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1. Introduction

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

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

e Serve as a standard document for FCl employees to gain experience in adopting the
HRMS
e Provide comprehensive details about working on different Compensation and Benefit
processes and managing exceptions and alerts as per different processes.
o Reveal the user experience for working with the HRMS and act as a reference
for users to reinforce working tactics with the HRMS as per requirement.

1.2. Target Audience

FCI Officers and FCI Employees

2. Overview

The Leave Time and Attendance is one of the most important aspects of the HRMS function that
facilitates seamless tracking and reviewing of employees’ working hours and the time they take off.
It helps organizations to set up employee leave policy. Using this, an employee can check the status
of leaves, daily attendance records, and can also apply for leaves. Leave is a provision to take leave
from work for genuine reasons with the prior approval of the authorities.

3. Getting Started

3.1. Set Up Consideration

0OS Compatibility: Microsoft Windows 7 and above

Browsers Supported: |E 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, 164GB (64GB for File Storage,
100GB for database storage)

Minimum Software Requirements: IE 9, 10+ Firefox 3.6+, Chrome 12+ on Windows,

Firefox 3.6+, Safari 4+ on Mac 10.5.7+

3.2. Know Your Icons

Icons Descriptions
i It will allow editing a record.
= It will allow reviewing the submitted record/request.

Copyright © 2020 HRMS All Rights Reserved to FCI
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o It will allow approving the submitted record/request.
) It will allow viewing the details of the record/request in readable form.
X 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 3-1 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 3-2 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 3-1 combines with user
roles to allow the user to “navigate” and “perform” the nature of processes as per the delegated
power.

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

Table 3-3: User Profile and Roles

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

3.4. Accessing the system / System Organization and Navigation (Login, ESS and MSS)
URL: uat.hrmsfci.in

Login screen:

Copyright © 2020 HRMS All Rights Reserved to FCI
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. N

.

Sign in to FCI HRMS

LoginID:
Login ID }

Password :

Captcha:
6271555

Enter Captcha As Shown Above :

Enter Captcha As Shown Above

_

Figure 3.1 Login Screen

Submit

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

Copyright © 2020 HRMS All Rights Reserved to FCI
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FCI HRMS o lale

Welcome BHIM RAM

@ B B R

Dashboard Attendence Leave Reimbursement
Connect+ Training Reports Policies And Circulars

[~

Directory Survey Performance

@Powered by Konnect (Kellton Tech)

Figure 3.2 Home Page
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Employee Self Service (ESS) - Employee Dashboard

AMITABH KUMAR

Emp Id : 152770 = ‘%g‘#‘? FCI HRMS (a] (a] [a+] (€
Division : Personnel ERE
Home ¥ E-Notice = My Pending Requests

[ My Dashboard

* Culturals Program to be held tomorrow from 11 am in the Auditorium

Request Id Request Name
Directo * Cricket Tournament to be held on 29th February 2020.
Y ) o TEL19 Telephone Sanction Request
* New Survey 'Office Timings' has been created.
TR « New Survey 'Rules and Regulations' has been created. LTRSS Leave Transfer Request E

Compensation and Benefits

Payroll

. "
My Time My Team My Reimbursements and Claims Policies and Circulars My Leaves £ Happy Birthday!!
Leave Management

Employee Relations

n October 2020 n | Upcoming Holiday
Sul at

Ce t+ -
) &= n Mon Tue Wed Thu Fri S

25
29 30 1 2 3 - Dussehra

w

& Policies and Circulars = E

I Absent I Absent I Absent

k2 Retirement Benefit
Calculator 4 5 5 < 8 9 .

