday Absent
07-12-2020 Monday Absent
08-12-2020 Tuesday Present
09-12-2020 Wednesday Present
10-12-2020 Thursday Present
11-12-2020 Friday Absent

Figure 12: Attendance Statement

2.6 Leave
Employee can View leaves balance, apply leave, view applied leave

2.6.1 Navigation
Navigation: Home Page>> Dashboard>>Leave
2.6.2 Landing Page

User shall traverse the navigation as mentioned.
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<« Leave Type

18 0]

Casual Leave Compensatory Leave

@) )

Special Casual Leave Unavailed Joining Leave
Earned Leave Half Pay Leave

@) 0]

Commuted Leave Maternity Leave
Paternity Leave Child Care Le
™ 'Y

Figure 13: Leave Balance

2.6.3 Apply Leave Request

Click on ° to open the Apply Leave Request.
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11:25 FW:HD 4 &
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< Apply Leave

@ Employee name Office
AMITABH KUMAR HQ-Delhi
=1 Division @& Designation
Personnel Assistant General
Manager
Leave Type '
From = To (=
Session ~
Reason ~
Comment
Address

Contact Number

Responsible / Officiating Employee in

Figure 14: Apply Leave Request

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

2.6.4 View Leave Request

Click on Applied leave Tab in LEAVE Section to view Request of Leave and their status.
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o

Leave Balance Applied Leaves

< Availed Leave = Filter
Leave ID - LA451 Applied on: 17-12-2020
Leave ID - LA450 Applied on: 17-12-2020
Leave ID - LA442 Applied on: 15-12-2020
Leave ID - LA428 Applied on: 09-12-2020
Leave ID - LA424 Applied on: 07-12-2020
Leave ID - LA422 Applied on: 07-12-2020
Leave ID - LA413 Applied on: 05-12-2020
Leave ID - LA412 Applied on: 05-12-2020
Leave ID - LA387 Applied on: 27-11-2020

Leave ID - LA386

aeave ID - LA360

Figure 15: Apply Leave Status

Applied on: 27-0

Applied on: 20-11-2020

2.7 Salary
This process is to generate Salary Slip and view post-retirement Benefits.
2.7.1 Navigation

Navigation: ESS Dashboard>>Salary

2.7.2 Landing Page

User shall traverse the navigation as mentioned.
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o

Salary Details Benefits

<— Salary Details

Select Month

+ Download Slip

December ~
Earning
Earning Type Amount
Basic 93,900
DA 217,278
House Rent Allow 22,536
House Keep Up Allow <9390
Transport Allowance 24695
Lunch Allowance Meal Voucher 4695
Domestic Assistance 24695
Dress Allowance F4695
Electricity Allowance 1878
Total Earning: T 1,63,762

Deduction

Figure 16: Salary landing

e Select Month of the salary slip.
e Salary Slip is generated.
e C(Click “Download Slip” to download

2.7.3 Benefits

To view the Benefits employee will receive after Retirement.
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11:26 $W:HD A &
o ui2 o -

< Benefits

Date of Joining 05-04-2006

Date of Retirement 30-04-2036

Years of Service 14 Years
Gratuity Amount 9,662,114
Pension Amount g2,00,120
Retirement Gratuity g2,08,458
Leave InCashment ¥11,11,780

Total Benefit

Amount: 24,822,472

@ Benefits calculation is based on your total amounts

Figure 17: Benefits landing

2.8 My Holidays

As the holidays has been defined each year employees of the organization can view know
the date and type of the holidays.

2.8.1 Navigation
Navigation: ESS >> My Holidays
2.8.2 Landing Page

User shall traverse the navigation as mentioned.
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™ _‘%s*’. o8-

< My Holidays

Select Year

2020 ~

Year - 2020

Date Day Holiday Type
26-01-2020 Sunday Republic Day
10-03-2020 Tuesday Holi
02-04-2020 Thursday Ram Navami
06-04-2020 Monday Mahavir Jayanti
10-04-2020 Friday Good Friday
07-05-2020 Thursday Budha Purnima
25-05-2020 Monday Eid ul fitr
01-08-2020 Saturday Id-Ul-Zuha
(Bakrid)
12-08-2020 Wednesday Janmashtami
15-08-2020 Saturday :;dependence
ay

Figure 18: My Holidays

2.9 Attendance Regularization

As the employees is on duty to another site other than FCI or biometric is not being able to
take the punch in or punch out or due to some personal reasons the employee is not being
to reach on time, attendance regularization will allow the employees to add their updated in
and out time through the system.

