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1. Introduction

The HRMS (Human Resource Management System) is a type of HR software that enables the
management of several HR functions through the use of information technology. An HRMS aims
to improve the productivity and efficiency of the business through the automation of manual and
repetitive tasks. This, in turn, also frees up the time which can then be used to address more
strategic, business-critical tasks. This document is intent to contain the working and usability
descriptions related to the Performance Management System processes identified and
documented in System Requirement Specification document in the form of a user manual.

1.1. Objective

The following objectives shall be fulfilled with the user manual

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

e Provide comprehensive details about working on different Performance
Management processes and managing exceptions and alerts as per different
processes.

e Reveal the user experience for working with the Performance Management
processes and act as a reference for users to reinforce working tactics with the
Performance Management process area as per requirement.

1.2.  Target Audience
e FCl Officers and FCl Employees

2. Overview

Performance management is completely policy driven, and most likely a compliance requirement
for promotions, special increments etc. since APAR (Annual Performance Assessment Report) is
not directly linked to job performance. Annual Performance Assessment Reports are done usually
using 2 different formats, for managers (Cat | & Il) and non-managers (Cat Ill, APAR Performa Ill)
respectively. While Manager Appraisal is driven by self-appraisal and broadly touches up on
larger objectives of FCl and integrity aspects, the non-Manager appraisal is driven by rating of
Individual attributes by the Reporting Officer, i.e., ratings of specified skills that are needed to
perform their tasks and compliance to minimum performance standards set. The existing PAR is
guestionnaire based leading to a final grading based on a 5 point scale for Managers
(Outstanding, Very Good, Good, Fair, Poor) & 4 point scale for non-Managers (Very Good, Good,
Fair, Poor) respectively and both lead to generating a final score (number).

Performance management will be integrated with the SPARROW system which is developed for
Category | and Il employees. Though HRMS Performance management will be implemented for
category |, I, lll and IV employees, however for

o Category | and Il APAR process will be run in SPARROW.
o Category Ill and IV APAR process will be run in HRMS application.

Category | and Il APAR ratings will be saved in HRMS application for future reference purpose.
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3. Getting Started

3.1. Set Up Consideration

0S Compatibility: Microsoft Windows 7 and above

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

Minimum Software Requirements: |IE 9, 10+ Firefox 3.6+, Chrome 12+ on Windows,
Firefox 3.6+, Safari 4+ on Mac 10.5.7+

Minimum Hardware Requirements: CPUs- Intel i3, RAM- 8GB, Disk Storage- 164GB (64GB
for File Storage, 100GB for database storage)

3.2. Know Your Icons

Table 3.1 reflects the set of icons that have been used in HRMS application

Icons Descriptions
Eq It will allow editing a record.
13 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.

& It will allow processing a request like Annual Increment of the employee.

+ It will allow defining the employee compensation i.e. salary break-up of new
joined employee’s.
It will allow viewing the uploaded document.

&

Table 3.1 Icons

3.3.  User Access and Permissions

HRMS user access and permissions is managed by a specialized workflow management
system that is further supplemented with roles and permissions. The User Management
Process (SRS_HRMS_CH_02) has been coined as the centralized access manager where
employees are provided various roles and permissions to access different set of features.
Table 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

Table 3.2: User Profile and Permissions

*(Add permission also provides an additional permission of Edit to update records by resubmission)
** (A manager who is a part of the reviewing or approving authority shall be able to perform approvals)

Table 3.3 defines the provision of different roles assigned as per the permissible architecture of
HRMS application. A user role basically describes the user access of what the user can navigate
around in the HRMS application. The user permissions as described in Table 3.2 combines with
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user roles to allow the user to “navigate” and “perform” the nature of processes as per the
delegated power.

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

Table 3.3 User Profile and Roles

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

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

(https://www.hrmsfci.in/login) and provide the credentials in the form Login ID (Employee
Number) and Password as shared by FCI Computer/IT section as shown in Figure 3-1

Y kcivrRms

Sign into your Account Download User manual

LoginID:

284808

Password : Forgot Password?

897267 =

‘ Cardex Application Link

Figure 3.1 Login Screen

e Enter Login credentials, Captcha (Enter number here as shown in Figure 3.1) and Click on

“to Log in to the system.

e Post Login, employee will land on the Home Page as shown in Figure 3.2
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-

‘g{ FCl| HRMS As A2 Aa E MsS P 1, AMIT KUMAR b

HAPPY NEW YEAR 2021 @ ®

Welcome AMIT KUMAR

®

1=

Dashboard Attendance > Reimbursement

£2 i

Connect+ Training > Policies And Circulars —

ﬁ]ﬁ

Directory Performance

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

Figure 3.2 Home Page

e Based on the user credentials and permissions assigned to the employee, an employee
shall be able to access the Employee Self Service by clicking the Dashboard link as shown
in Figure 3.2 to land on the ESS — Employee Dashboard as shown in Figure 3.3.

Employee Self Service (ESS) - Employee Dashboard
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= Wi/ FClIHUMAN RESOURCE MANAGEMENT SYSTEM © ~ © ~ E3 s o avimasi kumar P

~LTE X E-Notice = My Pending Requests

User M: i
er Manual ® WFH implementation

Video Tutorial

e Work from home CPF Composite Claim Recuest

My Dashboard e Leave Encashment Policy Details CPF Composite Claim Request

CPF Composite Claim Request
Directory e Introduction to encashment of leave

CPF Composite Claim Request

Core HR ~ e test

ccses CPF Composite Claim Request

4

Compensation and Benefits

Performance Management

Leave Management y m My Team Reimbursements & Claims Policies & Circulars Leaves 26 Hazarat Ali's

FEB Birthday

Payroll and Advances

FEBRUARY 2021

Employee Relations ~ © Attendance

Last InfOut Time

31 1 2 3 4 5 6 .
Check In Check Out
Learning and Development [Absent [Absent Absent [Absent Absent Week-Off

05:53:00 07:53:00

Talent Management

7 8 9 10 1 12 13
s 16 December 16 December,
Survey g Week-Off | Absent | Absent | Absent | Absent | Absent Week-Off 2020 2020

14 15 16 17 18 19 20 .
Week-Off | Absent I Absent I Absent | Absent I Absent Week-Off

Connect +

4il Happy Birthday!!

Policies and Circulars 21 22 23 24 25 28 27
Week-Off Absent Absent Absent Absent
Lawsen Lawsent Lawsent Lawsen HUKUM CHAND
Retirement Benefit Calculator
28 1 2 a3 2 5 s MEENA

Survey and Polls

Legends GEORGE MINJ

@ Leave Today @@ Absence Weekends @ Attendance Holiday @ Late Coming

Figure 3.3 ESS - Employee Dashboard

e |f an employee has been assigned the roles and responsibilities of a manager or
competent authority, then by clicking the MSS link on the top right corner of the HRMS
application as shown in Figure 3.2, the employee with the permissions of a manager shall
navigate to the MSS — Manager Dashboard as shown in Figure 3.4.

Manager Self Service (MSS Manager Dashboard)
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= NES

=

FCl HRMS

Home

User Manual

Manager Dashboard

Talent Management

Core HR

Leave and Attendance

Performance Management

Compensation and Benefit

Payroll

Talent Acquisition

Learning and Development

Employee Relation

Reminders For Pending Requests

Due Today
Due Date Approaching

Due Date Expired I

Calender

JANUARY 2021

I Absent | Absent Il Absent |~ o

27 28 29 30 31
3 4 5 6 7
Week- Week- Absent Week-
e wea- [ aneont [ we
10 7" 12 13 14
Week- | Absent | Absent || week-
Legends

@ Leave @ Today @ Absence
Holiday @ Late Coming

na Aa
To-Do-List
Biometric

1 2

Ifkb:enl Week-
off

8 9

Week- Week-
off off

»
PRESENT

Weekends @ Attendance

s B3P

No Record found

AMITKUMAR  Jg

Kellton Tech)

ON LEAVE

3.5.

Figure 3.4 Manager Dashboard

Exiting the System

When the employee would like to exit from the HRMS application, then employee shall

click on Sign Out

to log out of the system as shown in Figure 3.5
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FCI HRMS Aa Aa  Aa MSs 9 Hi AMIT KUMAR
W = b
AMIT KUMAR
Employee D : 290572
Division : Personnel
Welcome AMIT KUMAR Preferred Language English

My Profile

Change Password

Training Policies And Circulars —

Directory Performance

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

Figure 3.5 : Sign Out

e The user shall navigate to Login Page as shown in Figure 3.5 on successful log out.
e An employee shall automatically logout from the application if it remains idle due to
inactivity for a longer period of time (approx. 20 minutes)

3.6. HRMS Login Configuration

HRMS Login are handled using OAuth 2.0 protocol. The user credentials entered by user is
passed on internet to HRMS System for validation and after successful validation a token is
generated and shared to the application to use it at the time of every new server interaction
to validate the user credentials. The login activity has few timeout settings as illustrated
below.

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

e SSO Session Idle - These is the setting for time a user session can be idle before it gets
expired. Default is set to 1 hour.

These are timeout settings implemented at Key cloak IAM interface.