@ Attendance

B Survey and Polls IAbsent IAbsent IAbsent IAbsent IAbsent IAbsen[ IAbsent

il 12 13 14 15 17 Last InfOut Time

I Absent I Absent I Absent Geing
out of E
Station

8 12 20 21 22 23 24

25 26 27 28 25 20 3

2 3 4 5 = 7 -
Legends

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

@Powered by Konnect (Kellton Tech)

Figure 3.3 Employee Dashboard
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Manager Self Service (MSS Manager Dashboard)

AMITAEH KUMAR
Emp Id : 152770

‘E

Division : Personnel

& Home

B Manager Dashboard
Talent Management
Core HR
Leave and Attendance
Compensation and Benefit
Payroll
Learning and Development

Employee Relation

- R FCI HRMS !
%) iy
— Calender — Biometric
[ < | October 2020 Organization
Sun Mon Tue Wed Thu Fri Sat
27 28 29 30 1 2 3 =
I Absent I Absent I Absent
4 5 & 7 g8 9 0 W Fresent
IAbsent IAbsem IAbsem IAbsent IAbsent IAbsent IAbsent Absert
W On Leave
n 12 14 15 16 17
Absent | Absent . Going
[lasent | [abseni §
of
Statior
18 9 20 2 2 23 24
Present Absent On Leave
25 26 27 28 29 30 3
0 5] o
Legends
@ Leave @ Today @ Absence Weekends @@ Attendance
@ Holiday @@ Late Coming
— Reminders For Pending Requests — To-Do-List
Due Tod 2 = ) =
ue focay k Shift Master 1
Shift Master: |
Salary Type: 1 Shift Planning 1
Employee Master: 2 payroll Type 6
LTC Bharat Darshan (Destination Change): 1
Higher Study Incentive Increment Request: 1 Salary Type 6
Travel Allowance: 2 Pay Code G
Medical Allowance : 1
Newspaper Allowance: | Salary Structure 1
Separation Listing: 1 L
- Permission Master 2 -

@Powered by Konnect (Kellton Tech)

Figure 3.4 Manager Dashboard
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3.5. Exiting the System

xéﬁ FC' HRMS a] [a] [a4] [E d‘ 7 AMITABH KUMAR

1

Welcome AMITABH KUMAR
AMITABH KUMAR

Assistant General Manager

@ B M w ==

Dashboard Attendence Leave Reimbursement

) & E E
Connect+ Training Reports Policies And Circulars
==
= = N
| m— s |
Directory Survey Performance

@Powered by Konnect (Kellton Tech)

Figure 3.5 ESS Dashboard

e C(lickon to log out of the system.

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 done at Key cloak IAM interface.

Copyright © 2020 HRMS All Rights Reserved to FCI
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4. Using the System

Compensation and benefits are the results or rewards that the employees receive in return for
their work. Compensation and benefits in FCl include payments like PLI, overtime allowance,
wage revision policy inclusions, retirement grants, leave encashment and various types of
reimbursements and claims. The compensation part will deal with updating the pay components
of the employees that is used to process their salaries via payroll management.

4.1. Vendor Master

As per the FCl policies, vendor shall be defined in the system by means of this process.
Admin will define the vendors who shall recruit the talent for the organization by filling in
the required details.

4.1.1. Navigation

Left Navigation: Talent Acquisition >>Masters >> Vendor Master

4.1.2. SLA

NA

4.1.3. Landing Page

HRMS administrator shall traverse the navigation as mentioned in Section 4.1.1 to reach the
Vendor Master Landing Page as shown in figure:

= WRi/ FCIHRMS s na pa ess (I3 CP AMITKUMAR
= v
Vendor Master
Aanial Office Type Office Name Categary Vendor Name
Al v v v Vendor Name
Manager ard
Vendor Cade From Date To Date Is Active
Talent Management
Vendor Code COMMMIYYYY :] DOIMM/YYYY D ~
Core HR
- GetResults |
Leave and Attendance
‘Add Vendor I
Compensation and Benefit
Show 10w entries Exportto: int
Bearch:
Payroll
VENDOR ADDRESS EFFECTIVE FROM DA DI ECTIVE TO DATE el REFERENCE DOCUMENT ACTION
Tal 4O
98, Lajpat,Delhi 15/01/2021 23(01/2021 12345 LY Active EE
_— " @
74.,0df'f 15/00/2011 30/00/2021 12345 % Inactive —
23834, Adsjf 11/01/2021 16/01/2021 123456 L. Inactive

Showing 1to 3 of 3 entries
Phase Master

Learning and Dew

Empio

Figure 4-1: Vendor Master
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HRMS administrator shall be able to perform the following activities from the landing page:

e Click onmto apply the available filters.