Stepl: Employee will raise the request by adding their updated in and out time.

Step2: Assigned Reporting officer of that employee will approve the regularized time
request.

2.9.1 Navigation
Navigation: ESS>>Attendance Regularization
2.9.2 Landing Page

User shall traverse the navigation as mentioned.
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< Attendance Regularization = Filter

Transaction ID: 132
Request Date: 17-12-2020

View Details ™

Transaction ID: 129
Request Date: 11-12-2020

View Details ™

Transaction ID: 128 View Details ~
Request Date: 11-12-2020

Transaction ID: 127
Request Date: 11-12-2020

View Details ™

Transaction ID: 126
Request Date: 11-12-2020

View Details ™~

Transaction ID: 124
Request Date: 10-12-2020

View Details ™

Transaction ID: 121
Request Date: 10-12-2020

Transaction ID: 114 View D
Request Date: 09-12-2020

Trancantian IN- 112

View Details ™

Figure 19: Attendance Regularization

2.9.3 Apply Regularization

Click on eto open the Apply for Attendance Regularization.
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< Apply Regularization

Regularization Date =

Request Type ~

Description (Optional)

In Time Out Time

— @ — @D
Regularized In Time @
Regularized Out Time @
Remarks

Figure 20: Apply for Attendance Regularization

Submit
Enter the details and click on - such that a success message will be shown for addition of a
new record.

2.10 Employee Directory

Employee Directory contains a list of FCl Employee spread across different zones and
regions.

2.10.1 Navigation

Navigation: ESS >>Employee Directory
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2.10.2 Landing Page

User shall traverse the navigation as mentioned.

N N o g~

<~ Employee Directory

Q_ Search by employee name or code

DISPATCHER N
Employee Number - 20

FCl1 ADMIN S
Employee Number - 30

SATISH KUMAR S
Employee Number - 172568

SATENDRA SINGH S
Employee Number - 170908

JYOTSNA BARUAH S
Employee Number - 124556

AMAR JYOTI GOGOI S
Employee Number - 276173

MANOJ KUMAR GUPTA S

L — |
Figure 21: Employee Directory

Employee Directory can be search using name or employee Number.
2.11 Policies and Circular
Policies and Circulars section show policy and circular uploaded in organization.
2.11.1 Navigation
Navigation: ESS >> Policy and Circulars
2.11.2 Landing Page

User shall traverse the navigation as mentioned.
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11:42 +vW:HD 4 @

N s o g
< Policies and Circular = Filter

Q_ Search policy by name or circular id

Circular Is About Leave Policy
Upload Date: 23-11-2020

Revision Of Scales Of

Pay,allowances And Fringe Benefits

For Category-iii & lv Employees On ~
Ida Pattern W.e.f. 1.1.2017

Upload Date: 23-11-2020

Simultaneous Leaves By
Employees In Functional Divisions/
sections

Upload Date: 22-11-2020

Test Fci
Upload Date: 21-11-2020

Fci Test Circular
Upload Date: 21-11-2020

Fci Circular New
Upload Date: 12-11-2020

Figure 22: Policy and Circulars Page.

2.12 Newspaper Reimbursement
Employees can View Status of previously raised request and also apply for newspaper
reimbursement here

2.12.1 Navigation
Navigation: Home Page>> Dashboard>> newspaper reimbursement
2.12.2 Landing Page

User shall traverse the navigation as mentioned.
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941 AM = il g
i P~
— Newspaper Reimbursement = Filter By

Request 1D; 2314
Recuest Date; 15082020

Hide Delails A~

Employes Mamsa Empdoyas Mumber
Gulshamar 2316
M spapen Parodical ALt
Timas of India A=, 340
Hindugtan Timagz F=. 280
Attachmeant Stabus
) o 7
= Wies Discurment m

Toltal Amwount: Rs. B20

Request 1D: 1236
Reouast Date: 15/ 082020

View Details s

Employes Name Employee Mumber
Arrrita Singh 2318

Request ID: 6325
Feguest Date: 15062020

View Details

Figure 23: Newspaper Reimbursement Landing

2.12.3 Apply newspaper reimbursement

Click on e to Apply the newspaper reimbursement request.
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2:41 aM = .l g