4. Using the System

Performance management is completely policy driven, and most likely a compliance requirement
for promotions, special increments etc. since APAR (Annual Performance Assessment Report) is
not directly linked to job performance. Annual Performance Assessment Reports are done usually
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using 2 different formats, for managers (Cat | & 1l) and non-managers (Cat Ill, APAR Performa lll)
respectively. While Manager Appraisal is driven by self-appraisal and broadly touches up on
larger objectives of FCl and integrity aspects, the non-Manager appraisal is driven by rating of
Individual attributes by the Reporting Officer, i.e., ratings of specified skills that are needed to
perform their tasks and compliance to minimum performance standards set. The existing PAR is
guestionnaire based leading to a final grading based on a 5 point scale for Managers
(Outstanding, Very Good, Good, Fair, Poor) & 4 point scale for non-Managers (Very Good, Good,
Fair, Poor) respectively and both lead to generating a final score (number).

Performance management will be integrated with the SPARROW system which is developed for
Category | and Il employees. Though HRMS Performance management will be implemented for
category |, I, lll and IV employees, however for

. Category | and Il APAR process will be run in SPARROW.
. Category Ill and IV APAR process will be run in HRMS application.

Category | and Il APAR ratings will be saved in HRMS application for future reference purpose.

4.1. Annual Assessment

The CR cell of FCl keeps track and maintains a repository of APARs for all employees at respective
offices. The performance assessment starts with the distribution of a pre-defined performance
assessment report template, as per which an employee fills the IPR under Annual Assessment
form and then the form is passed on to a number of reporting, reviewing and accepting
authorities for final ratings that are recorded.

4.1.1. Navigation
Left Navigation: Performance Management >>Annual Assessment
4.1.2. Llanding Page

Employee shall traverse the navigation as mentioned in Section 4.1.1. to reach the
Annual Assessment Landing Page as shown in Figure 4-1

= Wi/ FClIHUMAN RESOURCE MANAGEMENT SYSTEM e @ ~ B3 £ nennsuneun
= =3
Home: Property Listing
Year Status
s v v
Video Tutorial
Show 10 v entries Expurttn: |s€mm | |
CAT-Il Technical Assistant Grade - Il 278239 NEHA SHARMA 2020 Pending

Showing 110 1 of 1 entries

Compensation and Benefits

performance Management |

My-Apar

Figure 4-1: Annual Assessment

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

Get Results
e Clickon _ to apply the available filters.
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ee

Clickon ~  toexport the table records in Excel as per table columns.

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

search the table records.

e Click on to sort the table records in ascending order or descending order
of entries.
Previous 1 2 MNext
e Clickon to navigate table records
4
e Click on to edit an existing record in the table as mentioned in Section

4.1.3 — Edit Annual Assessment.

4.1.3. Edit Annual Assessment

4
Click on to open Edit Annual Assessment popup as shown in Figure 4-2
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= FCl HUMAN RESOURCE MANAGEMENT SYSTEM A A l? KAVITA KUMARI
U . O e 3

r Manual

Video Tutorial

My Dashboard

Directory

Core HR

Compensation and Be:

Performance Management

Leave Management

Payroll

Employee Relations

Talent Management

Learning and Development

Connect +

and Circulars

Retirement Benefit Calculator

Immovable Property Decleration

statement of immovable property since appointment till the year of assessment

Name of the officer(in full and service to which he/she belongs) Present Pay
KAVITA KUMARI 34350
Present post held Date of birth
Technical Assistant Grade - Il 22/04/1988

Name Of District , Sub-Division, Taluk And Village In Which Property Is Situated

Name of district , sub-division, Taluk and village in which property is situated

Name And Details Of Property , Housing, & Other Present Building,Land Value

Name and

etails of property , Housing, & other present building,land value

In Case Owned/Acquired Or Inherited In The Name Of Dependent/Blood Relation Indicate His/Her Relationship With The Govt. Servant

In case owned/acquired or inherited in the name of dependent/blood relation indicate h r relationship with the Govt. servant

How Acquired Wheather By Purchase, Lease ,Mortage , Inheritance, Gift Or Otherwise Date Of Acquisition And Name With Details Of Person From Whom
Acquired.

How acquired wheather by purchase, lease,mortage , inheritance, gift or otherwise date of acquisition and name with details of person from whom acquired

Annual Income From The Property

Annual income from the property
Fa
Remarks
Remarks
4
Note: The declaration form is required to be filled in and submitted by every P! of the i under 48 of the staff regulations on first
appointment to the service and thereafter at the interval of every 12 menths giving particulars of all property on acquired or inherited by him or

held by him on lease or mortage either in his own name or any member of his family or in the name of any other person.

Signature
Date : 21/01/2021

In Case Where It Is Possible To Assesse The Value Accurately The Approximate Value In Relation To Present Conditions My Be Indicated

In case where it is poss © assesse the value accurat approximate value in relation to prese tions my be indicated
z
NOTE:Inapplicable Clause To Be Struck Out
NOTE:Included Short Term Lease Also
Supportive Document
| | ‘ Cancel ‘

Figure 4-2: Edit Annual Assessment

Enter the details and click on such that a success message will be shown in the
Annual Assessment Landing Page for updating the existing record.

Successl Record has been submitted successful

4.1.4. Reporting Annual Assessment

On Submitting the record, the record will move to the Reporting Officer as shown in the

figure 4-3.
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= Riy FCIHUMAN RESOURCE MANAGEMENT SYSTEM e @ o s B3 T —
- ~
Reporting Officer
Office Type Office Category Cadre
User Manual
v A A v
Video Tutorial
Designation Employee Number Employee Name Year E
er Dashboard v v “ v
Talent Management
Get Results
Performance Management ‘1
Category-Ill APAR 2 Show 10 v entries Exportto: Evce
Search:
Appeal
TYPE OFFICE CATEGORY CADRE DESIGNATION EMPLOYEE NUMBER EMPLOYEE NAME YEAR STATUS ACTION
Reporting Officer 3 P
oo Quality  rechnieal NEHA Employee
CAT-IIl v Assistant 278239 2020 P _y
Reviewing Officer KARNAL Control SHARMA Submitted
= - Grade - I
Figure 4-3: Annual Assessment Review
. a . . .
Click on © to open the Review form as shown in Figure 4-6
= Wi FCIHUMAN RESOURCE MANAGEMENT SYSTEM o @ na s [ e~
& v
Annual Performance Assessment Report
User Manua FOOD CORPORATION OF INDIA
Video Tutorial Annual Performance Assessment Report
ere PERFORMA Il (FOR CATEGORY - IIl EMPLOYEES) E
anager Dashboard
INSTRUCTIONS
Talent Management
1. This form should be forwarded to the authority concerned
Performance Management
2. This report should be written carefully With due consideration and should not be rushed through at the last minute.
Category-ll APAR | 2
3. The judgement should be based on the entire review period and not on isolated incidents . It may be ensured that the ratings reflect typical normal
Appeal performance and are not influenced by recent instances of success or failure which are not typical
4. Only one item should be considered at a time and rated only in relation to the requirement of employees job level. While assessing, it may be considered if
Reporting Officer
the assessee was given any opportunity to demonstrate the potential for a given attribute
Reviewing Officer 5. The immediate superior of the employee concerned may be contacted in case where the Reporting Officer is not an immediate officer and has no personal E

Accepting Officer

Cat-IV

Admin

Leave and Attendance

Core HR

®

©

knowledge of employees work in respect of any item on which the Reporting Officer has no opportunity to judge

The remarks column at the end may be used for any amplification,additions or explanations regarding special aptitudes or qualities.

The appropriate boxes need to be ticked only.

The grading "Fair" means "performs duties allotted to him with moderate efficiency” it does not mean "Unfit" or "below minimum standards."

The overall assessment/remarks columns must be filled in by the respective officers.

Figure 4-4 Annual Assessment Reporting Officer Review (Instruction Page)

Employee will click on the ﬂbutton and will land on the figure 4-5.
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= %EY FClI HUMAN RESOURCE MANAGEMENT SYSTEM Aa @ Aa ESS m ’o ANUJ PANWAR

=
Immovable Property Decleration

User Manual STATEMENT OF IMMOVABLE PROPERTY SINCE APPOINTMENT TILL THE YEAR OF ASSESSMENT

Video Tutorial

Name of the officer(in full and service to which he/she belongs) Present P

NEHA SHARMA 34350 E
Manager Dashboard

Present post held Date of birth

Technical Assistant Grade - Il 19/08/1990

Talent Management

Performance Management

Name Of District , Sub-Division, Taluk And Village In Which Property Is Situated

Leave and Attendanc:

eet
74 |, Uttam Manek Chambers, Kazi Sayed $t, Masjid Bunder (west)

City

Mumbai -
State Full

Compensation and Benefit

Name And Details Of Property , Housing, & Other Present Bui

ing,Land Value

Street

Employee Relation v 74 /, Uttam Manek Chambers, Kazi Sayed St, Masjid Bunder (west)

City

Mumbai -

State Full 2 E

In Case Owned/Acquired Or Inherited In The Name Of Dependent/Blood Relation Indicate His/Her Relationship With The Govt. Servant

Street

74 /, Uttam Manek Chambers, Kazi Sayed St, Masjid Bunder (west)
City

Mumbai -
State Full

How Acquired Wheather By Purchase, Lease,Mortage , Inheritance, Gift Or Otherwise Date Of Acqu
Acquired.

n And Name With Details Of Person From Whom

Street

74 |, Uttam Manek Chambers, Kazi Sayed
City

Mumbai -
State Full

Masjid Bunder (w

Annual Income From The Property

Remarks

ok

Note: The declaration form is required to be filled in and submitted by every employee of the corporation under regulation 48 of the FCI staff regulations on
first appointment to the service and thereafter at the interval of every 12 months giving particulars of allimmovable property on acquired or inherited by him
or held by him on lease or mortage either in his own name or any member of his family or in the name of any other person.