_ Excel ~ PDF  Print :
e C(Clickon to export the table records in Excel or CSV as
per table columns.
Search:
e C(Clickon to enter a search query that shall

search the table records.

e C(Clickon to sort the table records in ascending order or descending order of

entries.
. Previous 1 Mext .
e Clickon to navigate table records
e C(Clickon o add a new record in the table as mentioned in Section 4.1.3
— Add Vendor

e Clickon ~ toeditan existing record in the table as mentioned in Section 4.1.4 —
Edit Vendor.

e C(Clickon ® to view the record as shown in figure.

= X/ FCIHRMS Aa Az Aa ESS m & AMIT KUMAR &,
- ~
View Vendor
User Manual Office Type E
HQ 15/01/2021
Manag d Office Name Effective To Date
HQ-Delhi 23/01/2021
Talent Management )
Category Reference Document No.
CAT-Il 12345
Core HR
Vendor Name e Document
Vendor Test
Vendor Code s Active I
Leave and Attendance Vend Ttact No Active
8936485868 Requestid
n and Benefit CAT-II

Vendor Email ID
abe@gmail.com
Vendor Address

98 lajpat,delhi

Hesters m

Fee Setup

Ta

Qualification Work Experience

Vendor Master

Phase Master

Figure 4-2: View Vendor

Copyright © 2020 HRMS All Rights Reserved to FCI
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4.1.4. AddVendor

Click on to open the Add Vendor as shown in figure

= A\ FCIHRMS Aa Aa  Aa  ESS m P AMITKUMAR g
L] -
Add Vendor
Office Type * Office Name * Category * Vendor Name =
A HQ-Delh W CAT-I o Vendor
Vendor Contact Mo. * Vendor Email ID * Vendor Address * Effective From Date *
2832495896 xyz@gmail.com 834.35,65ds 17/01/2021 6
Effective To Date * Reference Document Number * Reference Document * Is Active *
22/01/2021 | 12345 1 m Active ~

Submit cancel
Leave and Attendance

sation and Benefit

Masters

Fee Setup

Learning and Development

Enm

Figure 4-3: Add Vendor

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

the Vendor Master Landing Page for addition of a new record in the table.

Success message will be displayed as

Sycoess] Leave configuration has been added sucosesfully.

4.1.5. Edit Vendor

Clickon ~ to open Edit Vendor as shown in figure

Copyright © 2020 HRMS All Rights Reserved to FCI
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wa Y A
<\ i i?:;?
i

= Wi FCIHRMS s na o pa s (IR P i i comar ¥
- -
fome Edit Vendor
Office Type * Office Name: * Category * Vendor Name =
User Manual
HQ HQ-Delni CAT-I Vendgor Test
Manager Dashboard
Vendor Contact No. * Vendor Email ID * Vendor Address * Effective From Date *
Talent Management 5868 be@gmail.com 98, lajpat, delhi 15/01/2021 @
Core HR Effective To Date * Reference Document Number * Reference DocumentView Attachment  Is Active *
23/01/2021 (] | 23 m Active v
Performance agement |

Cancel
Leave and Attendance

Co ation and Banefit

Payrall

Talent Acquisition

Transactions

Masters

Fee Setup

Qualification Work Experience

Vendor Master

Phase Master

Learning and

Em

Figure 4-4: Edit Vendor

Enter the details and click on ﬂ such that a success message will be shown in the
Vendor Master Landing Page for updating the existing record in the table.

4.2. Phase Master

As per the introduced process, if organization opts to recruit the talent on their own basis
without having any third party agency for it, they can add the phases and exams that any
candidate shall clear in order to be recruited in FCI.