‘-,é_.'_ s 4 A

«— Add Expense Request 10 - 11234
Employes Marme [_; Request Date
Caulsharmar 20Aug 2 0A

Salect Month/ Year =

Mewepapar

Armount 4+ Add More

Attachment Masimum size & ME. POF or JPEG format only)

[ T, Upload Documeant

Total Amount- Rs. O

[ | Tha Cash mamo £ memoa duly varified for the
abowe sald guantity of newspapers/pariodicals
=/sre also enclosed. The same may please be

Figure 24: Apply Reimbursement

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

2.13 Advances

Employees can View Status of all the advances against him/her here.

2.13.1 Navigation
Navigation: Home Page>> Dashboard>> Advance
2.13.2 Landing Page

User shall traverse the navigation as mentioned.
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a7 Ak = il g
. ©

b1 ¥ A gl MR

— My Advances = Filter By

Veahicle Advance
Advance |DoDIZ2315

Yienw Details

Computer Advance
Acheance IDoDD2316

Wiew' Delails

Festive Advanca

~ Yiew Details »r
Actvance [DcDD23N5

Figure 25: Advance Landing

2.14 Action History
In this Option Employee can view Action History of request, meaning employee can view all
action taken against his/her request.
For this Employee have to navigate to respective category the request belong to.
(Click the Type of Request you wish to navigate Example: Leave Request, Attendance
Regularization.)
And click on “EYE” icon on request in the Category. In this case Let’s take example of Leave
Request

2.14.1 Navigation
Navigation: Home Page>> ESS Dashboard>> Leave Request
2.14.2 Landing Page

User shall traverse the navigation as mentioned.
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A P s

«— Action History = Filter
& Search by name
Shivam Chadhha o
Diate eof Action 02/ 0a2020
arsaon
Action Taken Fending
Desigration AE-
Livigdon UPAISS
Autharily Initizbesor
Remarks ADDTeE
Attachmant B view Do
Rohan Kumar i

Date of Action - 02082020

Saumya Singh o

Finde ol A et MRS MR

Figure 26: Action History

3 Manager Dashboard
3.1 Manager Dashboard

® Dashboards shall serve as a common workspace to track and carry out approval actions.

After login, FCI managers can access the Dashboard based on access rights. It shows the
pending requests to be approved by Manager. If an employee has been assigned the roles
and responsibilities of a manager or competent authority, then by clicking the MSS link on
the top right corner of the HRMS application.
3.1.1.1 Navigation
Navigation: Login>>Dashboard (top right corner of the HRMS application)>> MSS
3.1.1.2 Landing Page

User shall traverse the navigation as mentioned to reach the Manager Dashboard.
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Figure 27: Navigation to MSS
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Figure 28: Manager Dashboard

3.2 Review/Approve
In MSS Dash Board Managers can Review/Approve request of employee based on DOP.
(Click the Type of Request you wish to navigate Example: Leave Request, Attendance
Regularization.) Let’s take example of Leave Request

3.2.1 Navigation

Navigation: Home Page>> MSS Dashboard>> Leave Request (employee can select other
categories he/she is responsible. Example of other categories: Attendance Regularization,
Newspaper allowance etc.)

3.2.2 Landing Page

User shall traverse the navigation as mentioned.
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Figure 29: Leave Request-MSS

3.2.3 Review/Approve Leave Request

Manager can Review/Revert/Add Review/Approve Request based on DOP.
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Figure 30: Leave Request - Revert
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Figure 31: Leave Request — Add Reviewer

3.3 Action History

3.3.1

3.3.2

In this Option Employee can view Action History of request, meaning employee can view all
action taken against his/her request.

(Click the Type of Request you wish to navigate Example: Leave Request, Attendance
Regularization.)

And click on “EYE” icon on request in the Category. In this case let’s take example of Leave
Request

Navigation

Navigation: Home Page>> MSS Dashboard>> Leave Request (employee can select other
categories he/she is responsible. Example of other categories: Attendance Regularization,
Newspaper allowance etc.)

Landing Page

User shall traverse the navigation as mentioned.
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Figure 32: Action History
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