Signature
Date : 21/01/2021

In Case Where ItIs Possible To Assesse The Value Accurately The Approximate Value In Relation To Present Conditions My Be Indicated E
Street
74 /, Uttam Manek Chambers, Kazi Sayed St, Masjid Bunder (west)
City
Mumbai -
State Full

NOTE:Inapplicable Clause To Be Struck Out

NOTE:Included Short Term Lease Also

Figure 4-5 Annual Assessment Reporting Officer Review (Employee Property
View)

Employee will click on the nbutton and will land on the figure 4-6.
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= NE7 FCI HUMAN RESOURCE MANAGEMENT SYSTEM ~ D aa
Annual Perforaics PT——— ¢ Report
PERFORMA Il (FOR CATEGORY - Il EMPLOYEES)

Annual Performance A Report

1 From 01/01/2020 Te 01

PART -1

PART - 11

2. CONDUGT AND BEHAVIOUR : (Towa coleagues)

Very Good Good

308 Kk

LEDoE |

Good Fair

Analysis Grasp and Logiest thinking)

6. SKILL 1M NOTIMG AND DRAFTING © (Ohjeotivity, U
vary Goaa Good Fair

10 INTEGRITY (Honesty, Frankness, Direotn:
Very Good

11 Dependability and Trust Worthiness (With
Trust Warthy

Generally Dependable

p—

cases lor Assistants oniy)

12 Power of Expression (Written and verbal presentation of issue terrnm)
13 e or . Diaries and of paper oto. (For Typist/ Assistants and PAs oniy)
Very Good Good Fair Foor

17. Tha Assessss Has Worksd Undar The Reporting Officer From

Figure 4-6 Annual Assessment Reporting Officer Review

Enter the details and click on

The success message shall be displayed as:

(Grading)

such that a success message will be shown.

Signature of the reporting officer

Successl Record has been submitted successfully 22

4.1.5. Reviewing Annual Assessment

Click on ® to open the Review form as shown in Figure 4-6

Copyright © 2020 HRMS All Rights Reserved to FCI
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= %&’ FCIHUMAN RESOURCE MANAGEMENT SYSTEM na @ na ess m»? AMOL VASANTRAO SADANANDE
-

Reviewing Officer

Office Type Office Category Cadre
Manual
v ~ ~ ~

Video Tutorial

Designation Employee Number Employee Name Year
Manager Dashboard WV “ “ “
Talent Management

Get Results.

Performance Management | 4

s CRIBERR 2 Show 10 v entries Exportto: Exce Search:
Appeal
TYPE CADRE EMPLOYEE NUMBER MPLOYEE NAME YEAR STATUS ACTION
Reporting Officer S . .
Do Qualit echnical NEHA eporting
Reviewing Officer KarnaL  CATM cUimyl gfs;sg‘l[‘ 278239 SHARMA 2020 :Ij:.i?iu
Accepting Officer ‘
wing 1to 1 of 1 entries
evious 1 Next
Figure 4-7 Reviewing Annual Assessment Reviewing Officer Landing
On clicking the screen shall be displayed as figure 4-8.
= Wi/ FCIHUMAN RESOURCE MANAGEMENT SYSTEM e @ e s B3 B avoLvasanTRA sADANANDE
Annual Performance Assessment Report
User Manual FOOD CORPORATION OF INDIA
Video Tutorial Annual Performance Assessment Report E
P PERFORMA Ill (FOR CATEGORY - Ill EMPLOYEES)

INSTRUCTIONS
Talent Management

1. This form should be forwarded to the authority concerned

Performance Management

2. This report should be written carefully With due consideration and should not be rushed through at the last minute

Category-lll APAR

3. The judgement should be based on the entire review period and not on isolated incidents . It may be ensured that the ratings reflect typical normal

Appeal performance and are not influenced by recent instances of success or failure which are not typical
4. Only one item should be considered at a time and rated only in relation to the requirement of employees job level. While assessing, it may be considered if

Reporting Officer X
the assessee was given any opportunity to demonstrate the potential for a given attribute,

Reviewing Officer

w

The immediate superior of the employee concerned may be contacted in case where the Reporting Officer is not an immediate officer and has no personal

knowledge of employees work in respect of any item on which the Reporting Officer has no opportunity to judge.
Accepting Officer

@

The remarks column at the end may be used for any additions or s regarding special aptitudes or qualities.

Cat-IV

~

The appropriate boxes need to be ticked only. E

®

o The grading "Fair" means "performs duties allotted to him with moderate efficiency” it does not mean "Unfit" or "below minimum standards.”
dmin

©

The overall assessment/remarks columns must be filled in by the respective officers.

Leave and Attendance

Figure 4-8 Reviewing Annual Assessment Reviewing Officer Review (Instruction Page)

Employee will click on the nbutton and will land on the figure 4-9.
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%§# FClIHUMAN RESOURCE MANAGEMENT SYSTEM o @ A ess [P i AMOL VASANTRAO SADANANDE

=

Immovable Property Decleration

User Manual STATEMENT OF IMMOVABLE PROPERTY SINCE APPOINTMENT TILL THE YEAR OF ASSESSMENT

Video Tutorial

Name of the officer(in full and service to which he/she belongs) Present Pay

NEHA SHARMA 34350
Manager Dashboard

Present post held Date of birth

Technical Assistant Grade - II 19/08/1990

Talent Management

Performance Management

Name Of District, Sub-Division, Taluk And ge In Which Property Is Situated
Leave and Attendanc . Straet

tam Manek Chambers, Kazi Sayed $t, Masjid Bunder (west)

Mumbai -
State Full

Compensation and Benefit Name And Details Of Property , Housing, & Other Present Building,Land Value

Street
Payroll . 74 f, Uttam Manek Chambers, Kazi Sayed St, Masjid Bunder (west)

City

Mumbai -
Employee Relation - State Full

In Case Owned/Acquired Or Inherited In The Name Of Dependent/Bload Relation Indicate His/Her Relationship With The Govt. Servant

Street
Uttam Manek Chambers, Kazi Sayed St, Masjid Bunder (west)

City
Mumbai B
State Full

How Acquired Wheather By Purchase, Lease,Mortage , Inheritance, Gift Or Otherwise Date Of Acquisition And Name With Details Of Person From Whom
Acquired.
Street
74/,

tam Manek Chambers, Kazi Sayed St, Masjid Bunder (west)

Mumbai B
State Full

Annual Income From The Property

Remarks

ok

Note: The declaration form is required to be filled in and itted by every of the ion under r ion 48 of the FCI staff regulations on
first appointment to the service and thereafter at the interval of every 12 months giving particulars of allimmovable property on acquired or inherited by him
or held by him on lease or mortage either in his own name or any member of his family or in the name of any other person.

Signature
Date : 21/01/2021

In Case Where It Is Possible To Assesse The Value Accurately The Approximate Value In Relation To Present Conditions My Be Indicated

Street
74 f, Uttam Manek Chambers, Kazi Sayed St, Masjid Bunder (west)
City
Mumbai -
State Full
NOTE:Inapplicable Clause To Be Struck Out

NOTE:Included Short Term Lease Also

ﬁ ‘ ek ‘

Figure 4-9 Reviewing Annual Assessment Reviewing Officer Review (Employee Property
Page)

Employee will click on the nbutton and will land on the figure 4-10.
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- N7 FCI HUMAN RESOURCE MANAGEMENT SYSTEM e €D As s IDEEE P AMOL VABANTRAG SADANANDE
Annuat Performance Azmeszment Report
PERFORMA Il (FOR CATEGORY - Il EMPLOYEES)

Annual Performance Assessment Report From 01/01/2020 To 01/02/2020

PART -1

PART - 11

1 INTELLIGENCE: (Loave or comprehension, Critioal Analysis Crasp and Logloal thinking)

3.UOB KNOWLEDGE : (Knowledgs mnd skil, their stforis for nis Imprevement by lsarning)

A GUALITY OF WORK : (Accuracy, T ana systemar 1o work)

PAG and Typisis oniy)

Rearance and Benavieur for Pubiis Reiation te Staff Recepticnise)
©. Reguarity ana Punctuaity (Attonasnos OBaarvancs of tims Soheduls oto.)
(With rempect to - which minkmam follow ) =

12. Powar of Expression (Written and verbal prose:

Figure 4-10 Reviewing Annual Assessment Reviewing Officer Review (Reporting Officer
Grading View)

Employee will click on the nbutton and will land on the figure 4-11.
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= Wiy FCIHUMAN RESOURCE MANAGEMENT SYSTEM o @ Aa o ess mf AMOL VASANTRAO SADANANDE
2s