4.2.1. Navigation

Left Navigation: Talent Acquisition >>Masters >> Phase Master
4.2.2. SLA

NA
4.2.3. Landing Page

HRMS administrator shall traverse the navigation as mentioned in Section 4.2.1 to reach the
Phase Master Landing Page as shown in figure

Copyright © 2020 HRMS All Rights Reserved to FCI
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= FCI HRMS Az Az A ESS C? AMITKUMAR
W omoa e (D »

v
Phase Master
Category Phase Is Active From Date

v v | v oommry 5

To Date |

Talent Management DOIMM/Y ¥ YY |:] GetResults

User Manual

Add Phase
REQUESTED DATE EFFECTIVE FROM DATE EFFECTIVE TO DATE = REFERENCE DOCUMENT IS ACTIVE ACTION
15/01/2021 15/01/2021 23/01/2021 12345 B Active %
@
14/01/2021 16/01/2021 30/01/2021 12345 % Active -
@
Masters 14/01/2021 14/01/201 30/01/2021 12345 % Active .
s
Fee Setup
. ) @
14/01/2021 14/012021 30/07/2021 1234567 % Inactive o
@
14/01/2021 15/01/2021 30/01/2021 12345 % Active -
@
1jo1/2021 1o f2021 16/01/2021 12345abc L) Inactive >
Learning and :
'
Employee Relation Showing 1to & of B entries

Figure 4-5: Leave Configuration Master

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

e C(Click onmto apply the available filters.

. Excel PDF Print .
* (Clickon to export the table records in Excel or CSV as

per table columns.

Search:
e C(Clickon to enter a search query that shall
search the table records.

e C(Clickon to sort the table records in ascending order or descending order of

entries.
i Previous 1 Mext i
e C(Clickon to navigate table records
Add Phase
e C(Clickon to add a new record in the table as mentioned in Section

4.2.3 — Add Phase.

Copyright © 2020 HRMS All Rights Reserved to FCI
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e Clickon ~ toeditan existing record in the table as mentioned in Section 4.2.4 —
Edit Leave Configuration.

e C(Clickon ® to view the record as shown in figure.

= Wi/ FECIHRMS wooaa pa ess [P CP maTKUMAR
-

w

View Phase Master

User Manual

Manager D

14/01/2021
Talent Management

Effective

rom Date

16/01/2021
Core HR

Online TRMS

Qualification Work Experience

Vendor Master

Phase Mastar

Learning and Development

Em

Figure 4-6: View Phase Master

Click on to exit the screen.

4.2.4. Add Phase Master

Click on to open the Add Phase Master as shown in figure.

Copyright © 2020 HRMS All Rights Reserved to FCI
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4.2.5.

%i/ FCIHRMS

Aa Aa Aa
-
Add Phase
Category * Reference Document No. * Reference Document * Phase *
CA A 12345 Phase
Manager Dashboard
Exam* Is Active * Requested Date * Effective From Date *
Talent Management Offline v 1710112021 E 20/01/2021 @
Core HR Effective To Date *

30/01/2021 E Submit ‘ Cancel

Payrall

Transactions

Work Experience

aster

Phase Master

Figure 4-7: Add Phase Master

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

the Phase Master Landing Page for addition of a new record in the table.
Edit Phase Master

Clickon ~ to open Edit Phase Master as shown in figure

Copyright © 2020 HRMS All Rights Reserved to FCI
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= Ri/ FCIHRMS s na o pa s (IR CP AMITKUMAR
L3 v
Edit Phase
Category Reference Document No. * Reference Document * Phase *
CAT-1 v 12345anc m Phasetest
Exam* Is Active * Requested Date * Effective From Date *
Talent Management
active v 2021-01-11 = 1iNn/2021 5

Core HR
Etfective To Date *

Compensation and Benefit

Payrall

Tale:

Transactions

Masters

Fee Setup

Qualification Work Experience

Vendor Master

Phase Master

Learning and Development

Emp

Figure 4-8: Edit Phase Master

Enter the details and click on m such that a success message will be shown in the
Phase Master Landing Page for updating the existing record in the table.