Annual Performance Assessment Report

User Manual PERFORMA - I”

(To be filled in by the Reviewing Officer)

Video Tutorial

Manager Dashboard

1. De You Agree With The Attributes Assessment Of The Reporting Officer ? I:I

2. Your views regarding overall assessment

Talent Management

Very Good Good Fair Poor

Performance Management

Category-lil APAR N 3. The Assessee Has Worked Under The Reporting Officer From | 01/01/2020 ‘Tu ‘ 01/02/2020

Appeal

Signature of the Reviewing officer
Reporting Officer

Name

Reviewing Officer

AMOL VASANTRAO SADANANDE

Accepting Officer

Designation

Cat-IV Assistant General Manager

Admin Date

21/01/2021
Leave and Attendance

‘ pack ‘ :

Figure 4-11 Reviewing Annual Assessment Reviewing Officer Review Page (Grading)

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

The success message shall be displayed as:

Succassl Record has bean submitted successfully W

4.1.6. Accepting Annual Assessment
Click on « to open the Review form as shown in Figure 4-6

= : Aa A ESS & PRADEEP SINGH
%4/ FClIHUMAN RESOURCE MANAGEMENT SYSTEM QO 1 [ s |

Accepting Officer

office Type Office Category Cadre
User Manual
~ ~ ~ ~
Video Tutorial
Designation Employee Number Employee Name Year E
Manager Dashboard - - “ o

Talent Management

Get Results.
Performance Management | | A
Category-lll APAR | 2 Show 10 ~ entries ExpcrttD: Search:

Appeal
TYPE OFFICE CATEGORY CI’ZD:ED DESIGNATION EMPLOYEE NUMBER EMPLOYEE NAME YEAR STATUS ACTION
Reporting Officer
N Reporting
Technical
bo Quality NEHA Manager v
Jiewing Offic CAT-II Assistant 278239 2020
Reviewing Officer KARNAL Conwol PO SHARMA Level 2 ©
Submitted

Accepting Officer

Pl

Showing 1 to 1 of 1 entries
Cat-IV

Admin

Figure 4-12 Accepting Annual Assessment Review (Landing page)
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= g Aa A ESS L;‘uo PRADEEP SINGH
%# FCl HUMAN RESOURCE MANAGEMENT SYSTEM Q s [ wss |

Annual Performance Assessment Report

 Manual FOOD CORPORATION OF INDIA

Video Tutorial Annual Performance Assessment Report
PERFORMA Il (FOR CATEGORY - Ill EMPLOYEES)

Manager Dashboard

INSTRUCTIONS

Talent Management

This form should be forwarded to the autherity concerned

Performance Management

~

This report should be written carefully With due consideration and should not be rushed through at the last minute.
Category-Ill APAR

w

The judgement should be based on the entire review period and not on isolated incidents . It may be ensured that the ratings reflect typical normal

Appeal performance and are not influenced by recent instances of success or failure which are not typical.

s

Only one item should be considered at a time and rated only in relation to the requirement of employees job level. While assessing, it may be considered if
Reporting Officer ) ) )
the assessee was given any opportunity to demonstrate the potential for a given attribute.

0

Reviewing Officer The immediate superior of the employae concerned may be contacted in case where the Reporting Officer is not an immediate officer and has no personal

knowledge of employees work in respect of any item on which the Reporting Officer has no opportunity to judge.
Accepting Officer

@

The remarks column at the end may be used for any amplification,additions or explanations regarding special aptitudes or qualities.

Cat-IV ~ 7. The appropriate boxes need to be ticked only. E
. 8. The grading "Fair' means "performs duties allotted to him with moderate efficiency” it does not mean "Unfit" or “below minimum standards."

9. The overall assessment/remarks columns must be filled in by the respective officers.

Leave and Attendance

Core i “

Figure 4-13 Accepting Annual Assessment Review (Instruction page)

Employee will click on the ﬂbutton and will land on the figure 4-14.
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Immovable Property Decleration

FCl HUMAN RESOURCE MANAGEMENT SYSTEM Aa e

Aa PRADEEP SINGH

User Manual statement of immovable property since appointment till the year of assessment

Video Tutori

Name of the officer(in full and service to which he/she belongs) Present Pay

NEHA SHARMA 34350
Manager Dashboard

Present post held Date of birth

Technical Assistant Grade - Il 19/08/1990

Talent Management

Performance Management
Name Of District, Sub-Division, Taluk And Village In Which Property Is Situated

Leave and Attendance

Masjid Bunder (west

Mumbai
State Full

Compensation and Benefit s Name And Details Of Property , Housing, & Other Present Building,Land Value

Street
Payroll 74 J, Uttam Manek Chambers, Kazi Sayed
City

Mumbai

Employee Relation State Full

Masjid Bunder (west]

Stres
74
City

Mumbai
State Full

Uttam Manek Chambers, Kazi Sayed St, Masjid Bunder (west)

In Case Owned/Acquired Or Inherited In The Name Of Dependent/Blood Relation Indicate His/Her Relationship With The Govt, Servant

How Acquired Wheather By Purchase, Lease, Mortage , Date Of

Acquired.

Masijid Bunder (west)

Mumbai
State Full

Annual Income From The Property

20

0

Remarks

ok

appointment to the service and thereafter at the

Stre
74 [, Uttam Manek Chambers, Kazi Sayed St, Masjid Bunder (west)
City

Mumbai

State Full

NOTE:Inapplicable Clause To Be Struck Out

NOTE:Included Short Term Lease Also

In Case Where It Is Possible To Assesse The Value Accurately The Approximate Value In Relation To Present Con:

And Name With Details Of Person From Whom

~

Note: The declaration form is required to be filled in and submitted by every employee of the corporation under regulation 48 of the staff regulations on first
interval of every 12 months giving particulars of all immovable property on acqui i
held by him on lease or mortage either in his own name or any member of his family or in the name of any other person

ed or inherited by

signature
Date : 21/01/2021

ions My Be Indicated

Figure 4-14 Accepting Annual Assessment Review (Employee Property View)

Employee will click on the nbutton and will land on the figure 4-15.
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= N7 FCl HUMAN RESOURCE MAMNAGEMENT SYSTEM e D Aa ess EREEE P PRADEER SINGH
Annual | Parforman ce Assessmen t Report
PERFORMA I (FOR CATEGORY - Il EMPLOYEES)

Annual Performance Assessment Report Erom 01/01/2020 To 01/02/2020

PART - |

A
PART - 11
LLLLLLLLLLLLL (Loave ar compraneneion, Gritical Analysis Granp and Logiea thinking)
2. CONDUCT AND BEHAVIOUR : (Towards his superiors jun olleagues)
S IOB KNOWLEDGE | (Knowledge and skill, their utilisation, fferts for his mprovemaent by learning)

- - o ana wark)

5. PROMPTHESS IN WORK : (Quicknass in putting up weork 1o the superiors)

7. Proficiency in stencaraphy and Typing(For PAs and Typists oniy)

B SMARTNESS (Sair i ana ror Bube ratat i 1o Sta  Receptionists )

10, INTEGRITY (Honoaty, F and

12. Power of EXpression (Written and verbal presentation of ISsuUe unambiguaus terms)

1 ce of Regl . Diaries snd of paper ato. (For Typist/ Assistants and PAs only)

16. General Remarks And Overall Asseos

17. The Asnossss Has Worked Undar The Repoerting Officer Fram

Figure 4-15 Accepting Annual Assessment Review (Reporting Officer Grading View)

Employee will click on the ﬂbutton and will land on the figure 4-16.
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= Wi/ FCIHUMAN RESOURCE MANAGEMENT SYSTEM m @ o oess [

PRADEEP SINGH

Annual Performance Assessment Report
User Manual PERFORMA - 111

. ) (To be filled in by the Reviewing Officer)
Video Tutorial

Manager Dashboard

1. Do You Agree With The Attributes Assessment Of The Reporting Officer ?

Talent Management

2. Your views regarding overall assessment

Performance Management N

Category-Ill APAR 3. The Assessee Has Worked Under The Reporting Officer From | 01/01/2020 | To[ 01/02/2020

Appeal
Signature of the Reviewing officer
Reporting Officer
Name
Reviewing Officer
- AMOL VASANTRAO SADANANDE
Accepting Officer

Designation
Cat-IV Assistant General Manager
Admin Date
21/01/2021

Leave and Attendance

Gore HR i ‘ gack ‘ ‘

Figure 4-16 Accepting Annual Assessment Review (Reviewing Officer Grading View)

Employee will click on the nbutton and will land on the figure 4-17.

= : FCl HUMAN RESOURCE MANAGEMENT SYSTEM Aa A ESS L.‘P
N Q© s [ sass |

PRADEEP SINGH

Annual Performance Assessment Report

User Manual PERFORMA - IV
e Tl 1. Overall Grading E
very Good ) Good Fair Poor
Manager Dashboard
Talent Management ; 2. Remarks Of The Accepting Authority
Remarks of the Accepting authority

Performance Management

Category-Ill APAR

Appeal

Signature of the Accepting officer
Reporting Officer

Name
Reviewing Officer

PRADEEP SINGH

Accepting Officer

Designation

Cat-Iv Deputy General Manage

Admin Date

21/01/2021
Leave and Attendance

Core e - | Sack ‘ :

Figure 4-17 Accepting Annual Assessment Review (Final Grading)

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

The success message shall be displayed as:

Success! Record has been submitted successfully x
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4.2. MyAPAR

As the accepting officer, accepts the review remarks of the reporting and reviewing
officer for that particular CAT-1lIl employee, the employee shall be able to accept or reject
the remarks.

4.2.1. Navigation
Left Navigation: Performance Management >> My APAR
4.2.2. Llanding Page

Employee shall traverse the navigation as mentioned in Section 4.2.1. to reach the My
APAR Landing Page as shown in Figure 4-18

= L/ FCIHUMAN RESOURCE MANAGEMENT SYSTEM Aa T paian
0174
My APAR
ace Typs Catage o
CAT.
o

Figure 4-18 My APAR

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

Get Results
e Clickon _ to apply the available filters.

CXCE

e Clickon to export the table records in Excel as per table columns.

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

search the table records.

e Clickon to sort the table records in ascending order or descending order
of entries.
Previous 1 2 MNext
e Clickon to navigate table records

Click on ** to take the particular step on the APAR report as shown in figure 4-19.
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= Wi/ FCIHUMAN RESOURCE MANAGEMENT SYSTEM

=]
=|
PERFORMA - 1II
[To be Filled in by the Reviewing Cificer)
122021 E
=]
PERFORMA, - IV
= | |
Figure 4-19 My APAR(Appeal/Reject)
On clicking ‘ ‘ button, the employee will accept the remarks and the APAR for
that particular employee will be closed.
On clicking button, the employee will be able to appeal for that particular
report.
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4.2.3. Represent

Employee shall traverse the navigation as Performance Management>>My APAR to
reach the My APAR Landing Page as shown in Figure 4-20.

AL/ FClHUMAN RESOURCE MANAGEMENT SYSTEM e = @ - 23 L

rrrr e affce Cavegory Designation

=|
:
0 - - =
B = 1=
Figure 4-20 My APAR
HRMS Employee shall be able to perform the following activities from the landing page:
Get Results
e Clickon _ to apply the available filters.
e Clickon  toexport the table records in Excel as per table columns.
Search:
e Click on to enter a search query that shall
search the table records.
e Clickon to sort the table records in ascending order or descending order
of entries.
Previous 1 2 Mext
e Clickon to navigate table records

Click on ©to add the Represent on the APAR report as shown in figure 4-21.
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= Wi/ FCIHUMAN RESOURCE MANAGEMENT SYSTEM

PERFORMAII (FOR CATEGORY - lll EMPLOYEES)

Annual Eeport From (U012021 To 1125021

PART -1

PART -1l

Reporting Officer

PERFORMA - 11l
[To be filled in by the Reviewing Officer)
Reviewing Officer
aita
PERFORMA - [V
Accapting Officer

Employes Apar Status

S A
7

Aa BN A

Figure 4-21 Represent

The employee will add the remarks and click on the button.
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The success message shall be displayed as:

Sueeass! Rocord has bean submittad succassully o

On clicking the represent request will be send to the Reporting officer of the accepting
officer to take the official steps over that represent.

4.3. Probation Flow

As the employee completes it 10 months of probation, the Reporting Officer of that
particular employee will be able to raise a request by adding the remarks for the
employee in regards of their service in the probation period.

4.3.1. Navigation

Left Navigation: MSS>> Performance Management >> Probation CAT-lll APAR >>
Reporting Officer

4.3.2. Reporting Officer

Employee shall traverse the navigation as mentioned in Section 4.3.1. to reach the
Reporting Officer Landing Page as shown in Figure 4-22

= FC1 HUMAN RESOURCE MANAGEMENT SYSTEM ra ha ogss P . s
o

Reporting Officer

Office Type. offce Caregery Cadea

Dosigraion Emgliyas Mumbor [Emgioyes Nama

N
o "‘"'-“ E
..... S o

Figure 4-22 Reporting Officer

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

Get Results
e Clickon _ to apply the available filters.

ExCe

e Clickon ~ to export the table records in Excel as per table columns.

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

e Clickon to sort the table records in ascending order or descending order
of entries.
Previous 1 2 Mext
e Clickon to navigate table records.
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The reporting officer will click on the ™ icon to initiate the request
4.3.3. Reporting Officer Remarks

=

On clicking the icon reporting officer will add the remarks as shown in figure 4-232.

= Wi/ FCIHUMAN RESOURCE MANAGEMENT SYSTEM e o @ m ® . rsvsarinne
ot v

CAT-Hll Probation Report
CAT-lIl Probation Report

INSTRUCTIONS

Figure 4-23 CAT-Ill Probation Report (Instruction Screen)

Employee will click on the ﬂbutton and will land on the figure 4-24.
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Figure 4-24 CAT-lll Probation Report (Remark Screen)
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The reporting officer will add the remarks and click E on the button. On clicking
the success message will be displayed on the Reporting Officer screen.

The success message will be displayed as:

4.3.4. Reviewing Officer

Employee shall traverse the navigation as MSS>> Performance Management >>
Probation CAT-lll APAR >> Reviewing Officer to reach the Reviewing Officer Landing
Page as shown in Figure 4-25

= Wj/ FCIHUMAN RESOURCE MANAGEMENT SYSTEM e v @ M e [ uss | L -
v -

Reviewing Officer

Office Type cHfice Catogory Cadm

Designaticn Employee Humber Empioyee Name

ol > ""I";M

: I
m

Figure 4-25 Reviewing Officer

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

Get Results
e Clickon _ to apply the available filters.

e Clickon  toexportthe table records in Excel as per table columns.

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

e Clickon to sort the table records in ascending order or descending order
of entries.
Previous 1 2 MNext
e Clickon to navigate table records.

The reviewing officer will click on the * icon to review the request.
4.3.5. Reviewing Officer Remarks

=

On clicking the icon reporting officer will add the remarks as shown in figure 4-26.
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= Wi/ FCIHUMAN RESOURCE MANAGEMENT SYSTEM e @k ess

CAT-l Probation Report

CAT-Ill Probation Report

Figure 4-26 CAT-Ill Probation Report (Instruction Screen)

Employee will click on the nbutton and will land on the figure 4-27.
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Figure 4-27 CAT-lll Probation Report (Reporting Officer Remarks Screen)

Employee will click on the nbutton and will land on the figure 4-28.
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= Wi/ FCIKUMAN RESOURCE MANAGEMENT SYSTEM e o @ aa e . PP L

CAT-l Prebation Repart
THE FOOD CORFPORATION OF INDIA
CAT-IIl Probation Report

Probaticn Repart for the period From 081082020 To 06082024

Romarics Of Raviswing Officer

SIGNATLIE OF (Ve TeVRWRG OICET

Figure 4-28 CAT-Ill Probation Report (Reviewing Officer Remarks Screen)

The reviewing officer will add the remarks and click on theﬂ button. On submitting
the success message shall be displayed on the Reviewing officer screen.

The screen shall be displayed as:

4.3.6. Accepting Officer
Employee shall traverse the navigation as MSS>> Performance Management >>

Probation CAT-IIl APAR >> Accepting Officer to reach the Accepting Officer Landing Page
as shown in Figure 4-29.

]
= FCI HUMAN RESQURCE MANAGEMENT SYSTEM ha Aa Ess v sanine uman
W/ § @-0 P

Accepting Officer

Oifice Tyne. Office Casiguey Ccacre

Designation Emplayes Number Empiayee Name

i
<
; T
g
U ‘
m

Figure 4-29 Reviewing Officer

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

Get Results
e Clickon _ to apply the available filters.

Fyira

C AL

e Clickon ~ to export the table records in Excel as per table columns.
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Search:
e Click on

to enter a search query that shall
search the table records.

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

to navigate table records.

The reviewing officer will click on the * icon to review the request.

4.3.7. Accepting Officer Remarks

On clicking the ~ icon reporting officer will add the remarks as shown in figure 4-30.

= Wi/ FCIHUMAN RESOURGE MANAGEMENT SYSTEM e w @ s s ma SANIIV KUMAR

CAT-IH Probation Repart

CAT-ll Probation Report

Figure 4-30 CAT-Ill Probation Report (Instruction Screen)

Employee will click on the ﬂbutton and will land on the figure 4-31.

= Wi/ FCIHUMAN RESOURCE MANAGEMENT SYSTEM

Q~ O n = P

CAT-Ill Probation Report

THE FOOD CORPORATION OF INDIA
CAT-IIl Probation Report

Probation Report for the period From 06/08/2020 To 06/062021

[

ion/Deptt. in which employed

GENERAL (for all categories)

Integity *

Imtelligence and general ability *
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Initiative and resourcefulness *

Davotion to duty and industry *

Devation to duty and industry

Pramptness and accuracy in doing work

Reliability

Rl

ity

Puncruality *

Puncuaiity

Amenability 1o

cipline *

Amenabisty to discipiine

Temprament and relation with fellow employeas *

Temprament and reiztion with fellow emplayes

#
For Assistants Etc.
i cases in proper i i )
Submission of cases in proper ander [referencing and page numbering of notes e
£
papers etc. i
f reference books files papers et in tidy condition
4
skillin noting and dratting
Skillin noting and drsfting
&
Ability to handel intricate cases
y to handel intric
7

For PAs & Stenographer

‘Speed and acouracy in shorthand and transcription

and aceuracy in shorthand and transzriptin

Speed and acouracy in typewriting

aceuracy in typawriting

Trustworthiness in secret and confidential matters

Trustworthiness in secret and confid

“
General usefuliness to the officer
General usefuliness to the officer
i
Initiative and tactin dealing with phane ealls and visitors
ve and tact in desling with phene calls and visitors
4
For Clerks/Typists
‘Speed and accuracy in work
‘aceuracy in work
4

Maintainance of Registers, Diaries ete. in proper

f Registers, D n proper

‘Submission of retwms intime.