4.3. Fee Setup

As per the introduced process, if organization opts to recruit the talent on their own basis

without having any third party agency for it, they can add the fees on the basis of different
categories, cadre, gender and other specifications.

4.3.1. Navigation

Left Navigation: Talent Acquisition >>Masters >> Fee Setup
4.3.2. SLA

NA
4.3.3. landing Page

HRMS administrator shall traverse the navigation as mentioned in Section 4.3.1 to reach the
Fee setup Master Landing Page as shown in figure.

Copyright © 2020 HRMS All Rights Reserved to FCI
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FCI HRMS Az Az A ESS CP AMITKUMAR
W/ v oh o e (5D b

-

Rule Engine For Fees

Category Reserved/Unreserved Gender PwWBD
v ~ ~ ~
Manager
Fees Applicable Fees Code Is Active From Date
Talent Management
W eas5 Code v DDIMMYYYY D
Core HR
To Date
DOIMM/YY YA = l GetResults |
Leave and Attendance

I._.l
ion and Benefit
mon| 10 vjenees Bpot: Search:

M DATE u EFFECTIV

REF. DOCUMENT NUMBER REF. DOCUMENT 10N
i . o . PR - R @
Q 14/07/2021 16/01/202 30172021 2345 R Aclive -
Masters

@

oo 14/01/2021 15/01/2021 30/01/2021 1234 % Inactive .
Fee Setup «
ualification I . PR S ; @
e 11/01/2021 12/01/2021 06/02/2021 2345 k3 Inactive @
. @
08/01/2021 0g/01/2021 30/01/2021 12345 @ Active =

Showing 1to 4 of 4 entries

Figure 4-9: Fee setup Master

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

e C(Click onmto apply the available filters.

. Exce PDF Print .
e C(Clickon to export the table records in Excel or CSV as
per table columns.
Search:
e C(Clickon to enter a search query that shall

search the table records.

e C(Clickon to sort the table records in ascending order or descending order of
entries.

Previous 1 5

t
e Clickon to navigate table records

e Clickon ® to view the record as shown in figure.
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View Fees
User Manual
Category Ref. Document Number
CAT-1 12345
Manager Dashboard
Reserved/Unreserved Ref. Document
Talent Management SC View Altachment
Gender Requested Date
Male 14/01/2021
PwBD Effective From Date
Leave and Attendance v b 16/01/2021 I
Fees Applicable Effective To Date
Performance Management ~
Yes 31/01/2021
Compensation and Benefit Amount S Active
2000 Active
Payroll , Fees Code

Talent Acquisition

Transactions

Masters

Fee Setup

Qualification Work Experience

Vendor Master

Phase Master

Learning and Development

Employee Relation

202 C (Kellton Tech)

Figure 4-10: View Fee setup

4.3.4. Add Fees

Click on to open the add fees as shown in figure.
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B

Add Fees
Category * Reserved/Unreserved * Gender * PwBD *
AT-1 v ~ Female ~ [ R
Manager Oar
Fees Applicable * Amount * Ref. Decument Number * Ref. Document *

Talent Management

Core HR

Requested Date From Date * To Date * Is Active *

17/01/2021 EI 17/01/2021 j 232021 ij Active w

| Submit | ‘ Cancel

Leave and Attendance

ation and Banefit

Transactions

Masters

Fee Setup

Work Experience

Figure 4-11 Add Fees

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

the Fee setup Landing Page for addition of a new record in the table.
4.3.5. Edit Fees

Clickon ~ to open Edit Fee setup as shown in figure

Copyright © 2020 HRMS All Rights Reserved to FCI
Page 22 of 27



FCI HRMS
User Manual Version 0.2

= Ri/ FCIHRMS s na o pa s (IR CP AMITKUMAR
- w

Edit Fees
User Manual Category Reserved/Unreserved Gender PwWBD

CAT-1 sC Female b
Manager Dashboard

Fees Applicable Amount Ref. Document Number * Ref. DocumentView Attachment

Talent Management

No ] 12345

Requested Date From Date * To Date * 15 Active *
- - -

17/07/2021 (| 17/01/2021 =3 23/01/2021 () Active ~ |

Leave and Attendance ‘ Cancel

n and Benefit

Payrall

Talent Acquisition

Transactions

Masters

Fee Setup

Qualification Work Experience

Phase Master

Learning and

Em

Figure 4-12 Edit Fees

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

Phase Master Landing Page for updating the existing record in the table.
4.4. Qualification/Work Experience

Qualification and Work Experience shall contain the qualifications and other specifications
required in order to recruit a talent on the basis of the available vacancies.