Submission of fetums in time
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For Receiptionist

Dass/he/she appesr smart and show Courtesy

4
in
s M/She tactful in desling with telephane calls and visors?
4
For Library Assistants
Trustworthiness in handling the bosks of the Carporation
4
Keeping of book Etc. in tidy candition
Keeping of book Etc. in tdy condition
“
Specific (for all categories)
Knowledge of procedures and regulation
Knowiedge of procadures and reguiation
P
Aptitude for particulars type of work
Aptituge for particuars type of work
2
spaeiaily good work done during the year
spacialty good wark done during the year
4
Comectional
“
Actiontaken by the reparting officer 1o guide
Action taken by the reporting officerto guide
P
Actiontaken by the reporting officer to guide
Action taken by the reparting afficer ta guide
i
Suitability for the present job
Suttanilty for the present job
P
Fitnass for promation ta next higher grae.
Fitness for promation ta next higher grad.
P
i i promation 2)
s hefshe good materialfor devslopment 2 L2 can he/she considered for sccelerated promation 2)
4
General Remarks *
P

‘Skgnanure of M Foporting officer

Assistant Ganesal Managar

Figure 4-31 CAT-lll Probation Report (Reporting Officer Remarks Screen)

Employee will click on the ﬂbutton and will land on the figure 4-32.
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FCI HUMAN RESOURCE MANAGEMENT SYSTEM A
C ._
CAT-Ill Probaticn Report

THE FOOD CORPORATION OF INDIA
CAT-IIl Probation Report

Pushation Report for the period Frem 06/08/2020 To 06/06/2021

FRomaris Of Reviwing Oificer

=]
Figure 4-32 CAT-Ill Probation Report (Reviewing Officer Remarks Screen)
Employee will click on the nbutton and will land on the figure 4-33.
= N/ FCIHUMAN RESOURCE MANAGEMENT SYSTEM o s @ = = 23 P . srvmn
CAT-lil Probation Report
THE FOOD CORPORATION OF INDIA
CAT-Il Probation Report
Prabation Report for the period From 06/08/2020 To 06:06/2021
=
e.

‘Signature of the countersigning cficer

Desigration

Dute

Figure 4-33 CAT-lll Probation Report (Accepting Officer Remarks Screen)

The accepting officer will add the remarks and click on the= button. On submitting
the success message shall be displayed on the Accepting officer screen.

The screen shall be displayed as:

4.4. CAT-IV Special Report

In case of the Category-IV employees, as there is no yearly APAR but a special report can
be generated by the Reporting officer of that particular employee in some significant
cases like promotion.

4.4.1. Navigation

Left Navigation: MSS>> Performance Management >> Category-1V>>Category-IV Special
Report
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4.4.2. Llanding Page

Employee shall traverse the navigation as mentioned in Section 4.4.1. to reach the
Reporting Officer Landing Page as shown in Figure 4-34.

-]
= Wi/ FCIHUMAN RESOURGE MANAGEMENT SYSTEM e mo @ a e EER S owaramin

Reporting Officer

Office Type Office Eatngory Cadre

N
L~ ""M
-

Figure 4-34 Reporting Officer

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

Get Results
e Clickon _ to apply the available filters.

cCxCe

e Clickon  toexportthe table records in Excel as per table columns.

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

e Clickon to sort the table records in ascending order or descending order
of entries.
Previous 1 2 Mext
e Clickon to navigate table records

Click on mto generate the special report as shown in figure 4-35.
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= Wi/ FCIHUMAN RESOURCE MANAGEMENT SYSTEM 0 o @ o wss [ T sseaasoune nooa
Special Repory
SPECIAL REPORTS
OF CATEGORYV EMPLOYEES FOR THE
PURPOSE OF STAGNATION IMPACT AMELIORATION SCHEME 2020
FOR CATEGORY |V EMPLOYEES
Gategory Cadre E
atice Erplzyes Name L
PART -1
PART -1l
Buncnsiiny Diseipling *
o et it bt et o g
Relstionship With Colleagues And Superior Officers * Pubic Relation

Intagrity & Henasty * e

Ay Special/Merritious Work Dane During The Last Gne Year =

Gemersl Remarkcs About Fitness For Promation Ete

oems

The assesse has worked under the reporting oficer)
From 14082024 To 15062021

Sasact rwporiogom [

Figure 4-35 Special Report

Reporting officer will search for that Category-IV employee and add the relevant remarks and
click on the button.

On clicking the success message will be displayed as:

4.5. Employee Probation (Confirmation)

As soon as the accepting officer will submit the remarks for the probationary employee,
that particular request will be transferred to the Manager (Personnel) of that particular
office to raise that request for the approval and letter generation.

4.5.1. Navigation

Left Navigation: MSS>> Core HR >> Employee Probation >> Employee Probation
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4.5.2. Landing Page

Employee shall traverse the navigation as mentioned in Section 4.5.1. to reach the
Reporting Officer Landing Page as shown in Figure 4-36.

= Wi/ FCIHUMAN RESOURCE MANAGEMENT SYSTEM e T - IR F RS £ . s eounemoos

Probatianary Employeos

Office fyoe Office Empiayes Number Empiayee Hame Year

<
I
m

Figure 4-36 Probationary Employee

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

Get Results
e Clickon to apply the available filters.
e Clickon  toexport the table records in Excel as per table columns.
Search:
e Click on to enter a search query that shall

search the table records.

e Clickon to sort the table records in ascending order or descending order
of entries.
Previous 1 2 Mext
e Clickon to navigate table records.

The manager personnel will click on the *icon to initiate the request
4.5.3. Request for probationary employee

On clicking the * icon, the request will be initiated as shown in figure 4-37.
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Add Probationary Empioyee
Empioyes Hurber Employse Name Designation

Frobation Report

Reporting fficar Romarks

Figure 4-37 Add Probationary Employee

On adding the remarks, the manager (personnel) shall add the remarks and click on the
button.
On clicking the submit button the success message shall be displayed as:
4.5.4, Dispatch Request for probationary employee-Landing

The submitted request will be listed in the Dispatcher’s landing screen as shown in figure
4.38

= Wi/ FCIHUMAN RESOURCE MANAGEMENT SYSTEM o O e P R —
&

I i ¢
m

Figure 4-38 Probationary Employee Dispatcher Landing

Click on L= to land on dispatch the request as shown in figure 4.39
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4.5.5. Dispatch Request for probationary employee

z o
= FClI HUMAN RESOURCE MANAGEMENT SYSTEM s Aa E55 & PARAS PANSPAN
N Q o L

Protationary Employees

Supporiva Documen

Figure 4-39 Probationary Employee Dispatch request

Dispatcher shall be able to perform the following activities from the dispatch screen.

View Action History
e C(Clickon to view the action.

e Add Reviewer link functionality has been explained in Common Functionalities.
[Please Refer Section 5.1.1 for Add Reviewer].

e C(Clickon mto review the request and a success message will be displayed.

The success message will be displayed as:

Request has been dispatched successfully.

4.5.6. Review Request for probationary employee-Landing

The submitted request will be listed in the Reviewer’s landing screen as shown in figure
4.40.
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= W/ FCIHUMAN RESOURCE MANAGEMENT SYSTEM

Probationary Employees

e Typs

|

Figure 4-40 Probationary Employee Reviewer Landing

Click on =

to land on dispatch the request as shown in figure 4.41

4.5.7. Review Request for probationary employee

= N/ FCIHUMAN RESOURCE MANAGEMENT SYSTEM

Q- O » = 1P owsmmn

Designasion

Figure 4-41 Probationary Employee Review request.

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

e Clickon to view the action taken on the request.

Add Reviewer link functionality has been explained in Common Functionalities.
[Please Refer Section 5.1.1 for Add Reviewer]

e Selective Revert link functionality has

been explained in Common
Functionalities. [Please Refer Section 5.1.2 for Selective Revert]
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Review
e C(Clickon to review the request.

e Click on to revert the request back to the initiator, this request

will be listed in the landing page of Initiator.

The success message will be displayed as:

4.5.8. Approve Request for probationary employee-Landing

The submitted request will be listed in the Approver’s landing screen as shown in figure
4.42.

= Wi FCIHUMAN RESOURCE MANAGEMENT SYSTEM 0 o @ s e mo

BAIEGH KUMAR

Probationary Employees

Ofsce Type attce Emgloyes Numsar [Empicyaa Name vear

Figure 4-42 Probationary Employee Approver Landing

Clickon ¥ toland on dispatch the request as shown in figure 4.43

Copyright © 2020 HRMS All Rights Reserved to FCI Page 49 of 63



Performance Management System
User Manual Version 2.0

4.5.9.

4.5.10.

Approve Request for probationary employee

p o
= FCl HUMAN RESOURCE MANAGEMENT SYSTEM s Aa ESS = RAJESH KUMAR
Y Q-o L

Protationary Employees

Probation Report

Rapariing ¥ficer Ramancs

Dcumees Nams Supporiva Documen

Figure 4-43 Probationary Employee Approve request.

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

View Action History
e Clickon

to view the action taken on the request.

e Add Reviewer link functionality has been explained in Common Functionalities.
[Please Refer Section 5.1.1 for Add Reviewer]

e Selective Revert link functionality has been explained in Common

Functionalities. [Please Refer Section 5.1.2 for Selective Revert]

e Clickon to approve the request.

Reject

e Clickon to reject the request back to the initiator, this request

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

The success message will be displayed as:

Success] Pequest has been approved successfullly.

NOTE: File shall be forwarded to the concerned Reviewing / Competent Authority as per
the delegation of power defined in DOP master. DOP master is the dynamic process to
configure the file movement.

Employee Probation Letter Landing

On the approving of the request, the request shall be displayed to the manager
(Personnel) for the generation of the letter as shown in the figure 4-44.
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= Wi/ FCIHUMAN RESOURCE MAMAGEMENT SYSTEM e s

Probation Conform Latter Listing

Employee Nome Designation *

Figure 4-44 Probation Employee Letter Listing

On clicking the = icon, manager shall be able to generate the letter
4.5.11. Employee Probation Letter Generation

On clicking ® manager will land on the letter screen as shown in figure 4-45.

o

= Wi/ FCIHUMAN RESOURCE MANAGEMENT SYSTEM e w @ om ws PR - SHEEL A EDUNE TIOEA
Cealirmation Office Ordes
Reference No. Cate:
,,,,, 13 g ¥ 150
-~ %=5
FOOD CORPORATION OF INDIA
Office Order
o Srade - I, Shi PARAS PANJNANL wes ploced on probetion for @ perod of one year wef, 1DDSZ020IFN. He s hereby ceciared to have completed fre probation period satisesiorly
atation VAN s haraky canfimadin b post Grada - Il wat 101082021 in seemns of Fisguiasn 15(4) of the FCHEIM) Regulations. 1978
Manager(E
Persancal
Signaturs Typs
= Signatue v

Figure 4-45 Generate Office Order

On filling the relevant information, the manager shall click on the nbutton. On
clicking the manager will be redirected to the Aadhaar screen as shown in the figure 4-46.
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ou are currently using C-DAC eSign Senvice and have been redirected from

G

AT alige Sanvice

Aadhaar Based e-Authentication

Figure 4-46 Aadhaar Information

Manager shall update the required fields and click on the “Submit” button.

On clicking the success message shall be displayed as:

4.6. Define Probation Workflow
In case any of the probationary employees have wrong reporting, reviewing or accepting

officer allocated there in the workflow, the correct one can be added or updated using
this process.

4.6.1. Navigation
Left Navigation: MSS>>Nodal Settings>>Processes>>Probation Period Workflow
4.6.2. Landing Page

Employee shall traverse the navigation as mentioned in Section 4.6.1. to reach the Nodal
Officer Landing Page as shown in Figure 4-47.

= Wi/ FCIHUMAN RESOURCE MANAGEMENT SYSTEM v o o @ A e 3 - anar

Workflow For Probation/APAR Period

Office Tyes ffica Extegery Esvplayee Nurioee [Erglayee Marmt

Figure 4-47 Probation Workflow

HRMS Employee shall be able to perform the following activities from the landing page:
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Get Results
e Clickon _ to apply the available filters.

e Clickon to export the table records in Excel as per table columns.

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

search the table records.

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

Pl

Frevious 1 MNext

e Clickon to navigate table records

Click on mto initiate the request as shown in figure 4-48.

2
= £ FCl| HUMAN RESOURCE MANAGEMENT SYSTEM e ~ o Aa Aa  Ess = AMIT
W @ = L

Home Define Workflow For Probation/APAR Period

Office Type * office * Category
User Manual

H v D ~ H ~ aefined

Vig

Designatio o secti

Manager Dashboard

Jaining Date

Learmning and Development ol

ettin
Reporting Officer

Employee Name

SATISH KUMAR (172568)

Show 10 v entries

Search:
ACTIO EMPLOYEE NAME/EMPLOYEE ER
= PARDEEP SINGROHA-'276540 27/02/2027 01/08/2021 @
Showing T
1
Employee Portfolio Datails
Office Type * Office * Reporting Officer * From Date *
Shift Planning =
Probation Period Workflow
To Date *
Leave Baiance 5 “
Reviewing Officer E

Employee Name

Show 10 w entries

Search:
Compensation and Benefit v ACTION EMPLOYEE NAME/EMPLOVEE NUMEER FROM DATE
Fayroll No data available in table
Showing 0 16 0 of 0 entries
Recruitment
Office Type * Office * Reviewing Officer * From Date
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Accepting Officer

Employee Name

ACTION EMPLOVEE NAME/EMPLOYEE NUMBER FROM DATE TODATE

No data available in table

Office Type * office = Accepling Officer * From Date *

Figure 4-48 Define Probation Workflow

Nodal officer will update or add the reporting, reviewing or accepting officer and click on the
nbutton.

On submitting the request alert message will be displayed as a pop-up will the important
message that “The changes will be reflected in the officer’s login after 24 hours of the updation.”

i -

The changes will be reflected in the officers login after 24 hours of the

Mo data available in table

updation.Are you sure?

fEE MAME/EMPLOYEE NUMBER

Figure 4-49 Alert Message

On clicking the success message will be displayed as:

Success! The changes will be reflected in the officers login after 24 hours of the updation.

5. Common Functionalities

5.1.1. Add Reviewer

Add reviewer is the functionality by which the competent authority can add an officer in
case of additional recommendations or remarks while processing the requests initiated,
either by an employee or on administrative grounds. The benefit of this functionality is
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that within a fixed delegation of power FCl users of personnel division account division
and vigilance division can assign a request for clarifications to the needful authority.

To add an additional reviewer click on Add Reviewer link as shown below

= \éf FCI HUMAN RESOURCE MANAGEMENT SYSTEM e s @ LE] L L ANITASH KUMAR
Leave Approval Requost
View Action History
Figure 5-50: Initiate Add Reviewer
As the user clicks on Add Reviewer link as shown in Figure 5-47, then the user will
navigate to the add reviewer detail page as shown in Figure 5-48
= Wiy FCIHUMAN RESOURCE MANAGEMENT SYSTEM e m @ m 5 P vt

arsonns

Figure 5-51: Add Reviewer
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Enter the details of the concerned authority for clarification/recommendations and click

on “ button to add the concerned authority as an additional reviewer. On
addition the competent authority for the application will receive a success message as
shown in Figure 5-49

= FEI HUMAN RESOURCE MANAGEMENT SYSTEM As A2 Ess = AMITALH KUMAR
. 0

1] Stans. Emplaryis Nurrinee

Figure 5-52: Reviewer Added Successfully

The success message will be displayed as:

Reviewer has been added successfully.

The concerned authority who has been added as an additional reviewer will receive the
access and permissions of a reviewing authority for that particular request. Hence the
additional reviewer will be able to either review or revert the request, such that on
desired action the authority who added the additional reviewer will receive the decision
along with recommendations which will get recorded in the action history for further
perusal.

5.1.2. Selective Revert

Selective revert is the functionality by which competent authority can send back (Revert)
the request to a specific authority who has already taken an action and is a part of the
application review and approval process as per DoP. However, any authority who have
been added as an additional reviewer will not able to perform this action. To revert the
application to a previous authority click on select click on the Selective Revert link as
shown below.
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Figure 5-53: Initiate Selective Revert

The reviewing or approving authority will select the concerned user to whom the request
is to be reverted as shown in Figure 5-51 and provide the remarks to justify the selective
revert and click on button.
= \.éf FCI HUMAN RESOURCE MANAGEMENT SYSTEM e s @ Aa (73 m .o EILKY S SINOLA. L

Selective Revert

o . . =|
[+
@

Figure 5-54: Selective Revert

On Click of revert the reviewing or approving authority will navigate to the landing page
along with a success message as shown in Figure 4-52. Hence the application will be

Copyright © 2020 HRMS All Rights Reserved to FCI Page 57 of 63



Performance Management System
User Manual Version 2.0

pending for review with the selected authority for further perusal which will also reflect
in action history.

= Wi/ FCIHUMAN RESOURCE MANAGEMENT SYSTEM o v @ a e I £ 1. survs sioun

Approval

Request has baen reverisd. *

Ta St Emplayas Nur -

Show

W v enties

Figure 5-55: Selective Revert Successful

The success message will be displayed as:

Request has been reverted. X

6. Troubleshooting and Support

6.1. Error Messages

In reference to standard error messages that may appear in the application with respect to user
and internet settings, the following status codes may reflect:

S.No. Status Code Description
1 100 Continue Only a part of the request has been received by the server, but as long as it has not been
rejected, the client should continue with the request.
2 200 OK The request is OK.
3 201 Created The request is complete, and a new resource is created
4 202 Accepted The request is accepted for processing, but the processing is not complete.
5 203 Non-authoritative | The information in the entity header is from a local or third-party copy, not from the
Information original server.
6 204 No Content A status code and a header are given in the response, but there is no entity-body in the
reply.
7 205 Reset Content The browser should clear the form used for this transaction for additional input.
8 206 Partial Content The server is returning partial data of the size requested
9 301 Moved The requested page has moved to a new url.