4.4.1. Navigation

Left Navigation: Talent Acquisition >>Masters >> Qualification Work Experience
44.2. SLA

NA
4.4.3. Llanding Page

HRMS administrator shall traverse the navigation as mentioned in Section 4.4.1 to reach the
Qualification Work Experience Landing Page as shown in figure.
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Manager Da
Talent Management

Core HR

Compensation and Benefit

Payrall

Fee Setup T

cation Work Experience)

Az Aa  Aa  ESS m |? AMITKUMAR

-

Qualification/Work Experience Master

Category Cadre Division Designation

Recruitment Type Is Active

Add Qualification/Work Experience
Show 10 w entries Exportto: Search:

QUALIFICATION WORK EXPERIENCE (IN MONTHS]

REF, DOCUMENT NUMBER REF, DOCUMENT IS ACTIVE B CTIOH
) =3
B.Tech 40 Abe 12345 @ Active ~
=
Btech 40 TestER123 12345 2 Inactive 7

Showing 1to 2 of 2 entries

Figure 4-13: Qualification Work Experience

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

o Click onmto apply the available filters.

e C(Clickon

el PDF P ,
to export the table records in Excel or CSV as

per table columns.

e (Clickon

Search:

to enter a search query that shall

search the table records.

e C(Clickon

entries.
e (Clickon
e (Clickon

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

Previous 1 M

]

to navigate table records

to view the record as shown in figure.
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4.4.4.

= NIy FCIHRMS

User Manual

Talent Management

Care HR

Compensation and Benefit

Payroll

Tale:

Add Qualification/Work Experience

Add Qualification/Work Experience
Click on to open the as shown in figure

0.2

View Qualification/Work Experience

Category
CAT-1

Cadre
Administration
Division
Board Cell
Designation

Assis]

1 General Manage:
Ref. Document Number
12345
Ref. Document

ttachment
Recruitment Type

Direct Recruitment

Az Aa Aa

s Active

Active

RequestID
Quaz
Maximum Age
20
Qualification

B.tech

Work Experience (In Months)

40
Other Details

abc

Figure 4-14: View Qualification/Work Experience
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Add Qualification/Work Experience

Category * Cadre * Division * Designation *
CAT w administration s Board Cel e Assistant General Manage W
Ref. Document Number * Ref. Document * Recruitment Type Is Active *
Talent Management 12345 m Direct Recruitment ~ Active W
Core HR Maximum Age * Qualification * ‘Work Experience (In Months) * Other Details *
20 B.tach 25 wsdfg|
Cancel
nd Attendance

Compensation and

Payroll

Fee Setup

Qualification Work Experience

WVendor Master

Phase Master

Legrning and Development

Figure 4-15: Add Qualification/Work Experience
4.4,5. Edit Qualification/Work Experience

Clickon ~ to open Edit Qualification/Work Experience as shown in figure
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w

Edit Qualification/Work Experience

ategory Cadre Division Designation
CAT Administration Assistant General Manager Board Cell
Manager
Ref. Document Number Ref. Document\iew Attachment Recruitment Type * Is Active
Talent Management 2345 L m Direct Re ent v Active ~
Core HR pvlaximum Age Qualification Waork Experience (In Months) Other Details
20 Btach 25 wsdfg

“ ‘ e

ation and Benefit

tup

Qualification Work Experience

Phase Master

Learning and

Figure 4-16: Add Qualification/Work Experience

Enter the details and click on m such that a success message will be shown in the
Qualification/Work Experience Landing Page for updating the existing record in the table.
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