Permanently
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10 307 Temporary .
Redirect The requested page has moved temporarily to a new url.
11 400 Bad Request The server did not understand the request.
12 401 Unauthorized The requested page needs a username and a password.
13 403 Forbidden Access is forbidden to the requested page.
14 404 Not Found The server cannot find the requested page.
15 405 Method Not The method specified in the request is not allowed.
Allowed
16 406 Not Acceptable The server can only generate a response that is not accepted by the client.
17 408 Request Timeout The request took longer than the server was prepared to wait.
18 409 Conflict The request could not be completed because of a conflict.
19 410 Gone The requested page is no longer available.
20 415 Unsupported The server will not accept the request, because the mediatype is not supported.
Media Type
21 500 Internal Server The request was not completed. The server met an unexpected condition.
Error
22 501 Not Implemented The request was not completed. The server did not support the functionality required.
23 502 Bad Gateway The request was not completed. The server received an invalid response from the
upstream server.
24 503 Service Unavailable | The request was not completed. The server is temporarily overloading or down.
25 504 Gateway Timeout | The gateway has timed out.
26 505 HTTP Version Not The server does not support the "http protocol" version.
Supported
Table 6.1: HTTP Status Error Codes
6.2. Frequently Asked Question
This section shall address some of the frequently asked questions which may arise in the HRMS
application under different circumstances as mentioned in Table 5-2
S.No Circumstance Next Step
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Unable to Login to HRMS application

Please contact the nodal officer in the HRMS application who shall
crosscheck the roles and permissions assigned in the User Management
module. In case roles are assigned and the issue persists then please drop an
email along with the employee number, employee name and office to
hrmssupport.fci@gov.in

| am able to access the HRMS
application but unable to access
respective menu links

Please contact the nodal officer in the HRMS application who shall
crosscheck the roles and permissions assigned in the User Management
module. In case roles are assigned and the issue persists then please drop an
email along with the employee number, employee name and office to
hrmssupport.fci@gov.in

| am unable to see my profile
information in HRMS application

Please contact the nodal officer, whether the data for the concerned
employee has been migrated to HRMS application or not. If the data has not
been migrated, then kindly fill the required form and submit. The
information for the employee shall be visible in the HRMS within 2 working
days. In case the issue persists then please drop an email along with the
employee number, employee name and office to hrmssupport.fci@gov.in

| am unable to submit a request due
to “Bad API Error”

Please contact the nodal officer in the HRMS application who shall
crosscheck the roles and permissions assigned in the User Management
module. In case roles are assigned and the issue persists then please drop an
email along with the employee number, employee name and office to
hrmssupport.fci@gov.in

| am unable to submit a request due
to “Unauthorized Access Error”

Please contact the nodal officer in the HRMS application who shall
crosscheck the roles and permissions assigned in the User Management
module. In case roles are assigned and the issue persists then please drop an
email along with the employee number, employee name and office to
hrmssupport.fci@gov.in

| am unable to open the HRMS
application in my web browser

Go to browser settings and clear the cache. Also to ensure the issue is
resolved, please type %TEMP% using the run command to delete all cookies
permanently. If the issue persists, then contact the nodal officer in the HRMS
application who shall crosscheck the roles and permissions assigned in the
User Management module. In case roles are assigned and the issue persists
then please drop an email along with the employee number, employee
name and office to hrmssupport.fci@gov.in

| am unable to upload the
documents in the HRMS application

Kindly check the file size as the HRMS application restricts document
attachment till 5 MB (Except for Service Book). Also ensure that either .pdf
or .jpeg files are uploaded as these are only supported. If the issue still
persists then please drop an email along with the employee number,
employee name and office to hrmssupport.fci@gov.in

| am a competent authority but
unable to see the review or approval
icon in my listing

Please contact the nodal officer in the HRMS application who shall
crosscheck the roles and permissions along with the process workflow
assigned in the User Management module. In case roles are assigned and the
issue persists then please drop an email along with the employee number,
employee name and office to hrmssupport.fci@gov.in
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Unable to open HRMS application in
web browser

Please note that the HRMS application is compatible with the following
browsers only:

e Internet Explorer 11 and above

e Google Chrome ver. 44 and above

e Mozilla Firefox ver. 48 and above

e Safari Browser ver. 5.1.7 and above

In case the issue persists then please drop an email along with the employee
number, employee name and office to hrmssupport.fci@gov.in

10

Unable to install the HRMS mobile
application in Android/iOS mobile

Please note that the HRMS application is compatible with the following
mobile OS versions:

e Android KitKat (Ver. 4.4) and above

e 10S 12 and above

In case the issue persists then please drop an email along with the employee
number, employee name and office to hrmssupport.fci@gov.in

11

| am unable to see the required
information in the dropdowns and
filters of HRMS application

The issue that the intended information is not available for data entry might
be because:

e Permission or Role not assigned for the employee.

e Information has not been migrated into the HRMS application

e Information has been modified after scheduled maintenance of HRMS
application

Please contact the nodal officer in the HRMS application who shall
crosscheck the roles and permissions along with the process workflow
assigned in the User Management module. In case roles are assigned and the
issue persists then please drop an email along with the employee number,
employee name and office to hrmssupport.fci@gov.in

12

Information visibility as per
organization hierarchy

Employee posted in HQ shall be able to view the information of all
employees posted in different FCl offices till DO level. However an employee
posted in a ZO would only be able to view the details of all ROs and Dos
falling within that zone. Similarly an employee posted in the RO office would
only be able to access the information of all Dos falling within that RO.
Finally a specific DO employee would only be able to see the information
pertaining to the respective DO itself.

Please crosscheck with the nodal officer in the HRMS application who shall
crosscheck the roles and permissions along with the process workflow
assigned in the User Management module. In case roles are assigned and the
issue persists then please drop an email along with the employee number,
employee name and office to hrmssupport.fci@gov.in

13

| am unable to generate an eSign or
apply digital signature as a
competent authority

Please send an email along with the employee number, employee name and
office to hrmssupport.fci@gov.in as eSign/Digital Signature credentials and
any technical discrepancies related to the same shall be fixed.
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14

Unable to export or print the
information in the HRMS Application

Please ensure that MS Office with latest updates is installed in the system
and print settings are set to “Default”. In case the issue persists then please
drop an email along with the employee number, employee name and office
to hrmssupport.fci@gov.in

15

Biometric device is unable to
recognize employee fingerprint.

To ensure that the employee does not lose any attendance, the HRMS
application provides the “Attendance Regularization” feature via which
attendance can be modified to “Present Status” based on the request made
by the employee. However, in case the issue persists, then kindly contact the
nodal officer for resetting the fingerprint and initiate a fresh fingerprint
registration using the biometric device w.r.t. the employee number. In case
the approach does not work, then kindly drop an email along with the
employee number, employee name and office to hrmssupport.fci@gov.in

16

The leave details in the HRMS
application is incorrect

There can be circumstances that the migrated information from Service
Book to HRMS application might be incorrect or undefined under rare
circumstances. However, in such cases the “Leave Updation” process
provided by the HRMS application shall allow the Personnel Division to
update the Leave balance of the employee. In case the approach does not
work, then kindly drop an email along with the employee number, employee
name and office to hrmssupport.fci@gov.in

17

Unable to generate MPIN for HRMS
Mobile Application

Please crosscheck your mobile number that has been provided during the
migration of information as the HRMS mobile application would verify the
user based on SMS using OTP. In case the details are correct and the issue
persists, then kindly drop an email along with the employee number,
employee name, mobile number and office to hrmssupport.fci@gov.in

18

Unable to view my scanned service
book in HRMS application

There can be circumstances that the migrated information and the scanned
service book have not been linked in the HRMS during data migration. If so
then kindly drop an email along with the employee number, employee
name, mobile number and office to hrmssupport.fci@gov.in

19

| have setup a new DOP, but it is not
reflecting in the system.

Please contact the nodal officer in the HRMS application who shall
crosscheck the roles and permissions assigned in the User Management
module. In case roles are assigned and the issue persists then please drop an
email along with the employee number, employee name and office to
hrmssupport.fci@gov.in

20

| have lost/damaged my mobile or
PC.

In the event an employee has lost his mobile or damaged the PC, then the
event is to be immediately informed to hrmssupport.fci@gov.in, so that the
user profile could be made inactive preventing unauthorized access and
protect sensitive information related to FCl work procedures.

Table 6.2: Troubleshooting and Next Steps

e Issues identified and formally received shall be addressed swiftly as per the support

matrix.

e Corrections and improvements to the HRMS application shall be disbursed based on

application updates which shall be performed during system maintenance, to ensure

employees can work during the operating hours.
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e HRMS mobile application shall receive regular updates only in the event of any reported
issues which have been fixed.

7. 6 Helpdesk

Please contact us on: support-hrms@kelltontech.com for more information/help.
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